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SUPPORT STAFF HANDBOOK 2010-11

ABOUT THIS HANDBOOK:

1. Employees Covered: This handbook is provided as a reference document for the
Port Edwards School District support staff.

2. Intent: This employee handbook is intended to provide employees with
information regarding policies, procedures, ethics, expectations and standards of
the District; however, this handbook should not be considered all inclusive.

Board policies and administrative regulations are available to all personnel and
are on the Port Edwards School District website at www.pesd.k12.wi.us. Itis
important that each employee is aware of the policies and procedures related to
his/her position. The rights and obligations of all employees are governed by all
applicable laws and regulations, including, but not limited by enumeration to the
following: Federal laws and regulations, the laws of the State of Wisconsin,
Wisconsin State Administrative Code and the policies of the Port Edwards Board
of Education. This handbook is subservient to, and does not supersede the
provisions set forth in District policies.

3. Disclaimer: The contents of this handbook are presented as a matter of
information only. The 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 one or all of its employees or a guaranty of
continued employment. Notwithstanding any provisions of this handbook,
employment may be terminated at any time, with or without cause, except as
explicitly provided for in any other pertinent section of this handbook. In case of
a direct conflict between this handbook, rules, regulations or policies of the Board
and any specific provisions of an individual contract or collective bargaining
agreement, the individual contract or collective bargaining agreement shall
control.

Non-Discrimination For more information see Board Policy #511

The Port Edwards School District is an equal opportunity employer. Therefore,
personnel hiring and administration in the Port Edwards School District shall be
conducted so as not to discriminate employee or applicant on the basis or race, religion,
political affiliation, sex or sexual orientation, age, national origin, handicap, pregnancy,
marital or parental status, ancestry, color, creed, citizenship, arrest or conviction record,
use or nonuse of | awful products ofnghoardpe empl
membership in the National Guard, state defense force or any other reserve component
of the military forces of the United States or Wisconsin, or any other reason prohibited
by state or federal law.

It is the intent of the Port Edwards School District to comply with both the letter and
spirit of the law in making certain discrimination does not exist in its policies, regulations
and operations. Discrimination complaints shall be processed in accordance with
established procedures.
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It is the policy of the Port Edwards School District to provide reasonable
accommodations for qualified disabled individuals who are employees, students or
applicants for employment. The Port Edwards School District will adhere to all
applicable federal and state laws, regulations and guidelines with respect to providing
reasonable accommodations as required to afford equal employment opportunity to
gualified disabled individuals. Reasonable accommodations will be provided in a timely
and cost-effective manner. Employment opportunities shall not be denied because of
the need to make reasonable accommodations to
contact Pat Sullivan, Non-Discrimination Compliance Officer, 801 Second Street, Port
Edwards, WI 54469, or call 715-887-9000, ext. 101 as early as possible in anticipation
of utilizing services. The responsibility for requesting or initiating the request lies with
the individual. Requests for accommodation will not be processed until the disability
documentation is received and reviewed by the Non-Discrimination Compliance Officer.
Disability documentation must state the disability, functional limitations and the need for
accommodation, and be signed by a certified/licensed professional or physician.

Harassment For more information see Board Policy #512

The Port Edwards Board of Education supports an educational environment that is
free of discrimination and harassment of any
from Wisconsin statutes that allow school boards to establish rules pertaining to the
conduct of pupils to maintain a favorable academic atmosphere. It is therefore the
policy of the district that neither students, nor employees will be allowed to engage in
any form of sexual or other type of harassment or intimidation toward other students or
school employees. This prohibits staff to staff intimidation concerning such issues as
contract negotiations and union business.

Safety

In order to ensure a secure learning environment for all students, all people entering
John Edwards Middle/High School during school hours will be required to enter the
building through the main entrance (801 2" Street). From 7:15 a.m. to 8:00 a.m. the
cafeteria doors (3" Street) and main doors (2" Street) will be open for students, parents
and visitors to enter the building. Prior to 7:50 a.m., students are to report to the
cafeteria unless they are seeking help from a teacher, using the library, or working in
ATS. If students arrive before 7:50 they may drop off their books/jacket in their locker
but, then must stay in the cafeteria or the bus lobby until the first bell rings. At 8:00
a.m. all entrances to the building will be locked with the exception of the main entrance.
All persons who enter the building after 8:00 a.m. will need to do so through the main
entrance. So that the Port Edwards staff can better serve the needs of parents and
visitors, it is required that all visitors check in at the office upon arrival. A visitor badge
will be issued to anyone circulating through the building. Visitor badges should be
returned before exiting the building.

At the elementary building all entrances will be locked with the exception of the main
entrance. Parents and visitors are asked to use this entrance and to check in at the
office upon arrival. This entrance will be open during school hours and for after-school
activities as needed. Staff may access the building with key fobs through the south
door near the parking lot.
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SCHOOL CALENDAR:

The school calendar shall be determined by the Board. The determination of the
structure of the days, e.g. instructional, inservice, work days, etc., shall be at the
discretion of the Board.

PERTINENT QUARTER DATES:

Mid-Term Quarter
Mid-Term Grades Mid-Term Quarter Grades Quarter Mail Report
due by Eligibility Ends due by Eligibility Cards
3:45 on: 3:45 on:

Elem @ PT Conf

1°TQtr. | Sept30 Oct 3 Oct5 Nov 4 Nov 7 Nov 9 Nov 10 & 17;
MS/HS Mail Nov 8

2" Qtr. Dec 9 Dec 12 Dec 14 Jan 19 Jan 20 Jan 24 Jan 23
3" Qtr. Feb 21 Feb 22 Feb 24 Feb 22 Mar 23 Apr 2 Mar 26
4" Qtr. May 4 May 7 May 8 June 6 June 7 June 11 June 8

GENERAL DISTRICT INFORMATION

School Board

The Port Edwards School District has a five-member board of education. The
regular monthly meetings are held in the elementary school library. There are also sub-
committees of the board that meet periodically.

Members of the Board of Education are elected for three-year terms, run from a
common district and are voted on at-large by all the voters of the district. The members
of the Board of Education are:

e Julie Beaton, Member
John Daven, Clerk
Dana Duncan, President
Sheldon Ferkey, Vice President
Leo Thomasgard, Treasurer

District Background

The School District of Port Edwards serves the village of Port Edwards, the townships of
Seneca, Port Edwards, Cranmoor, and the Moccasin Creek Mobile Home Court.
Primary industries in the area include paper and cranberry production. The district
offers an attractive residential setting with recreational opportunities for children
including indoor and outdoor swimming pools, municipal parks and skating facilities.
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For over half a century the Port Edwards Public School system has maintained a motto
of —I mproving America’s Future -«kea&moSpharedent at
emphasizes individual pupil-teacher relationships and provides all students with
opportunities for participation. Major contributing factors include:
e Business and industry that demonstrate an interest and support for education.
e A school board made up of members of a cross-section of the community.
These individuals are dedicated to providing quality educational programs at a
reasonable cost.
e A solid tax base for educational purposes.
e A dedicated, experienced staff that places the needs of the students as the first
priority.
¢ Professional staff in the special areas of psychology, counseling, nursing
services, speech, language and learning disabilities, and other exceptional needs
areas.
¢ Fully equipped science and computer laboratories with work stations for each
pupil.
¢ Modern libraries and audio-visual equipment.
Excellent and beautifully maintained facilities and grounds.
e Opportunities for professional development and attainment of advanced degrees
are provided to the staff by the Board of Education.

Board Policies

Board Policies are available online at www.pesd.k12.wi.us.

Labor Agreement

Each staff member shall receive a copy of the labor agreement between the Board of

Education and Office & Professional Employees International Union Local 95 when it is

ratified. New support staff employees will receive a copy of the labor agreement when

they begin employment. Ifyoudon’ t have a copy, request one f

GENERAL EMPLOYMENT
PRACTICES & EXPECTATIONS

District Expectations

e The District expects its employees to produce quality work, maintain
confidentiality, work efficiently, and exhibit a professional and courteous attitude
toward other employees, parents, and students. The District expects employees
to comply with all applicable Board policies, work rules, job descriptions, terms of
this handbook, and legal obligations.

e The District expects employees to comply with the standards of conduct set out
in Board policies, this handbook, administrative regulations, and with any other
policies, regulations and guidelines that impose duties, requirements or
standards attendant to their status as District employees. Violation of any
policies, regulations and guidelines may result in disciplinary action, including
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termination of employment. The following delineation of employment practices is

for informational purposes and is not intended to be an exhaustive list of all
employment expectations that may be found in other applicable Board policies,

work rules, job descriptions, terms of this handbook and legal obligations.
Attendance: The District expects employees to make every effort to be present

for work. Employees are expected to adhere to their assigned schedule. In

order for the schools to operate effectively, employees are expected to perform

all assigned duties and work all scheduled hours during each designated

workday, unless the employee has received approved leave. Breaks and meal
periods may only be taken during ti mes
and as further specified in other parts of this handbook. Any deviation from
assigned hours must have pr i orervisogbpildiegv a |
administrator.

Absence: Employees who are unable to report to work shall follow the

procedures as outlined elsewhere in this handbook. Any time spent not working
during an employee’ s scheduled day must
Employee Access management software program. The District will monitor
attendance and absence patterns. Theft of time and/or improper 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 such day could result in disciplinary action up to and

including termination. Failure to return to work the day following the expiration of

an authorized leave of absence may result in termination of employment.

Child Abuse Reporting For more information see Board Policy #454

Except as provided under Wisconsin Statute 48.981,2(m), any of the following
persons who has reasonable cause to suspect that a child, seen by the person in
the course of professional duties, has been abused or neglected or who has
reason to believe that a child, seen by the person in the course of professional
duties, has been threatened with abuse or neglect, and that abuse or neglect of
the child will occur, shall report as provided for below: school nurse, social
worker, professional counselor, school teacher, school administrator, school
counselor, child care worker in a child care center or residential care center for
children and youth, an alcohol or other drug abuse counselor, a physical
therapist, a physical therapist assistant, an occupational therapist, a dietitian, a
speech-language pathologist, an audiologist, an emergency medical technician,
a first responder and a police or law enforcement officer, including a police
liaison officer.

A person required to report shall immediately inform, by telephone or personally,
the applicable District administrative personnel and the county department or, in
a county having a population of 500,000 or more, the department or a licensed
child welfare agency under contract with the department or the sheriff or city,
village, or town police department of the facts and circumstances contributing to
a suspicion of child abuse or neglect or of unborn child abuse or to a belief that
abuse or neglect will occur.

Employees who are not mandatory reporters as set forth above, and who in
connection with their job responsibilities have reasonable cause to suspect that a
child has been abused or neglected or who have reason to believe that a child
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has been threatened with abuse or neglect and that abuse or neglect of a child
will occur shall notify their immediate supervisor or other administrative personnel
of such alleged abuse.

Electronic Communication  For more information see Board Policy #363.1

The Port Edwards Public School District provides staff members and students access to
its Information and Technology and Network resources to facilitate teaching and
learning, to manage resources, and to connect with stakeholders. These resources
include, but are not limited to, computers, software, mobile devices, (e.g. laptops,
iPods/MP3, cell phones, etc.) e-mail, and access to Internet resources. These
resources are available in each school and in some cases remotely. Use of District
resources is a privilege and users agree to comply with all policy provisions.

e The District retains the right to monitor usage, remove a user from the network,
provide internal and external controls as appropriate and feasible, provide
guidelines and make reasonable efforts to train staff, inspect any and all data
stored in public or private areas of storage systems of any kind, and to cooperate
with requests from law enforcement and regulatory agencies.

e The District will not be responsible for any damage users may suffer, including,
but not limited to, loss, damage or unavailability of data stored on District
diskettes, tapes, hard drives or servers, or for delays or changes in or
interruptions of service or misdeliveries or non-deliveries of information or
materials, regardless of the cause.

¢ Limited use of personal devices on school property is permitted; however,
devises shall never be connected to the District network either by wired or
wireless methods without permission from the District network personnel. The
user of a device found to be the source of a virus or other malicious software on
the District network will be held liable for all resulting damages and subject to
appropriate disciplinary action. The District shall not be liable for the loss,
damage, or misuse of any personal devices.

e The District also reserves the right to examine any device at any time to ensure
policy compliance.

e Board policy sets forth guidelines for safe and acceptable use of mobile devices.
Improper use may result in loss of network privileges, device confiscation,
disciplinary action including termination of employment and/or criminal charges,
depending on the severity of the infraction.

Confidentiality

Pupil information employees obtain as the result of their employment with the District is
confidential and protected by law unless such information has been designated as pupil
directory data as set forth in Board policy. The law and respect for our students require
that student issues are only discussed with employees and parents who need to know
the information. In addition to student information, confidentiality is expected in other
areas, including employee or District business information. Any requests for District
records should be referred to the superintendent.
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Conflict of Interest

A conflict of interest is defined as any judgment, action or relationship that may benefit

an employee or another party the employee is affiliated with because ofthee mp | oy e e
position with the District. Employees are asked to avoid outside activity that may

compete or be in conflict with the best interests of the District. Employees must

disclose to their immediate supervisor information of any transaction that may be

considered a conflict of interest as soon as they know the facts. No employee may use

his or her position to obtain financial gain or anything of substantial value for the private
benefit of himself or herself or his or her immediate family, or for an organization with

which he or she is associated.

S

Contracts and Conflict of Interest Wis. Stats. 946.13(1)(a) and (b)

No employee may negotiate or bid for, or enter into a contract in which the employee

has a private financial interest, direct or indirect, if at the same time the employee is

aut horized or required by | aw to participate
in the making of that contract or to perform in regard to that contract some official

function requiring theexercis e of di screti on o Noempleyeeenaypl oy ee’
in the employee’s capacity as an employee, pa
which the employee has a private financial interest, direct or indirect, or performs in

regard to that contract some function requiring the exercise of discretion on the

empl oyee’ s part.

Copyright For more information see Board Policy #771.1

A variety of machines and equipment for reproducing materials to assist staff in carrying

out their educational assignments are available to staff in both the school and home

setting. Infringement on copyrighted material of any kind is a serious offense against

federal law, a violation of Board policy and contrary to ethical standards required of

staff. All reproduction of copyrighted material shall be conducted strictly in accordance

with applicable provisions of | aw. Unl ess ot
law, permission must be acquired from the copyright owner prior to reproduction of

material in any form. Employees are further advised that copyright provisions apply to

all forms of digital media.

Obligation to Report Criminal Record

All District employees shall notify his/her immediate supervisor or administrator as soon
as possible, but no more than three (3) calendar days after any 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:

1. crimes involving school property or funds;

2. crimes involving attempt by fraudulent or unauthorized means to obtain or alter
any certificate or permit that would entitle any person to hold or obtain a position
as an educator,

3. crimes that occur wholly or in part on school property or at a school-sponsored
activity;
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4. a misdemeanor which involves moral turpitude (e.g. an act or behavior that
gravely violates moral sentiments or accept moral standards of the community; or
5. a misdemeanor which violates the public trust.

The requirement to report a conviction or deferred adjudication shall not apply to minor
traffic offenses. However, an offense of operating under the influence, revocation or
suspension of license, and driving after revocation or suspension must be reported if the
employee drives or operates a District vehicle or piece of mobile equipment or
transports students 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 circumstances more than three (3) calendar days after
the event giving rise to the duty to report. The District may conduct criminal history and
background checks on its employees. An arrest, indictment or conviction of a crime
shall not be an automatic basis for termination. The District shall consider the following
factors in determining what action, if any, should be taken against an employee who is
convicted of a crime during employment with the District:

¢ the nature of the offense;

¢ the date of the offense;

¢ the relationship between the offense and the position to which the employee is

assigned.

Nothing herein shall prohibit the District from placing an employee on administrative
leave based upon an arrest, indictment or conviction.

Drug-, Alcohol- and
Tobacco-Free Workplace For more information see Board Policy #522.1

The School District of Port Edwards is committed to maintaining a drug, alcohol and
tobacco free work place. No employee shall possess, use, distribute, or be impaired by
tobacco, alcohol or other drugs while on school premises, at school-sponsored
activities, or while performing any other duty within the scope of employment.
Prescription medication shall be construed as an exception to this policy when used by
the individual for whom it was prescribed and in the manner and amount prescribed.

False Reports

Employees may be disciplined for filing false reports or statements including but not
limited to the following: accident reports, attendance reports, insurance reports,
physician’ s semg@adyneentstateaments, sSck leave requests, student
records, tax withholding forms and work reports.

Financial Controls and Oversight

The employee shall adhere to all internal controls that deter and monitor all fraud or
financial impropriety in the District. Any person who suspects fraud or financial
impropriety in the District shall report the suspicions immediately to any supervisor, the
superintendent or designee, the Board President, or local law enforcement. Reports of
suspected fraud or financial impropriety shall be treated as confidential to the extent
permitted by law. Limited disclosure may be necessary to complete a full investigation
or to comply with law. Each employee who supervises or prepares District financial
reports or transactions shall set an example of honest and ethical behavior and shall

Page 8



actively monitor his or her area of responsibility for fraud and financial impropriety.

Neither the Board nor any District employee shall unlawfully retaliate against a person

who in good faith reports perceived fraud or financial impropriety.

Gambling

Gambling on District-owned or leased premises is prohibited at all times. Gambling

during the workday on or off District property is prohibited.

Gifts and Sale of Goods and Services

o Gifts: An empl oyee or a member of the
accept, directly or indirectly, any gift, money, gratuity, or other consideration or
favor of any kind from anyone other than the District that a reasonable person
would understand was intended to influence official action or judgment of the

employee in executing decision-making authority affecting the District, its

employees or students. It shall not be considered a violation of this policy for an

employee to receive entertainment, food, refreshments, meals, health

screenings, amenities, foodstuffs, or beverages that are provided in connection

with a conference sponsored by an established or recognized statewide

association of school board officials or by an umbrella or affiliate organization of
such statewide association of school board officials. Exceptions to this policy are
acceptance of minor items, which are generally distributed to all by companies
through public relations programs. Staff should accept only gifts of token value

from students.

empl oy

It is the District’s policy for individual
any outside organization or individual doing business or seeking to do business

with the District. Gifts that are intended for the benefit of the District should be
referred to central office for proper proc
and solicitations and the terms of Wis. Stats 118.27. Gifts of nominal or of
insubstantial value and services offered f

position and which could not reasonably be expected to influence a decision
could be accepted. Larger gifts to employees as an individual and gifts of more

than a nominal or insignificant value should be graciously declined.

e Sale of Goods and Services: No District employee may receive for his or her

personal benefit anything of value from any person other than his or her

employing District to sell, promote the sale of or act as an agent or solicitor for
the sale of any goods or services to any public school pupil whole on the property
of his or her employing District or at an activity of his or her employing District

(Wis. Stats. 118.12).

Investigations

e Expectation of Cooperation: In the event of a District investigation or inquiry,
every District employee has an affirmative duty to provide to his/her supervisor(s)

or any other District official assigned to investigate all relevant and factual

information about matters inquired except as provided for below. Employees
failing to volunteer such information shall receive a directive from administration
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to provide a statement. The empl oyee’ s f a
consti t ute —i nsubordination, Il a violation tha
up to and including termination.
e Investigation interplay with potential criminal conduct: If the alleged misconduct
may constitute criminal conduct by the employee, the employee may be provided
a Garrity warning. (Garrity v. New Jersey, 385 U.S. 493(1967).
e Administrative Leave: The District may place an employee on administrative
leave, paid or unpaid, during an investigation into alleged misconduct by the
employee.

Licensure/Certification

Each employee who is required to be licensed or certified by law must provide the
District with a copy of the current license or certificate to be maintained in his or her
personnel file. Personnel files can be found in central office. Employees are expected
to know the expiration date of their license/certification and meet the requirements for
re-licensure or certification in a timely manner.

Outside Employment

Outside employment is regarded as employment for compensation that is not within the
duties and responsibilities of the employee’s
Personnel shall not be prohibited from holding employment outside the District as long

as such employment does not interfere with assigned school duties as determined by

the District. The Board of Education expects employees to devote maximum effort to

the position in which employed. An employee will not perform any duties related to an

outside job during regular working hours or for professional employees during the
additional time that the responsibilities of
employee use any District facilities, equipment or materials in performing outside work.

When the periods of work are such that certain evenings, days or vacation periods are

duty free, the employee may use such off-duty time for the purpose of non-school

employment.

Personal Appearance/Staff Dress Code

District employees are judged not only by their service but also by their appearance.
Itisthe Di strict’s expectation that every empl oye
high standards we set for ourselves as a District. Employees are expected to present a
well-groomed, professional appearance and to practice good personal hygiene.
Remember, to our students, parents and the public, employees represent the District.
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 will not
tolerate dress or attire from school employees that the principal or supervisor considers
disruptive, inappropriate, or which adversely affects the educational atmosphere.

Personal Property

e Liability: The District does not assume any responsibility for loss, theft or
damages to personal property. In order to minimize risk, the District advises
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employees not to carry unnecessary amounts of cash or other valuables. If
employees bring personal items to work, they are expected to exercise
reasonable care to 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 for which
the District does not have legal responsibility.

e Search of Personal Effects: Employees should have no expectation of privacy to
items contained in plain view, for example, but not limited by enumeration to
automobiles parkedontheDist r i ct s property, items | eft
and cabinets, lockers, etc. Items not in plain view and contained within personal
property, e.g. purse, satchel, wallet, coat, backpack, etc., may be searched in
accordance with applicable state and federal law.

Personnel Files

An employee shall have the right, upon request and consistent with the timelines
and content limitations specified in state law, to review the contents of his/her personnel
file while in the presence of the superintendent or his/her designee. The employee shall
be entitled to have a representative accompany him/her during such review. This
examination must be accomplished in the presence of the person officially charged by
the superintendent with custody of those files. The removal of this file from the
safekeeping place willbedoneby t he of ficial personnel file
personnel file or any part thereto may not be removed from the visual presence of the
official custodian. An employee shall have the right, upon request, to receive copies of
any documents contained in the personnel file except those delineated in Wis. Stats.
103.13(6), upon payment of the actual cost for making such a copy.

If the request to review personnel records is pursuant to an active grievance filed by
that employee, the District will provide copies of the records to the employee, at the
employee’ s expense, and the employee and his
copies outside the presence of the administrator/records custodian.

After reviewing his/her personnel records, the employee has the right to request that
records he or she believes to be inaccurate or obsolete be removed from his or his file.
If the District denies the request, the employee has the right to file a written rebuttal
statement and have that rebuttal attached to the disputed record. If the District intends
to release the disputed record to a third party, the District must also release the
attached employee rebuttal statement to the third party. (Wis. Stats. 103.13(4)).

Political Activity

Employees may exercise the rights and privileges of any citizen in matters of a political
nature consistent with the following restrictions:

1. No school employee shall, during hours for which pay is received, use any time
for the solicitation, promotion, election, or defeat of any referendum, candidate
for public office, legislation, or political action.

2. No school employee shall use in any way the classrooms, buildings, or pupils for
the purpose of solicitation, promotion, election, or defeat of any referendum,
candidate for public office, legislation, or political action.
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3. No school employee shall make use of school equipment or materials for the
purpose of solicitation, promotion, election, or defeat of any referendum,
candidate for public office, legislation, or political action.

Solicitations

Individuals, groups and organizations often wish to solicit employees to support a
particular activity or organization. This solicitation may be charitable, political or for
other purposes. All solicitations of employees must be approved in advance by the
administration and be consistent with Board Policy.

Work Spaces

Employees shall have no expectation of privacy with respect to any item or document
stored in or on District-owned property, which includes, but is not limited to, desk, filing
cabinets, mailboxes, lockers, tables, shelves, and other storage spaces in or out of the
classroom. Accordingly, the District may at any time and in its sole discretion conduct a
search of such property, regardless of whether the searched areas or items of furniture
are locked or unlocked in accordance with applicable state and federal law.

Workplace Safety

e Adherence to Safety Rules: All employees must adhere to District safety rules
and regulations and shall report unsafe conditions or practices to the appropriate
supervisor. Fire safety is an essential element of having a safe working
environment. Employees should know the following:

o location of fire alarms;
o0 location of fire extinguishers;
0 evacuation routes; and
o whom to notify in case of fire

Employees need to take precautions to prevent fires from occurring. In the event
of a fire, the most important task is to sound the alarm and clear the building.
Employees should not risk their safety in fighting fires.

e Weapons Prohibition: Firearms and dangerous weapons are prohibited on all
property of the District. The prohibition includes firearms in vehicles on school
property. Licensed peace officers who are serving in their official capacities are
the only persons excepted from this prohibition. Firearms and dangerous
weapons have the definitions set forth in the following statutory provisions: Wis.
Stat. 119.25, 120.13(1), 941.235, 948.60, 948.605, 948.61.

e Disaster Preparedness: All employees must become familiar with building
procedures in the event of emergency such as fire, tornado, intruders, etc. When
drills are staged, every staff member and student must follow proper procedures.
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SPECIFIC EMPLOYMENT
PRACTICES & EXPECTATIONS

Definition of Employees

o Full-Time Full Year: A full-time full year employee is hereby defined as an
employee who occupies a full-time position. Employees in the category include
those employees who are assigned a group of duties and responsibilities
requiring employment of a full-time position for twelve (12) months per year. Full-
time is defined as 40 hours per week.

¢ Full-Time School Year: Employees in this category include those employees
who are assigned a group of duties and responsibilities requiring full-time
employment during the school year. Full-time is defined as 40 hours per week.

e Part-Time Full Year: A part-time full year employee is hereby defined as an
employee who occupies a full year position who is assigned a group of duties
and responsibilities requiring employment of less than 40 hours per week.

e Part-Time School Year: A part-time school year employee is hereby defined as
an employee who occupies a school year position who is assigned a group of
duties and responsibilities requiring employment of less than 40 hours per week.

e Temporary: A temporary employee is an employee who occupies a temporary
position. A temporary position is defined as a group of duties and responsibilities
requiring the temporary employment of a person on either a full-time or a part-
time basis. Temporary employees are exempt from coverage as part of the
bargaining unit.

e Substitute: Employees in this category include those employees who are hired to
substitute for regular full-time or regular part-time employees, whether full year or
school term, when a regular full-time or part-time employee is absent from work
and/or unable to perform his/her job duties. Substitute employees are exempt
from coverage as part of the bargaining unit.

Bargaining Unit Rights

e Union Business: Union business shall be conducted outside of regular working
time except for grievance meetings and disciplinary/investigative meetings with
management. This provision shall not prevent certain routine business such as
the posting of union notices and bulletins. Union business may be conducted on
school property during non-work hours.

e Union Officers: The union shall notify the superintendent of the names of the
union officers.

e Bulletin Board: The empl oyer wild.l provide bull eti
use. The union shall also be permitted to use employee mailboxes for
communication among union members. The employer retains ownership of the
bulletin boards and mailboxes.

e Use of School Equipment: The union and its representatives is allowed to use
school district equipment when said equipment is not otherwise in use. The
union shall provide its own expendable supplies for use with school district
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equipment or reimburse the district for same in a mutually agreeable fashion.

The union will keep accurate records of the use of school materials and

equipment and will advise the administration of this usage on a monthly basis.

The district will invoice the union on a monthly basis for materials and equipment

used. Member s may use t heakedcopesdforuntom° s copy
business. However, the employee making the copies will do so on their own time

and will reimburse the district at the rate of $.10 per copy.

e Use of School Buildings: The union and its representatives shall have the right to
use school buildings for meetings after contracted hours, when ever said use
does not interfere with other scheduled school activities.

e Use of School Mail: The union and its members shall have the right to use the
school mails, including email, for union business. Copies of such
communications shall be provided to the administration.

Probationary Period

All employees shall be probationary employees for the first 120 days worked. A
probationary employee may be terminated at any time during the probationary period at
the discretion of the district without recourse to the grievance procedure. The
probationary period may be extended at the discretion of the District.
During the probationary period, the employee shall accrue sick leave on a pro rata
basis, for each month of work completed, in accord with what would normally be the
employee’s sick | eave ent it lpeagonary statds. Anhe e mp |
employee shall be eligible for funeral leave and sick leave during the probationary
period. Probationary employees are not eligible for holiday pay or personal leave days.

Grievance Procedures i Board Policy #527

Pursuant to state law, the School Board shall provide for the orderly resolution of
employee grievances related to discipline, termination, and workplace safety. The
exclusive means of resolving employee grievances shall be through the grievance
procedure adopted by the Board. Any school employee of the District has the right of
access to the grievance procedure.

The procedure shall provide for grievances to be handled in a timely manner and shall
contain an appeals process in which the highest level of appeals is the Board. The
procedure shall also include an opportunity for employees to present their case before
an impartial hearing officer. The Board shall select the hearing officer in accordance
with the following guidelines:

e The hearing officer shall be impartial.

e The hearing officer shall be (1) an attorney who is licensed to practice in the
State or Wisconsin; or (2) a current or former school administrator who is familiar
with procedures for conducting a fair and impartial hearing.

e The hearing officer must be available to hear the case and render a decision in a
timely manner.

e The hearing officer may not be an employee of the District.

e The hearing officer must agree to comply with all relevant laws covering
personnel and student records.

A determined effort shall be made to settle any grievance at the lowest possible level.
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Purpose

The purpose of this procedure is to provide for the exclusive internal method for
resolving grievances concerning discipline, termination and workplace safety. A
determined effort shall be made to settle any grievance at the lowest possible level in
the grievance procedure.

Definitions
A. Grievance A rgevancel is defined as any
discipline, termination or workplace safety.

B. Grievant A —grievantl may be any empl o
C. Day The term —daysll as wused in thi
scheduled workdays, unless otherwise indicated.

Time Limits

The time limits set forth in this Section shall be considered as substantive, and failure of

the grievant to file and process the grievance within the time limits set forth in this
Section shall be deemed a waiver and a settlement of the grievance. The number of
days indicated at each level should be considered a maximum. The time limits
specified may, however, be extended by the mutual consent of the District and the
grievant. The parties may, through mutual consent, agree to start the grievance at a
higher step if the grievance involves termination and is initially filed in a timely manner
pursuant to the timelines set forth below.

Grievance Processing Procedure
Grievances shall be processed in accordance with the following procedure:

Step One — Informal Resolution: An earnest effort shall first be made to settle the

matter informally between the employee and the immediate supervisor. A grievance

may be initiated through an informal meeting and discussion with the immediate

supervisor, the employee and the empl oyee

informal meeting and discussion shall occur within thirty (30) days after the facts
upon which the grievance is based first occurred. The immediate supervisor will

give an answer to the grievance. The grievant shall be required to state the purpose

of the discussions and event(s) upon which the discussions are based. The
immediate supervisor shall notify the grievant and (if applicable and appropriate) th
representative of his/her answer within ten (10) days. If the matter cannot be
resolved or if no answer is provided in the above timeframe, the grievant may file a
written grievance.

Step Two — Written Grievance: If the grievance is not resolved at Step One, the
grievant shall file a written grievance with the immediate supervisor within ten (10)

e

days after the earlier of the following: (1) receipt of the Step One response; or (2) the
District’s deadline for providing a Step
The written grievance shall include the facts upon which the grievance is based, the

issues involved, the handbook provision related to discipline, termination or

workplace safety alleged to be violated and the relief sought. The grievance shall be

signed and dated by the grievant. The immediate supervisor shall respond to the
grievance in writing within ten (10) days. However, if there is an ongoing

investigation related to the subject matter of the grievance, the immediate supervisor

shall have until ten days after completion of the investigation to respond to the
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grievance. If the matter cannot be resolved or if no answer is provided in the above
timelines, the grievant may file an appeal to the Superintendent.

I f the grievant ' gistheBumethterrdént thesgugvamtrshall skip
Step Three and proceed directly to Step Four if he/she is not satisfied with the
response of his/her immediate supervisor at Step Two (or is no answer is provided in
the above timeframe).

Step Three — Appeal to the Superintendent: If the grievance is not resolved at Step

Two, the grievant may appeal the written grievance to the Superintendent within ten

(10) days after the response at Step Two or if no response is provided within ten

(10) days of the deadline for the response. The Superintendent shall meet with the
grievant and/or the employee’s designated re
immediate supervisor within ten (10) days after receiving the written grievance. The
Superintendent shall respond to the written grievance within ten (10) days of the

meeting or at a later date as determined by the Superintendent if further

investigation is warranted. The Superintendent shall indicate in writing the

disposition of the grievance and forward it to the grievant and (if applicable and
appropriate) the grievant’s representative.
answer is provided in the above timeframe, the grievant may file an appeal to the

impartial hearing officer.

Step Four — Appeal to Impartial Hearing Officer: If the grievance is not resolved in

Step Three, the employee must notify the Superintendent, within ten (10) days after
receipt of the Superintendent’s answer or i f
days of the deadline for the response, if he or she intends to process the grievance

to the designated impartial Hearing Officer.

If there is a dispute over the timelines or the grievability of a grievance, the District
shall have the discretion to bifurcate (separate) the hearing for the purpose of
deciding those issues (e.g., address whether the grievance was filed in a timely
manner before hearing the merits of the grievance).

The hearing officer shall meet with the parties at a mutually-agreeable date to review

the evidence and hear testimony relating to the grievance. The hearing officer shall

not be required to abide by the rules of evidence that would apply in civil or criminal

court cases. For instance, he/she may choose to admit hearsay evidence and

accord it such weight that it may be due. Upon completion of this review and

hearing, the hearing office shall render a written decision to the administration, the
grievanttand (i f applicable and appropriate) the

A decision of the hearing officer shall be limited to the subject matter of the
grievance and shall be restricted solely to interpretation of the policy or handbook in
the area where the alleged breach occurred. The hearing officer shall not modify,
add to, or delete from the express terms of the policy or handbook. The hearing
officer may deny the grievance or conclude that the grievance should be sustained
in whole or in part and recommend a remedy. The decision of the hearing officer
and any recommendations contained therein are subject to review by the Board via
appeal, as described below.

Step Five — Appeal to the Board of Education: If the grievance is not resolved at
Step Four, the grievance may be appealed to the School Board within ten (10) days
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after the decision at the prior step. Either the administration or the grievant may

appeal an i mparti al hearing officer’s deci si

The Board shall meet with the parties to review the evidence and hear testimony
relating to the grievance. Atthe hearing, each party may cross-examine any witness
of the other party. If either party presents an exhibit that was not presented at a
prior step of the grievance process, the exhibit must be provided to the other party at
least twenty-four (24) hours prior to the hearing.

On appeal from Step Four, the hearing office
law shall have distinct standards of review. The Board shall accord some deference

to the hearing officer’”s findings of fact bu
consulting with the hearing officer the Board concludes that the most reasonable

view of the record calls for modification of one or more of the findings; or (2) may

remand the case to the hearing officer for further factual development and (if

necessary) revised conclusions of law. In terms of conclusions of law and mixed

guestions of fact and law, the Board shall apply a de novo standard of review,

meani ng t hat the hearing officer’”s findings s

The Board shall render a written decision that affirms, reverses, or modified the
decision of the hearing officer (or, if applicable, of the Superintendent). Such
decision shall be rendered in a timely manner and shall be sent to the

administration, the grievant, and (i f applic
representative. The Board’s decision is fin
actions throughout this process shallcomp |l vy wi t h requirements of
Meetings Law.

Grievant 6s Right to Representation

Any grievant may be represented at all stages of the grievance procedure by a

representative(s) or his/her own choosing.

Consolidation of Grievances

Grievances of the same type, and with similar fact situations, may be consolidated at

the discretion of the Administration.

Years of Service
Years of services h al | be measured from an eYeprsoyee’ s

of service are lost if the employee quits or is discharged.
The district shall maintain an employee years of service list based upon the
employee’s date of hire.

Job Postings

When the district deems it necessary to fill a vacancy or create a new position in the
bargaining unit, the district shall post a notice of such vacancy or new position at each
office in each school building for a period of five (5) working days and if deemed
necessary, advertise the position for outside applicants. During the time when school is
not in session, posting for vacancies will be emailed to bargaining unit members and
posted on the District website, in addition to being posted in the school buildings. The
position will be posted before job interviews are commenced. The posting will contain
the date the position is to be filled, title of the position, requirements and rate of pay.
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When the district permanently upgrades a part-time position to a full-time position,
the District shall post the position in accord with the above procedures.

If a bargaining unit member applies for a posted vacancy, the bargaining unit
member will receive fair consideration for the position.

If an employee is approved for a transfer from a part-time and/or school year
position to a full-time full year position, applicable benefits will go into effect on the first
of the month following the date of commencement of full-time full year employment.
Years of service for vacation benefits will be prorated by converting total months of
service to that of a full-time full year employee.

Hours of Work and Overtime

e Hours of Work: The normal work hours for all employees will be determined by

the employee’ s i mmediate super v-meuer and th
unpaid lunch break will be allowed employees scheduled to work a six-hour shift
or greater.

e Overtime: Overtime will be paid at the rate of time-and-one-half for all hours
worked in excess of forty (40) hours per week. Overtime is to be authorized in
advance by the district. Employees may elect to receive compensatory time at
the rate of one-and-one-half hours for each hour worked in excess of forty (40)
hours per week in lieu of overtime payment. Such compensatory time must be
approved by the immediate supervisor. The district may alter or modify an
employee’s schedule in order to prevent th
of compensatory time.

e School Closing: In the event any or all employee working areas are closed due
to inclement weather or other emergency situations, the superintendent will
determine which employees are required to report for work. Hazardous and
severe road conditions are good cause for not reporting to work. Employees not
required to report to work, or who are unable to report to work, shall receive no
pay except that they may choose to utilize personal time, vacation time, or
accrued compensatory time to make up for the lost time.

e Call-in Pay: Employees who are called to return to work, other than for a change
in their regularly scheduled starting time, shall receive a minimum of two hours
pay. Employees shall be required to work the full two hours before leaving work.

Letter of Intent

All support staff employees will receive a letter of intent no later than July 15 for the
succeeding school year.

Insurances

Benefits for Full-Time Full Year Employees
e The district will pay 100% of the premium for single coverage and 90% of family
coverage for a health insurance plan for full-time full year employees. The
employee shall notify the business director of any changes in health insurance
eligibility.
e The district will pay 100% of the premium for single coverage and 100% of the
premium for family coverage for a dental plan for full-time full year employees.
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The employee shall notify the business director of any change in dental
insurance eligibility.

e The district will provide long-term disability insurance coverage to full-time full
year employees if determined eligible by the plan carrier. The employee shall
notify the business director of any change in long-term disability insurance
eligibility.

e The district will provide life insurance coverage to full-time full year employees if
determined eligible by the plan carrier. The employee shall notify the business
director of any change in life insurance eligibility.

Benefits for Less than Full-Time Full Year Employees
e The district will provide long-term disability insurance coverage to full-time school
year employees if determined eligible by the plan carrier. The employee shall
notify the business director of any change in long-term disability insurance
eligibility.

Voluntary Insurance
e The Board shall make available short-term disability insurance to eligible
employees. The insurance carrier(s), program(s), and coverages will be selected
by the Board. Participation i s optional a
e The Board shall make available additional life insurance to eligible employees.
The insurance carrier(s), program(s), and coverages will be selected by the
Board. Participat i on i s optional at the employee

S

Vacation

e Vacation Year: The vacation year shall be from July 1 to June 30. For any
employee hiredmid-y ear , vacation wil/l be prorated f
anniversary date to July 1.

¢ Annual Accrual: Full-time full year employees shall receive the following vacation
with pay depending on years of service as follows:

o 1-6years - two weeks
o 7-12years - three weeks
0 13-18 years - four weeks
0 19+ years - five weeks
e Compensation: Vacation hours shalbec o mpensated at the empl o
rate of pay.

e Eligibility: Employees must complete one year of service before the full vacation
benefits can be taken. Vacation days not taken within the year shall be forfeited,;
however, an employee may carry over vacation for one-hundred-eighty (180)
days.

e Scheduling: Employees shall request vacation time off ten (10) days in advance.
Such request shall be made in writing to the immediate supervisor. Vacation
time off shall be taken in increments of not less than one-half day. The district
shall determine the number of employees on vacation at any given time. In the
event of conflicting vacation requests, years of service will be given
consideration.
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e Holiday: I f a paid holi day vwacatonpesoduwhetagi n an e
shall not be deducted from the employee’s
employee receive vacation pay for that day.

¢ Payment of Vacation at Retirement: Employees shall be paid all earned and
accrued but unused vacation at the time of retirement, including prorated
vacation earned during the last day of work.

Holidays

Full-Time Full Year Employees
Full-time full year employees shall be paid for the following holidays according to their
normal work day on the date of the holiday:

Labor Day

Thanksgiving Day

Christmas Eve (¥ day)

Christmas Day

New Year’'s Eve (% day)
New Year’' s Day

Friday before Easter (Y2 day)

Memorial Day

Fourth of July

Full-Time and Part-Time School Year Employees
School year employees shall be paid for the following holidays according to their normal
work day on the date of the holiday:

Labor Day (if falls during the employee work year)
Thanksgiving Day

Christmas Eve (¥ day)

Christmas Day

New Year’'s Eve (% day)
New Year’'s Day

Friday before Easter (Y2 day)

Memorial Day (if falls during the employee work year)

e Scheduling/Eligibility: If a holiday falls on a Saturday or Sunday, the schedule
wi || be established at the district’s sole
day before and the day after each holiday to be eligible for holiday pay with the
exception of normal days off or excused absences.
e Work on Holiday: Any employee who is required to work on any of the above-
listed holidays shall receive time-and-one-half pay for actual time worked on the
holiday in addition to the holiday pay.

e Holiday Pay Rate: Hol i day pay shall be computed at t
classified rate at the regularly scheduled number of hours, excluding scheduled
overtime.

e Holiday Pay During Probationary Period: Probationary employees shall not be
eligible to receive holiday pay for any holiday that falls during the probationary
period.
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Staff Leave & Absences

SICK LEAVE
¢ Benefit and Accumulation: Employees will be credited with ten (10) days of sick
leaeveannual ly, based on the employee’s regul &

accumulative to a maximum of 105 days.
¢ Advance Notice: Sick leave benefits shall begin on the first day of absence and
continue until the employee returns to work or has used all his/her accumulated
sick leave. Employees who are sick or disabled, and thus unable to work, shall
notify, or cause the employee in charge to be notified, as soon as possible,
except in cases of accident or emergency.
e Medical Certification: The districtmayrequire a doctor’' s statement
evidence or proof of illness, including a sick leave explanation form, if the
employee is absent from work. The district will pay any doctor related cost not
covered by the employee’s health insurance
e Determination of Disability: In the event an employee becomes eligible for
benefits under -termerlodg-term disakility insirarscdpoogram,
the employee will no longer receive paid sick leave.

EMERGENCY LEAVE
e Benefit and Accumulation: If personal days have been exhausted, one day of
emergency leave may be granted annually with the approval of the administration
for personal emergencies. Such leave will be deducted from sick leave.

NOTIFICATION OF NEED TO TAKE SICK/EMERGENCY LEAVE

Food Service Staff:

Please call Tammie Weis at 887-9000, ext. 209 or 459-1984 no later than 7:30 a.m. if
you are unable to work due to illness or an emergency. This will give her time to find a
substitute, if one is available.

Custodial Staff:

Please call John Buchholz at 715-887-9000, ext. 234 or 715-451-2695 no later than two
hours prior to the start of your shift if you are unable to work due to illness or an
emergency.

Secretarial/Aide Staff:

lliIness/Emergency: Please call Jan Dykstra at 887-9000 ext. 240 or email her at
dykstjia@pesd.kl2.wiusas soon as you know you wonot be
due to iliness or emergency. This will give her time to find a substitute, if one is

available. All absences must be reported to Jan Dykstra even if a substitute is not

required.

PERSONAL LEAVE
e Benefit and Accumulation: Employees will be credited with two (2) days of
personal | eave annuall vy, based on the empl
hours. Personal leave is not cumulative from year to year. Personal leave may
not be taken before or after a scheduled school vacation without approval.
Personal leave may be taken in half-hour increments.
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¢ Advance Notice: Personal leave must be prearranged with the superintendent at
least 24 hours prior to the day being taken except in cases of emergency.

FUNERAL LEAVE

e Employees will be granted, per occurrence, a maximum of three (3) days with
pay for necessary time off from work due to death in the immediate family.
Funeral leave will be limited to the period beginning with the day of death and
ending with the day of the funeral. Immediate family includes wife, husband,
daughter, son, mother, father, sister, brother, mother-in-law and father-in-law.

o Employees will be granted, per occurrence, a maximum of up to three (3) days
with pay by arrangement with an administrator for necessary time off from work
to attend the funeral of a son-in-law, daughter-in-law or grandchild.

o Employees will be granted, per occurrence, a maximum of one (1) day with pay
for necessary time off from work to attend the funeral of a grandmother,
grandfather, stepmother, stepfather, brother-in-law or sister-in-law.

OTHER LEAVE

e Unpaid Leave: Upon written request to, and approval by the superintendent, an
employee may be granted an unpaid leave of absence. Leaves of absence shall
be for a maximum of ninety (90) days subject to renewal by the superintendent at
an employee’s request.

e Military Leave: Leaves of absence shall be automatically granted for all
employees who are called to or volunteer for military service.

e Court Leave:

o A leave of absence will be granted to enable an employee to serve jury
duty. The employee shall receive his/her regular salary for any day on
which he/she is regularly schedule to work provided he/she deposits with
the employer the juror’ s fee, including
for jury duty.

o Employees will be paid for all scheduled working time spent in court in
connection with civil law suits arising out of the employment covered by
this handbook.

Planning for Leave/Leave Forms

A staff member needs to carefully plan for the time when a substitute may have to
temporarily take over his/her position. The substitute will need help in the difficult task
of facing new students, sometimes in an unfamiliar building and in a different position
each day. Careful preparation for a substitute reflects favorably on the employee and
the school as a whole. Please make appropriate notes to assist your replacement in
your absence.

Any absence on a work day shall require the appropriate leave form. Leave forms
are electronic and available on Employee Access. For a planned absence please fill
out the appropriate Employee Access form as soon as possible, but at least three days
in advance. Submitted forms are automatically directed to the appropriate
supervisor/administrator for approval.

Page 22



Other Post Employment Benefits (OPEB)

Full-time full year shall be eligible for post-employment benefits as follows:
¢ An employee that retires after fifteen (15) years of service with the district, and
applies for benefits under the Wisconsin Retirement System, shall be eligible to
remain in the school district health insurance plan (if eligible) until the employee
gualifies for Medicare benefits provided the employee pays the full cost of the
premium.
o0 Upon retirement, prior to age 59 (with at least 15 years of service), the
individual may continue to participate in the group plans for health and life
insurance. The employee will be fully responsible for all premiums
beginning the next full month following retirement.
o Upon retirement, at or after age 59 (with at least 15 years of service), the
individual may continue to participate in the group insurance plans for
health, dental,vision and | i f e. The district wildl
premium for health insurance, based on the premium amount at the time
of retirement, for thirty-six (36) months or until the employee qualifies for
Medicare, whichever is reached first. The retiree has the option of having
family coverage by paying the difference in premium between the single
and family coverage. Other coverages (dental, vision, life) may be
continued at the individual’ s expenses.

Reimbursable Expenses

e Mileage: If an employee is authorized to use his/her personal vehicle for District
business, he/she will be reimbursed at the current District reimbursement rate
per mile.

e Professional Activities Reimbursement: Employees who are assigned to attend a
conference or workshop, or receive approval from the superintendent to attend a
conference or workshop, shall be reimbursed for related expenses incurred by
the employee in accordance with Board of Education policy. In order to claim
expenses, employees must fill out an employee expense claim sheet, provide
supporting documentation of the expense(s), and have it approved by the
building principal. When more than one staff member attends a conference,
meeting, etc., only one staff member will be reimbursed for mileage.

¢ Clothing Allowance: All custodial staff is required to wear denim slacks and
matching shirts. Shirts will be selected by the Maintenance Supervisor and
provided by the district. An annual $100 allowance will be paid as
reimbursement for the purchase of denim slacks. All kitchen staff is required to
wear appropriate garments as specified by the Food Service Director.
Appropriate garments will be selected by the Food Service Director and provided
to the employees.

e Safety Shoes: All custodial staff is required to wear safety shoes meeting ANSI
standards. Upon presentation of receipt, the district will reimburse the employee
up to $100 per year toward the cost of these shoes.
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Employee Compensation

Reqular Duty Pay: Employees will be paid in accordance with established agreements
between the employee and the Board.

Co-Curricular Duties Pay: Payment for co-curricular activities, such as working for
athletic and other co-curricular events, will be paid at the end of the season as
submitted by the athletic director or event coordinator. Payment for contractual co-
curricular duties such as coaching or advising will be added to the regular paycheck at
the end of the season.

Substitution: Employees substituting for teachers, as requested by the superintendent,

will receive an additional $2.00 for each hour or class period that they substitute.

Employees who fill in for supervisors will receive an additional $.75 per hour supervisory
stipend. It is the employee’s resfuelsrs bi |l ity
in a timely manner. Payment shall be made to employees on a semester basis.

Substitute Manager: The substitute manager shall be paid $53.41 per pay period,
starting September 15 and ending June 1, for a total of 18 pay periods.

Open Enrollment Coordinator: The open enrollment coordinator shall be paid $53.41
per pay period, starting September 15 and ending June 1, for a total of 18 pay periods.

Newsletter Copier: The newsletter copier shall be paid $10.69 per hour.

Attending School Events

Support staff members are encouraged to attend and participate in school and
community events. Students and parents like to see that the support staff is supportive
of the community and school activities.

Staff Liability

Support staff members are liable for all students assigned to their supervision. If

students are left unsupervised, whether it be a study hall or class, and someone is

injured because of horseplay or other actions, the assigned support staff member is

liab | e . When students are assignaéaealshetiso a suppor
expected to be there.

Leaving the Building/Job Site

Staff generally should not leave the building or job site when there are students in
attendance there. If a staff member has to leave the building during the regular
workday, other than during his/her lunch, he/she must check out with the building
principal or office if his/her supervisor is not available.

If the staff member must leave briefly, arrange for another staff member to supervise
the area and notify the office. It is never wise to leave students alone without
supervision. If something should happen while the staff member is gone, the staff
member is responsible and liable.
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Performance Evaluations

All staff members shall be evaluated annually on the basis of their performance. Staff
evaluations shall be conducted in accordance with State Statutes.

DISTRICT PRACTICES & PROCEDURES

Budgeting

Budgets are prepared in the spring months for the next school year. Staff meets as
departments, units, or individually to decide what purchases must be made. These
budget requests are then discussed with the administration.

Bulk order supplies are ordered in the summer for the next year. Throughout the
year other items are ordered as staff members request them on an Employee Access
form.

Grants

We appreciate the involvement of our staff members in grant writing and grant
activities. This extra effort allows us extra time and dollars to put toward many school
improvement projects. We want the students and staff to get the most out of their grant
dollars and we want you to receive recognition for your hard work.

Please remember that in most circumstances, grant dollars are not collected until we
submit the appropriate receipts and documentation. If you do not observe the following
protocol, you may lose grant dollars and incur additional expenses for the District:

1. Submit your grant award letter to the Business Director. She will help you set up

your budget accounts for the grant.

2. Any grant purchase orders need to indicate that the money will be charged to a

particular grant.

3. Requests for a substitute teacher need to be clearly designated as a grant

funded sub cost.

Purchasing

All purchases (including those made with activity fund monies) require a signed
PURCHASE ORDER form. These forms are available on Employee Access and are
submitted electronically. Directions pertaining to any action such as mailing or faxing
the purchase order should be included on the purchase order. The staff member will
receive a confirmation e-mail when the purchase order is approved and he/she can then
print the purchase order. All receipts given to a staff member must be turned in to the
central office. DO NOT PURCHASE ITEMS WITHOUT A PURCHASE ORDER!

The superintendent will give permission for emergency purchases when time is a
factor. Otherwise, a staff member is responsible for payment of bills when items are
purchased without a purchase order. PLAN AHEAD!

Staff Meetings

Staff meetings will be called as needed, by the immediate supervisor or building
principal, during the school year.
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Keys

Staff members are responsible for keys and fobs assigned to them. Keys and fobs are
generally turned in to the office over the summer and may be picked up when returning
to school in the fall. Staff may not make copies of keys. If a staff member wishes to
keep keys over the summer, the approval of the building principal is required. Re-
keying costs incurred by the district due to the loss of keys will result in the employee
being billed for that cost. For more information see board policy regarding keys.

Lunch Prices

Please check with Food Services for current adult lunch prices. A lunch ID number will
be issued to each staff member. Please keep account current. All prices are subject to
adjustment at any time by Board action.

Money in Classrooms

It is a violation of Board of Education policy for staff members to keep any money at
their jobsite. Money collected as a result of an activity or for any other purpose must be
turned in to the appropriate office on a daily basis. Staff is financially responsible for
lost funds, and possible disciplinary action, if not turned in on a daily basis.

Reporting/Recording lliness/Injury of Employees

e llinessesl/injuries of school employees are to be reported to the building principal

or directly to the school’s registered nu
e The principal wild.l refer the individual t
designated school personnel.

e The school’s registered nurse or other de
the appropriate personnel to complete the

Sales People

Sales persons will not be permitted in the classrooms or on the school grounds during
the school day without the permission of the building principal. This includes sales for
athletics and co-curriculars.

School Closings

In the event of inclement weather or other emergencies, a school administrator will
close school. If this should occur during the workday, students will be sent home early.
If the school closing should be before school opens in the morning, every effort will be
made to make that decision prior to 6:30 a.m. PLEASE LISTEN TO THE LOCAL
RADIO STATIONS (WSPT, WGLX, AND WFHR) FOR ANNOUNCEMENTS. Staff will
also be contacted by Instant Alert.

Security System

Both buildings in the Port Edwards Public School District are protected by an electronic
security system. The K-5 and 6-12 buildings have motion sensors and security
cameras. All security equipment is located in the halls and general areas. The security
cameras are on 24/7 and record any movement. In the event that a teacher needs to
enter the building during off school hours, the key fob will deactivate the motion sensor
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alarm for one hour. It will be necessary to swipe the key fob again before the hour
expires if additional time is needed.

Electronic Surveillance

The Port Edwards School District approved the use of video cameras in the school
buildings and around the exterior of the buildings for the primary purpose of maintaining
a safe and secure learning environment.

Only the principals, superintendent or designee shall be authorized to view the
videotape for the purpose of documenting a problem, and determining which
individual(s) may be involved. Disciplinary action may be taken based on video
documentation or documentation gathered from other electronic devices. A student
being disciplined based on the viewing of a video tape recording, and/or his/her
parent/guardian, may view that isolated segment of the videotape that documents the
incident for which he/she is being disciplined. The building principal shall view the
videotape with the student and/or parent/guardian and document the date and the
names of all individuals viewing the tape.

The videotapes shall not be available for viewing by the public in general, employees
in general, media, or other individuals. The principal or district administrator may
authorize other individuals, such as the guidance counselor, school psychologist, or
social worker to view the segments of a specific video tape if such individuals are
working with a student on the video tape because of a behavior, emotional, or learning
problem, and viewing the videotape is beneficial to his/her role in assisting the student.
A log shall be kept of the date and names of the individuals viewing the videotape.

The information documented by the electronic surveillance may be used to aid
administration in documenting employee behavior and administering disciplinary
consequences. The video footage will be subject to the same confidentiality guidelines
outlined in the section above pertaining to students.

Telephones

Telephone usage is for school-related business. Cell phone use, including texting,
should be limited to non student contact time. Personal long distance calls shall not be
made from District telephones.

INSTRUCTIONAL RELATED INFORMATION

Computer Lab

The computer labs will function as an extension of the building libraries. A studentis
not to be in the computer lab without adult supervision. This includes before school,
during lunch period, and after school. No food or drink is to be taken into the lab. A
student will be held responsible for any damage to the lab or computer equipment
caused by misuse or abuse. Failure to follow the lab rules may result in suspension of
the privilege to use the lab for a period deemed appropriate by the principal.

Flag and Pledge of Allegiance

The United States flag is to be displayed in all classrooms. Each teacher shall initiate

the —Pledge of All egiancel at the shablipgi nni ng
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compelled, against his objections or those of his parent or guardian, to recite the
pledge.

Instructional Materials Center

Each building has an IMC for student and staff use which houses a collection of
books, magazines, filmstrips, tapes, videos, and computer programs. The K-5
collection centers on reading development and growth and supports the elementary
curriculum. The 6-12 collection, while continuing to support the development of reading,
emphasizes research and reference materials. Both libraries have a professional
collection containing titles of interest to parents and teachers.

In the K-5 IMC, each class has a regularly scheduled time for book checkout each
week. Each teacher is encouraged to bring classes in for research and reading
activities; however, all additional activities must be scheduled through the librarian with
at least 24 hours notice.

Each teacher is encouraged to incorporate use of the library into his/her curriculum
by developing research-based projects; however, such projects must be planned and
scheduled with the librarian, preferably at least a week ahead of time.

STUDENT RELATED INFORMATION

Communicable Diseases

Anyone having knowledge or reason to believe that any person has a communicable
disease shall report the facts to the school nurse. A chart listing communicable
diseases shall be displayed. All reports shall be made within 24 hours.

Confidentiality-Student

The classroom activities of a student are private and should be kept
confidential. Casual sharing of information or observations about a student is
inappropriate. Divulging information to individuals who have no reason to receive
information, and do not provide services or do not have direct contact with a particular
student may result in disciplinary action.

No names or addresses of pupils shall be furnished for any advertising purposes or
commer ci al gai n. Further, the contents
revealed to those individuals who legally have no right of access to that information.
Please consult the building principal concerning who has the right of access to a
student’'s file.

Expectations for Behavior

Each student is expected to pursue the required course of study in a diligent
manner. To be diligent in study, a student shall complete assigned work promptly,
including homework and assignments missed because of absence, pay strict attention
to the instructor, exhibit good citizenship, do the caliber of work consistent with the
student’ s i ndi vi deved &nd belragdlar ang purectnad in atendadoe.
Each teacher has the responsibility to assist students in completing these tasks. Part of
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that responsibility includes reminding each student of work to be done and setting
appropriate examples.

The K-5 building practices Responsive Classroom and the Middle School/High
School uses Restorative Practices.

JEMS/JEHS

John Edwards Middle School/High School is committed to working with our students
and staff to create a system of accountability that sets clear limits and supports a
respectful, school-wide learning community. Our goal is to achieve this through the
utilization of the following techniques:

e Fostering awareness: Most young people are so absorbed with the daunting
task of growing up and finding themselves
how their behavior affects others. Staff may ask questions to foster awareness
of how others are affected by the inappropriate behavior or they may just express
their own feelings to the student.

e Avoiding lecturing or scolding: We all may react defensively when lectured-
and may see ourselves as victims. Students are no exception. We try to refrain
from lecturing to give students room to notice how others are affected by their
behavior and to allow them to feel empathy for the others involved.

e Involving students actively: Punishment alone allows students to remain
completely passive and to assume the role of the victim. We try to involve
students in the process as much as possible, asking them to think about how
they can repair the harm done and how they plan to keep their commitment to
changing inappropriate behavior.

e Accepting ambiguity: Sometimes the answertothe questi on, —Who i s
here?l i's unclear and we simply have to a
forward, encouraging students to accept as much responsibility for the situation
as possible.

e Separating the deed from the doer: We always move from the initial position
that our students do not mean to harm anyone. We want to be clear that we
recognize our students’™ worth as individua
inappropriate behavior.
e Seeing every instance of inappropriate behavior as an opportunity for
learning: We understand that many of our students have things to learn about
appropriate behavior. We view school problems and incidents as opportunities to
teach our young people what they need to know to be successful here and in the
future. (Ref: Wachtel, T. SaferSanerSchools: Restoring community in a
disconnected world. PA: International Institute for Restorative Practices, 2000.)

The following chart provides examples of student behavior that do not demonstrate

respect for others’ rights to |l earn and teach;
understand what is not considered appropriate and what the likely consequences may

be. Itis not meant to be an exhaustive list—school staff and administration reserve the

right to assign other consequences at their discretion.
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LEVEL 1 BEHAVIORS: These behaviors will be managed primarily by the staff person
involved, with possible referral to the administration.

e Running or minor rough-housing
in the hall

e Coming to class without

materials

Being tardy to class

Minor misconduct in class

Minor dress code violations

Using electronic devices during

the school day (e.g. radio, IPOD,

electronic pocket games)

The staff member’s choice
following:

e Conference with the student (required)

e Phone call to parents/guardians

e Disciplinary Referral

e Detention with the staff member (after school, at

lunch, or as arranged)

Reflective essay

Restorative approach

Administrative involvement only if requested

School Board.

LEVEL 2 BEHAVIORS: These very serious behaviors may be referred by a staff member but
will be handled by the administration and other outside agencies (as appropriate).
Consequences will depend on the specific circumstances (e.g., the severity and frequency of
the behavior); they may include suspension and a recommendation for expulsion to the

e Bullying or harassing another student or
students, either physically or verbally

The administrator’'s
combination) of the following:
e Conference with the student
(required)
e Phone call to parents/guardians
(required)

e Disciplinary Referral (required)
e Parent-teacher-administrator

e Fighting

e Cheating (repeated; major)

e Using profanity

e Using, distributing or selling any controlled
substance at any time

e Arson

e Possessing a weapon or look-alike weapon

e Physically assaulting a student/adult

e Making a bomb threat (written or oral)

e Threatening a student or adult

e Vandalizing or causing criminal damage to

school property

Possessing stolen property

Repeatedly acting in disruptive and/or
disrespectful ways

Dialing 911 or reporting a non-existent
emergency from school

Possessing fireworks or other explosives on
school property

Truancy

meeting

e Police Liaison Officer involvement

e Temporary, short-term or permanent
removal from class

e Daily meeting with administrator
and/or counselor

e Behavior sheet signed daily by each
teacher and/or staff member and
parent/guardian
Reflective essay
Restorative approach

e Suspension (in-school or out-of-
school)

e Recommendation of expulsion to the
School Board

ELEMENTARY BUILDING EXPECTATIONS i THE PEACEFUL SCHOOL BUILDING

The staff and students at Port Edwards Elementary believe in the value of the
following character traits: Trustworthiness, Respectfulness, Responsibility, Fairness,

Caring, Citizenship

All of our school rules, consequences, and celebrations will reflect our commitment
to these character traits. We will work together to develop a safe and peaceful
classroom, building, and playground. Using the qualities listed above, each classroom
will start the year by discussing how we model these behaviors and what rules we must
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have in our classrooms. These discussions will result in a classroom Code of Conduct
that will be displayed.

Students should not engage in behavior that may hurt or injure others. As a building
we will create and define what behaviors are
inappropriate behavior choices they will participate in activities that focus on personal
responsibility and restitution. We believe that the students themselves should be held
accountable for their behavior and be involved in finding solutions that work. All
teachers will teach and model problem-solving, the use of caring language, and conflict
resolution strategies.

In instances of severe misbehavior or any kinds of physical or verbal violence,
parents will receive notification.

Playground reminders

e Play away from outside doors, the side of the building, and parking or wooded
areas.

e Leave animals on the playground alone (snakes, stray dogs and  cats, etc.)
Report the presence of animals to the supervisor; do not chase animals or
handle them.

¢ Roller blades, skates, and scooters can not be used on the school grounds.

Guidelines and Procedures for Discipline of Students

The following guidelines are designed to clarify what is expected of a support staff
member as he/she works with students.

Progressive discipline should be used to help a student resolve inappropriate
behavior. This simply means that consequences for misbehavior are progressively
severe. The failure of a student to demonstrate corrective action at any one step may
result in the implementation of the next step. However, the use of any consequence as
a first step may be warranted by more serious rule infractions. Recording the number
and nature of infractions is extremely important in a progressive discipline plan.
Each staff member should document all incidents, contacts, and actions taken.

Generally speaking, the steps of progressive discipline follow this pattern:
e Cafeteria, classroom and playground rules are clarified for the student.
e Consequences and rewards are clarified for the student.
e The consequences are consistently enforced.
¢ Repeated infractions result in the implementation of the next level of
consequence.

This pattern becomes even more effective if staff members at compatible grade
levels adopt and enforce the same set of rules and consequences. These rules will be
discussed at the beginning of the school year.

Refrain from turning a discipline problem over to the building principal unless one or
more of the following conditions apply:

e Attempts to stop the misconduct by implementation of progressive discipline

have not been effective.

e The principal has been forewarned that the student will be sent under certain

circumstances.

e Level 2 behaviors.
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If it is necessary to refer a student to the principal, the support staff member will
email, telephone or personally speak to the principal or office staff to explain the
infraction. A short, written summary of the incident should be sent to the office as soon
as possible.

A student should not be taken to the building principal and a certain punishment
demanded. The decision as to whether or not the child should be punished, and if so,
what kind and how much, becomes the responsibility of the principal when a student is
taken to him/her.

Detention Policy

In the 6-12 building, when a student has earned a detention in a classroom situation,
the student will serve the detention with the classroom teacher. If that is not possible,
the student may serve the detention with Jan Dykstra. When detention must be served
with Jan Dykstra, notice of assigned detention needs to be sent to her by 3:30 p.m. for
the next day det en trésponsibilitytd rotifyithe sttdéneof theedate; h er * s
time, and location of the detention. The student must be given at least a 24 hour notice
to serve the detention. The student should not be given the opportunity to serve
detention at his/her convenience.

Detention is held after school from 3:20 to 4:00 p.m. in the study hall room.
Detention is held on Friday and the day preceding a holiday.

I t 1 s t hmrespdnshdlity to aotify teke parent when the student has a behavior
problem. It is also expected that the teacher or support staff member discuss the
situation with the student with the hope of eliminating any future problems.

REFER TO THE PAGES ON DETENTION, TARDINESS, SUSPENSION AND
PROGRESSIVE DISCIPLINE FROM THE APPROPRIATE STUDENT HANDBOOK!!

Monitoring Hallways

Staff will make a unified effort to be present when students are exiting or entering the
building or are passing from place to place in the hallways.

Student Conduct i Board Policy #443

The Port Edwards School District recognizes and accepts its responsibility to create,
foster and maintain an orderly and safe environment, conducive to teaching and to the
learning processes. Every member of the school community is expected to cooperate
in this central mission. Staff, including every administrator, teacher, and support staff,
must use his/her training, experience and authority to create school areas and classes
where effective learning is possible. Each student is expected to come to school, and
every class, ready and willing to learn. Each parent/guardian should be aware of
hissherc hi | dren’ s activities, performance and beh
cooperate and consult with the school to prevent or address problems.
The district has a legal duty to make its schools as free as possible of the dangers of
violence, weapons, drugs and other behavior harmful to the educational environment.
This duty i s enf or c e dcduspehsiomandaxpulsidnoliay,iwkichr i ct ' s
provides procedures by which students may be removed from the school community
either temporarily, or in the case of certain expulsions, permanently.
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The district owes its students, as a group, the opportunity to attend school as free as

reasonably possible form unnecessary and unwarranted distraction and disruption.

Such behavior, while not necessarily so serious or pervasive to warrant suspension or

expulsion, can be nearly as destructive to the educational environment. Such behavior

warrants that the student be removed from the class or activity to eliminate (or

minimize) the disruption, reinforcethedi st ri ct’ s strong commitment

educational environmenaf,f llanperpirod.i de a —cool i
Any teacher or support staff member in a supervisory capacity employed by the

district may remove a student from the class or area if the student violates the terms of

this Code of Classroom Conduct (th e od@ Il ) . Foll owing removal , t

administrator or designee shall determine the appropriate placement of the student.

Removal from class under this code does not prohibit the district from pursuing or

implementing other disciplinary measures, including but not limited to detention,

suspension or expulsion, for the conduct for which the student was removed.

1. What are the grounds for removal from class?
A student may be removed from class or other school setting for conduct or behavior
which:
e violatesthedi st r i ct
¢ violates the behavioral rules and expectations set forth in the student handbook;
e is disruptive, dangerous or unruly;
e interferes with the ability of the teacher
ability to maintain a safe environment;
e or, is incompatible with effective teaching and learning in the class, or acceptable
conduct in a non-classroom area of the school.

s policies regarding suspens,|

Removal is a serious measure, and should not be imposed in an arbitrary, casual or
inconsistent manner. Behavioral expectations are always more constructive and more
likely to be followed when their terms are communicated as clearly as possible to
students, parent/guardian(s) and staff. However, it is neither possible nor necessary to
specify every type of improper or inappropriate behavior, or every inappropriate
circumstance that would justify removal under this Code. A teacher or supervisor's
primary responsibility is to maintain an appropriate educational environment for the
class or non-classroom area as a whole. Therefore, notwithstanding the provisions of
this Code, in every circumstance the teacher or supervisor should exercise his/her best
judgment in deciding whether it is appropriate to remove a student from a class or other
area of the school.

Behavior that violates the behavioral rules and expectations are listed in the Student
Handbook. The District's policies on suspension and expulsion, for the appropriate
grade level, are also listed in the Student Handbook.

The Student Handbook contains behavioral expectations for the individual schools in
the District. These rules and expectations are generally explained and discussed with
the students near the beginning of each school year. Such discussions should include
an explanation of this Code and the District's policy regarding removal.

2. What are other nondisciplinary reasons for removal of a student from class?
In some cases a teacher or supervisor may believe that a student should be removed
from the class for the good of the student and in the best interests of the class as a
whole. Some examples could include a student dealing with grief, a medical problem,
or emotional distress.
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3. Who may remove a student from class?
A teacher of that class or a supervisor of a particular area may remove any student

from a setting in the school under this code. For the purpose ofthiscode, —student I

means any student enrolled in the district.

For the purposes of this code, a —al assl

student attends or in which he/she participates while in school under the control or

directionofthedi st ri ct . This definition of —cl assl i

e reqgular classes

e special classes

e resource room sessions

e labs or library time

e counseling groups

e assemblies

e study halls

e lunch or recess

—Teachsuplerowvi serll i s any certified instructo
or staff member in the employ of the district.

—Teacher of that c¢classl means the regularly
teacher/supervisor assigned to teach, monitor, assist in, or oversee the class. This
definition includes, but is not limited to, any assigned substitute teacher, student
teacher, proctor, monitor, or group leader.

—Building administratorll means a principal
designated by the building administrator or district administrator.
4. What procedures must be followed in removing a student from class?
Except where the behavior is extreme, a teacher or a supervisor should generally warn
a student that continued misbehavior might lead to removal from class. When the
teacher or the supervisor determines that removal is appropriate, the teacher or the
supervisor should take one of the following courses of action:

e Instruct the student to go to the office for the period of removal. The teacher or

the supervisor will give a brief description of the infraction to the office personnel.
e Call the appropriate office to notify the administrator/designee that assistance is
required to remove a student from the classroom.

When the student arrives at the office, the building administrator or designee will
give the student an opportunity to briefly explain the situation. If the building
administrator or designee is not available im
student will be taken to the removal area and the administrator or designee should
speak to the student as soon as possible. For the purposes of short-term removal, it is
not necessary to obtain witnesses or to other

supervisor’s accounts of the situation.
Within twenty-four hours of the removal, the teacher or the supervisor shall submit to
the building principal or designee a short and concise written explanation of the basis
for the removal. Such information will be submitted on a form provided by the building
administrator or designee.
As soon as possible, but within twenty-four hours of the removal, the building

administrator and/or teacher and/or the supervisor shall informthemin or st udent
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parent/guardian that the student was removed from class. Such notice may be by
telephone. The parent/guardian of the minor student shall be sent written notice of the
removal postmarked within two business days of the removal. Such written notice shall
specify the class from which the student was removed, the duration of the removal, and
the basis for the removal as stated by the teacher or the supervisor. The building
administrator and/or teacher and /or the supervisor shall keep written logs or records
regarding unsuccessful attemptstocont act t he mi nor stuident’'s par
accordance with this provision.

Within twenty-four hours of the removal, a meeting between the teacher/supervisor,
student, counselor, building administrator/designee and parent/guardian (if
parent/guardian is available) will be held.

5. Where shall students be sent pending and during removal from class?

For the duration of the removal, the student shall stay in the short-term removal area.

At the discretion of the building administrator or designee, the student may instead be

sent to another appropriate class, program, or educational setting, provided the student

is supervised in such alternative setting. The building administrator should also take

steps to ensure that the students are supervised while in the removal area. In general,

students should be required to do work from the class from which the student was

removed—-not work related to the student’s miscon
account of the situation). Il n no event shoul
recreation or other free time.

6. How long shall removal last?

Removal is a serious matter and will not be taken lightly either by the teacher or the
supervisor or the student. A student will remain in the removal area for at least the
duration of the class or activity from which he/she was removed. Prior to allowing the
student to return to the class from which he/she was removed, a conference must be
held between the student, teacher, or the supervisor, administrator, and parent/guardian
if available. If the parent/guardian is unable to attend the conference, either the
administrator, teacher, or the supervisor will phone or give written results of the
conference to the parent/guardian. In the event it is not deemed appropriate to return
the student to regular classes, the building administrator or designee shall either retain
the student in short-term removal, or where necessary and appropriate, may consider
another placement option or take steps to have the student sent home.

7. What are the procedures for long-term placement in an alternative setting?
Long-term placement in an alternate setting is an extremely serious step, which should
not be undertaken hastily, or for less than compelling reasons. Such a step could have
profound consequences for the affected student and his/her class as well as any new
class or teacher/supervisor to whom the student may then be assigned. For these
reasons, long-term placement in an alternate setting should not ordinarily be considered
or implemented except after a thorough consultation, including consideration of
alternatives between the teacher/supervisor(s) and the building principal or designee.
For the same reasons, long-term placement in an alternate setting should not ordinarily
be considered on the basis of a single incident. Unlike short-term removal, the ultimate
decision regarding long-term placement in an alternate setting rests with the building
administrator.

Where a teacher or the supervisor believes that the best interests of the student
and/or the class require long-term placement in an alternate setting, the teacher or the
supervisor will notify the building administrator in writing. Such statement will set forth
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as clearly and completely as possible a) the basis for the removal request; b) the
alternatives, approaches and other steps considered or taken to avoid the need for the
removal; c) the impact on the rest of the class.

Upon receipt of such statement, the building administrator will consult with the
teacher or the supervisor and/or other district staff. It is mandatory to inform and
consult with the parent/guardian(s) of the student involved in the request for long-term
placement in an alternatese t t i ng. Foll owing consideration
statement and any other information, the building administrator shall, at his/her
discretion, take one of the following steps:

¢ Place the student in an alternative education program as defined by law;

¢ Place the student in another class in the school, or in another appropriate place

in the school;

¢ Place the student in another instructional setting; or

Return the student to, or retain the student in, the class from which he or she was
removed or proposed to be removed.

In any event, a student in long-term placement in an alternate setting must continue
to receive an educational program and services comparable to, though not necessarily
identical with, those of the class from which he/she was removed. Such program need
not be in the precise academic subject of the

Long-term placement in an alternate setting is an administrative decision not subject
to a formal right of appeal. However, the parent-guardian of the student and/or the
student shall have the right to meet with the building administrator and/or the teacher or
the supervisor who made the request for removal. When possible, such meeting shall
take place within three business days of the request for a meeting. At the meeting the
building administrator shall inform the parent/guardian and/or student as fully as
possible regarding the basis for the placement in an alternate setting, the alternatives
considered, and the basis for any decision. However, nothing in the code shall prevent
the building administrator from implementing a removal to another class, placement or
setting prior to any meeting, and notwithstanding the objection of the parent/guardian or
student. After such placement, the parent/guardian has the right of due process. By
request, his/her case may be reviewed by the school board.

Students covered by the IDEA should have a behavior plan that will address:

e Whether and to what extent the student should be expected to conform to the

behavioral requirements applicable to nondisabled students; and,

e Alternative consequences or procedures for addressing behavioral issues. It is
highly advisable that all IEP teams address these issues, and this code, at least
annually, setting forth the consensus of the IEP team regarding behavioral
expectations and consequences.

8. How will this code be communicated to the parent/guardian and student?
Terms of this code shall be communicated annually in the student handbook and
discussed by the principal with the students at the beginning of each school term.

lliness/Injury Procedures

ALWAYS FOLLOW BLOODBOURNE PATHOGENS PROCEDURES

STANDARD PROCEDURES FOR LIFE-THREATENING PROBLEMS
1. Administer first aid which should be limited to what is actually needed.
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2. DO NOT MOVE VICTIM OR LEAVE HIM/HER ALONE.
3. If, in the opinion of school personnel in attendance, the iliness or injury requires
immediate medical attention, the ambulance or rescue squad should be summoned.

This may be done prior to contacting the viecti
4. Contact the school’'s registered nurse, or ot he
5, Contact the victim s responsible party to repo
6. Fill out accident/injury report as soon as possible.

STANDARD PROCEDURES FOR MAJOR ILLNESSES/INJURIES

Administer first aid, which should be limited to what is actually needed.

Do not panic — give reassurance.

Contact the school’'s registered nurse.
Do not move victim following a serious injury or if acutely ill. Bring the help to the victim.
Do not give internal or external medication, unless ordered.

Have injured/ill party lie or sit.

Keep the victim warm.

Do not leave the victim alone.

Contact the victim’ sesponsible party to notify him/her of the situation.

10 Fill out an accident/injury report as soon as possible.

STANDARD PROCEDURES FOR MINOR ILLNESSES/INJURIES
1. Administer first aid which should be limited to what is actually needed.
2. Ifdeemed necessary,c ont act the school’s registered nurs
3. Contact the victim s responsible party.
4. If injury warrants, fill out an accident/injury report.

CoNoorWNE

NOTI FI CATI ON OF I NJURY/ I LLNESS TO VICTI M6 S RE
Emergency information is kept on a database in the SiPS program and on cards in the
nurse’s office. The cards are updated as nec
parents, guardians, responsible parties of all life-threatening problems, major

illnesses/injuries, and minor illnesses and injuries as they dictate.

WHEN PARENT/GUARDIAN CANNOT BE REACHED

1. If a parent/guardian cannot be reached, the person indicated on the notification
card should be contacted.

2. If a physician is needed and no parent or authorized person can be reached, the
responsible school authority will use his/her judgment in seeking medical
attention. The physician named on the notification card will be contacted.

3. If the school authority deems it necessary, an ambulance or rescue squad will be
called.

PROCEDURE FOR TRANSPORTING ILL OR INJURED VICTIM

1. Astudentwhoisa bl e t o r e p o roffice foomedidalattentianrisstoebe issued a
pass from the supervising adult. If the supervising adult deems it necessary, a
responsible person should accompany the student.

2.1 f the victim cannot be moved, a responsible p
registered nurse, or other designated school personnel.

3. A student who must go home for reasons of illness or injury may be allowed to do so
only after reporting to the school’'™s registere
personnel, and only after notification of parent or other responsible party.

4. A student may not go to a residence other than his/her home without parental
permission, or permission of another responsible party.

Page 37



5. The parent/guardian is responsible for transporting or making arrangements for
transporting the student.
6. Theschool's personnel will not transport sick ot
will be called if an individual needs to go to the hospital.
7. A student who is ill is not to ride the bus home. Other means of transportation needs to
be arranged by the parent, or other responsible party.
8. If no parent or other responsible party can be contacted and medical attention is judged
to be necessary by desighated school personnel, he/she will accompany the victim to
the physician’ s r equenbilamak. Tie meisan avill staly witbihd i t y vi a
victim until the parent or responsible party arrives. The notification card for emergency
or illness must be taken along.
9. Inlifet hr eatening problems, the rescue squad (911
registered nurse, or other designated school personnel, will accompany the victim to the
medical facility. This person will stay with the victim until the parent or responsible party
arrives. The notification card for emergency and illnesses must be taken along.

PROCEDURE FOR REPORTING AND RECORDING ILLNESSES/INJURIES OF
STUDENTS
1. All life-threatening problems, major ilinesses, injuries and minor illnesses and
injuries are to be reported to the school
school personnel, as instructed in the emergency nursing services procedures.
2. An accident/injury report is to be filled out for life-threatening problems, major
illnesses/injuries and minor illnesses/injuries.
3. The supervising adult is responsible for filling out the accident report, or should
assist the school’”s register e@asome,inse, or o
filling out the report.

Lunch Room Supervision

Lunchroom duty consists mainly of keeping order, directing students to tables and
dismissing them. Each student should be encouraged to finish all of his/her food but
should not be forced. Dismiss students at appropriate times to ensure supervision on
the playground. Encourage students to be neat. Detain anyone who does not
cooperate and refer to the principal. The supervisor has full authority to discipline
students who are being disruptive, disrespectful or behaving in an inappropriate
manner. Loss of privileges is a good way of handling lunchroom or playground
disciplinary problems. ALSO REFER TO NOON HOUR GUIDELINES FROM
APPROPRIATE STUDENT HANDBOOKS.

Playground Supervision

AUTHORITY - The playground supervisor has full authority under the supervision and

backing of the principal. Each studentist o respect the supervisor’'s
to the principal. Giving the student a chance to behave is acceptable. A second

offense is a test of authority and should be dealt with. Making a student stand apart

from the others may work. Forthesuper vi sor’ s protection, writte

should be issued by the principal. Supervisors are to carry a notebook to write down
names and incidents. Also, the supervisor should have a watch, whistle, first aide
pouch and key fob.
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In the K-5 and 6-12 buildings, a handheld radio or cell phone should accompany one of
the lunch supervisors at all times. The radio or cell phone can be picked up in the
building office.

6-12 LUNCHROOM/PLAYGROUND SUPERVISION

Lunch supervisors need to report to the cafeteria by the end of the passing
period.

One supervisor should pick up a radio from the middle/high school office at the
start of 5™ hour lunch. The radio should be given to a high school supervisor at
the end of the middle school lunch. The radio should be used to communicate
with the principal or office secretary. The high school supervisor needs to return
the radio to the middle/high school office at the end of the lunch period.

Each lunch supervisor should monitor student behavior throughout his/her
assigned duty and intervene when a student is behaving in an inappropriate
manner (see MIDDLE SCHOOL CAFETERIA & PLAYGROUND
PROCEDURES.) When appropriate, communicate with the principal regarding
inappropriate behavior.

Generally, discipline should be progressive. For minor behavior infractions, give
a warning for a first offense. Assign a time-out, require the student to sit at the
wall, stand next to supervisor, etc. for a second offense and send to the office for
a third offense (or serious offense.) Use the radio to contact the office when a
student is sent to the office.

During middle school lunch, one supervisor should monitor the gym foyer area,
one should monitor the lunch line and one should continue to monitor the gym
foyer and adjacent hallway. The remaining supervisors should monitor the
cafeteria.

When middle school students stay inside for recess, one supervisor should
supervise one grade in the small gym and the remaining supervisors should
supervise the other three grades in the big gym.

During high school lunch, supervisors should be in the cafeteria until 12:30. At
12:30 the supervisors should monitor students in the following areas: One
supervisor should supervise the gym foyer and southeast lawn area. The other
supervisor should monitor the main hallway and playground area. During
inclement weather, one supervisor should circulate around the gym foyer area
while the other supervisor circulates around the small gym and main hall area.
Middle school students should be dismissed, table by table, to the playground or
gym (inclement weather) at 11:35. After 11:35, students need to go outside or to
the gym as soon as they finish eating.

For middle school, one supervisor should remain in the cafeteria until all students
are through eating. Students should not be served additional food after 11:30.
High School students may go to the playground (or small gym during inclement
weather) or to the southeast lawn at any point during lunch. Students should not
be in the hallway past the girl s’ | ocker r o dromaneathbro ut

Students should go outside for recess

including the wind chill. If the playground is icy, snow-covered or very wet,
students should be kept in for recess. If it is raining, students should also remain
inside for recess. One supervisor should contact the office to find out the
temperature.
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If a student forgets his/her jacket, he/she should be allowed to go to his/her
locker. Documentation should be kept and the student should be referred to the
office the third time he/she forgets his/her jacket.

All food and drink is to remain in the cafeteria.

MIDDLE/HIGH SCHOOL CAFETERIA & PLAYGROUND RULES

Each student is to walk to the cafeteria and form a line to wait his/her turn in the
lunch line.

Unless a student is purchasing food or taking his/her tray to the dish room, he/
she should remain seated while in the cafeteria.

Each student is to sit only on the chairs.

Each student is responsible for disposing of his/her plate, utensils and trash.
Each student will be dismissed by table for recess; wait to be dismissed by a
lunch supervisor. A student will not be dismissed until his/her table is cleared
and all students are sitting.

No student will be allowed in the hallways without a pass from a teacher.
Bullying, teasing, harassment, rough-housing and horse play will not be tolerated
either in the cafeteria or on the playground.

During cold weather, each student must bring his/her jacket to the cafeteria. A
student will be given one or two chances to form this habit, but will not be allowed
to regularly return to his/her locker to obtain a jacket.

During snowy weather a student must wear snow clothes (boots, jacket, snow
pants) if he/she wants to play in the snow.

Every student is to be respectful and cooperative with the lunch supervisors and
lunch workers.

All food and drink needs to remain in the cafeteria.

K-5 CAFETERIA RULES

Students are to sit in assigned areas.

Students are to remain seated until excused by an adult supervisor. When ready
to be excused, students should raise their hand.

Students will keep their eating area clean.

Students may be permitted to decline up to two of the five items.

Students should be polite to everyone.

Students shouvVoesuse —i nsidel

Students should not leave their seats to visit or walk around.

All students should leave the cafeteria through the front door.

K-5 PLAYGROUND & ARRIVAL RULES

Each student is to play away from the outside doors and the side of the building. A
student may not block the entrances. Each student MUST stay out of the woods. A
student may not play around or near the garage or bike racks. Bikes should be parked
in bike racks and then the student should go to the playground.

Each student should stay on the sidewalks when coming to school. He/she may not
cut through the parking lot to get to the playground when walking or riding his/her bike.
He/she must follow the sidewalks when walking. From the bike rack he/she must enter
the playground by the bike rack area.
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If a student is riding his/her bike to school and lives on the north (K-2) end of the
playground, he/she is to park his/her bike in the bike rack that is on the north end of the
playground and walk to the 3-5 end. He/she should not enter the playground through
the fenced area. He/she must follow the sidewalks to the playground. If a student rides
his/her bike to school and lives on the south (3-5) end of the playground, he/she must
park his/her bike in the bike rack that is on the south end of the playground and walk to
the K-2 area. He/she must walk to his/her area through the playground.

Students who eat breakfast at school should enter the building through the front
entrance. A student may not enter a classroom before eating breakfast. Each
student will place his/her jacket and backpack on the cafeteria floor before getting in line
to get his/her breakfast.

A student may NOT bring any of his/her own toys, balls, etc., from home.

A student must leave animals on the playground alone (snakes, stray dogs and cats,
etc.) and not handle or chase animals on the playground. He/she must report the
presence of any animals on the playground to the playground supervisor who should
immediately report the incident to the office.

Students must be quiet before entering the building. Each student must keep his/her
hands to himself/herself and there will be no horseplay or bouncing balls.

PLAYGROUND RULES
e Stay out of water and mud.
¢ Dress for weather with appropriate clothing. When cold weather comes, please
wear snow pants, mittens, a hat and boots. If a student does not wear
appropriate clothing, he/she must stay on the blacktop.
e Each student is to go outside during recess unless supervised by the classroom
teacher.
No snowball throwing.
No —King .df the Hil/l
No inappropriate language.
No food is allowed on the playground.
No rough or dangerous play.
Bathroom breaks should be taken before recess.
Do not play with sticks, stones, wood chips, etc.
No riding of bikes.
No sliding on ice.
The road is off limits.
The use of roller blades, skates and scooters is not allowed on school grounds.

The playground supervisor will report severe misbehavior to the principal. If a
discipline referral report is created, a copy of that report will be sent home to the
parent/guardian. A student may be denied privileges if rules are not followed. A
student violating these rules may be sent to the office.

Report all observed problems with equipment to the building principal. Examples:
loose chains, splintered wooden structures, sand or wood chips that need replacing,
snow blocking doors, slippery surfaces, etc.

PLACEMENT
Each supervisor must be placed in such a way as to view the whole play area. This will
enable the supervisor to keep a good eye on dangerous situations and stop them. Each
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supervisor should walk around the play area. A supervisor will not engage in casual
conversation which distracts from responsibilities.

INJURY

In case of an injury, the student should not be moved. Use the handheld radio or cell
phone to call the office or send a student immediately to the office for help. One
supervisor should care for the injured student and the other watch the play area. If the
student’s injury allows him/her to go to the office, a supervisor should accompany the
injured student. If a supervisor must leave the play area, the other supervisor should be
informed so that he/she can watch the whole playground. Return as soon as possible
to the play area and inform the other supervisor. If a supervisor cannot accompany an
injured student to the office, have another student go to the office and find help. A
student is not to perform medical treatment. Each supervisor will be given first aid
instruction by the school nurse. EACH SUPERVISOR SHOULD ALSO REFER TO
PREVIOUS INJURY/ILLNESS PROCEDURES LIST IN THIS MANUAL.

Inclement Weather

When the weather conditions are very cold or rainy, may go to the cafeteria to escape
the weather. Students in grades K — 5 may enter the north or south entrances for
protection. At noon hour, during inclement weather, students are to remain within the
school building. Refer to noon hour guidelines for each building.

Medication i Students

Prescription and non-prescription medications brought to school by a student are to be

turned in to the principal’s office upon arri
the school nurse or the office personnel IN ACCORDANCE WITH WRITTEN

PERMISSION FORMS ON FILE WITH THE SCHOOL NURSE. Only properly labeled

medication will be administered. Each parent/guardian must complete a permission slip

to administer prescription medication in order for the school to administer that

medication.

Passes

Teachers are only to issue passes for urgent situations. Every student requires a
pass anytime he/she is not in a regularly assigned classroom or study hall. A student
must have a pass when excused to use the restroom, see the nurse, or go to the office.
A student should not be allowed to leave class for routine issues.
The teacher assumes responsibility for the student to whom the pass was issued. It
is the teacher’”s responsibility to see that t
remains in the area designated on the pass until the period ends.

Search and Seizure

The Fourth Amendment provides —The right of
houses, papers and effects, against unreasona
The issue of search and seizure in public schools balances primarily on whether or
not the court views the schoolteacher or administrator as a parent or a policeman. To
assume that the school administrator represents the state and seeks to obtain seized
goods for purposes of criminal prosecution would require a warrant.
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If there is reasonable suspicion that something of an illegal or harmful nature is in
the possession of the student, escort the student to the office and the administrator will
supervise the search. School lockers are not considered the exclusive possession of
the student, so a school authority may search them. Law officials cannot make a
search for purposes of obtaining evidence for criminal prosecution without the

intervention of the principal or administrator. Astudentt s coat or personal b
can be searched only if there is some cause as to having something harmful in his/her
possession. A teacher may search a student’s

PROCEDURES FOR SEARCH

Questions you should ask yourself before requesting a search are:
e What information are you looking for?
e Why or what is needed for action?
e What is the reason for searching?

Without unlimited right to search, the school authority can only search if he/she has
—reasonabl e suspicionll that something of an i
that would be considered dangerous or harmful. We must consider the best interest of
the child.

Ateacher should have reasonabl| aviosbhutsnpyinoti on of
do the search himself/herself. The student should be taken to an administrator.

Study Hall Rules and Check-Out Procedure

e Schoolwork should be brought to the study hall by the student.
e The study hall supervisor may make necessary regulations. This will be done in
consultation with the principal and such regulations will be made known to the
students.
e Each student must be supervised at all times.
If a student wishes to go to a classroom, he/she must have a pass issued by the
teacher who i s requesting the student’s prese
to study hall, the student must return with a signed pass from the teacher.
A study hall supervisor may assign detentions, seats, etc.
All study halls shall be a —Qui et Study Ar
All school rules apply in study hall
Students that routinely come to study hall without work or are disruptive may be
reassigned to a class.

Approved Student Activities/Organizations

A student may be released from study hall with an appropriate pass for approved
student activities or organizations.

Activities

ADVISORS

ALL school activities should be run in accor de
Handbookl awdr+Thel @0 Activities Handbook. Il
responsible for administering the program in accordance with handbooks, codes and

district policies. If there is any question, ask an administrator or the athletic director.
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CLUB/ORGANIZATION SPONSORSHIP

Club/organization/class sponsors should treat that responsibility the same as one would

the classroom phase of the educational program. In other words, be in attendance for

activities and provide adult leadership for the students belonging to the

club/organization/class activities. It is vital that adult staff members be in attendance for

these activities in order to ensure the teach

All school-sponsored student activities will be considered educational activities, and
the students will conduct themselves in accordance with the policies set forth in the
current student handbooks. The basis for all dances, meetings, and other activities are
the learning experiences that are derived from them. It is important that these activities
prove of recreational value without losing the intent or purpose of the activity.

Chaperones will be advised to remove all people who in any way jeopardize the
intent of the activity. Use of any tobacco products on the premises will be denied to all
students and adults. Any evidence of the use of alcoholic beverages or other stimulants
previous to or during the activity by students or adults must be reported to the
administration and will result in disciplinary action. Lack of respect on the part of the
student participant can have a bearing on the future of student body activities.

A student who is removed from school-sponsored activities may be denied future
activity privileges.

The building principal must approve all student activities before any preparations are
made.

All fund raising activities, including the solicitation of funds from area
businesses, must be cleared through the building principal. This must be done prior to
beginning the fundraiser. Fundraisers are generally limited to candy sales, bake sales
or sales of materials relating directly to the function of the organization conducting the
sale.

SCHOOL EVENTS ON SUNDAY, WEDNESDAY EVENINGS

No school-sponsored events are to be held anytime on Sundays before 2:00 p.m. or on
Wednesday evenings after 6:00 p.m. during the school year without prior approval from
the building principal. Middle school athletic practice is not allowed on Saturday or
Sunday.

TRANSPORTING STUDENTS FOR ACTIVITIES

Students involved in any school-related activity or field trip that involves transportation

shall be transported by school vehicle unless the building principal or district

administrator in charge has approved other means of transportation. If a teacher or

staff member is interested in transporting a student, he/she should see his/her building

principal atleastonemont h i n advance as the district is
record for any employee that will be transporting students. If the teacher or staff

member is planning to use his/her vehicle to transport a student, he/she will need to

obtain a vehicle inspection form from the district office and contact the Port Edwards

Police Department to complete the inspection. 't i s t he teacher’s or s
responsibility to make sure that the drivers’
file in the district office prior to the trip. A student participating in a co-op program is

required to provide his/her own transportation to the co-op school for practice and

games.
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Suicide Prevention & Intervention

The Port Edwards School District recognizes that childhood/adolescent suicide and
suicidal tendencies are a continuing problem within the elementary and secondary
schools. Communication and cooperation within the school district and between the
home, school and community are viewed as critical.

The goals of the school are to provide help, guidance and referral for treatment when a
student shows indications of suicidal tendencies. Since it is impossible to know if a
student will actually employ self-destructive behavior, action should be taken as soon as
possible. It should be realized that school personnel alone cannot be expected to
negate this serious social problem, but it is believed that the school can play an
important role in helping to prevent youth suicide.

When an employee of the Port Edwards School District has reason to believe, either
by virtue or direct knowledge or by report from another person, that a student is in
danger of harming himself/herself, either by a verbal threat of suicide or attempted
suicide, that employee MUST IMMEDIATELY report the situation to the appropriate
building administrator and/or school counselor. Confidentiality does not apply in life-
threatening situations. If a staff member learns of a suicide attempt or threat away from
the school, that staff member should immediately contact the building administrator
and/or counselor.

See board of education suicide policy for additional information.

EMERGENCY PROCEDURES

Fire Procedures i Refer to Crisis Action Plan

Fire Exits — Elementary School, K-5 — Refer to Crisis Action Plan
Fire Exits — High School Building, 6-12 — Refer to Crisis Action Plan

Tornado Procedures i Refer to Crisis Action Plan

Bomb Threat Procedures i Refer to Crisis Action Plan

ACTIVITY SUPERVISION &
CO-CURRICULAR ADVISORSHIP

Guidelines for Indoor Athletic Events: Activity Supervisor

e Arrive at the event at least 30 minutes before the start of the first contest.

e The supervisor is responsible for setting up and taking down the sound system for the
event. The sound system ¢ e a &dfipes The sound systemlismgt’ s
used for middle school events.

¢ Inthe event of a serious injury, call 911.

e Monitor fan behavior (adult & student); intervene when fans become disorderly by asking
the person in question to refrain from inappropriate behavior. If the behavior continues
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contact the athletic director, principal or call non-emergency sheriff dispatch at 421-
8700. If you feel that the situation is an emergency, call 911.

¢ Monitor children and redirect kids playing in the gym foyer back into the gym. If a child is
continually running back and forth, speak with the parent/guardian about keeping the
child in one place.

o Keep only a single door to the gym open.

e Fundraisers, including 50/50 raffle, need to set up along the wall by the cafeteria, not in
front of the gym doors.

o JEMS students are not allowed to sit in the visitor section. There have been too
many problems with the students at that end of the gym and it is difficult to supervise
both ends of the gym.

e Students are not allowed to leave the building and re-enter without prior approval
from the supervisor. Give permission sparingly.

e Keep the gym doors near the girl s’ l ocker room
them periodically as they seem to get reopened a few times during the event.

e Contact the custodian on duty for any spills, equipment problems or building issues.

e At the end of the game, open all four doors near the bleachers to aide in exiting the gym.

o After the game, assist in controlling fans on the gym floor. If there are angry fans, stand
near them to head off any confrontations with officials, coaches or players.

¢ Continue to monitor the gym and lobby until all of the fans have exited the building.

¢ Close the gym doors after all fans have exited the gym.

If you feel the need for additional help, send for the custodian on duty and/or call one of the
following:

Gus Mancuso 715-459-3993 Local Police 715-887-3030
Pat Sullivan 715-459-8163 Wood Co. Dispatch  715-421-8700

Guidelines for Ticket Sales

e The ticket taker should arrive at the location at least 30 minutes before the start of the
event.

e Each paid attendee should receive a ticket (tickets should be labeled as to which is the
adult and which is the student).

e A senior citizen who identifies himself/herself as such should not be charged admission.

e A child younger than 5 in the company of a paid adult admission should not be charged
admission.

¢ A school employee, his/her spouse and dependent children get in free.

e Tickets should be sold until the end of the half time for football; end of the 3™ varsity
volleyball game during a dual meet and until the end of the 2™ match during a triangular;
and until the end of the 3™ quarter of the varsity basketball game.

e Do not leave the cashbox unattended.

e Complete the accounting prior to closing the ticket station.

¢ Return the cashbox to the district office at the conclusion of the event. Do not take the
cash box home.

Guidelines for Class Advisors

Senior Class: Coordinate various senior activities to include graduation, senior class picture,
float building, senior dessert (junior class plans and implements), election of officers, fundraising
activities, etc. (See high school handbook for additional information)
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Advisor must be present at graduation, senior dessert, float building, homecoming
parade/pep rally/bonfire. The advisor or adult volunteer must be present at any and all
fundraising events such as 50/50 raffles, brat fries, car washes, etc.

Meetings: Coordinate with officers and see that at least one meeting per month is held.
Attendance must be taken at meetings. If an officer misses two meetings in which he/she is
present in school on the day of the meeting, he/she will be removed as an officer. The class
advisor must convey the removal and the reason for it to the student, parent/guardian and
principal in writing within 48 hours of the second violation.

Communicate in advance with the principal regarding any special events or situations that
are being considered.

Junior Class: Plan, organize and implement senior dessert and junior/senior prom.
Coordinate election of officers, fundraising activities, float building, etc. ( See high school
handbook for additional information)

Advisor must be present at senior dessert, float building, homecoming parade/pep
rally/bonfire. The advisor or adult volunteer must be present at any and all fundraising events
such as 50/50 raffles, brat fries, car washes, etc.

Meetings: Coordinate with officers and see that at least one meeting per month is held.
Attendance must be taken at meetings. If an officer misses two meetings in which he/she is
present in school on the day of the meeting, he/she will be removed as an officer. The class
advisor must convey the removal and the reason for it to the student, parent/guardian and
principal in writing within 48 hours of the second violation.

Communicate in advance with the principal regarding any special events or situations that are
being considered.

Sophomore Class: Along with student council, plan, organize and implement homecoming
dance. Coordinate the election of officers, fundraising activities, float building, etc. ( See high
school handbook for additional information)

Advisor must be present at float building, homecoming dance and homecoming parade/pep
rally/bonfire. The advisor or adult volunteer must be present at any and all fundraising events
such as 50/50 raffles, brat fries, car washes, etc.

Meetings: Coordinate with officers and see that at least one meeting per month is held.
Attendance must be taken at meetings. If an officer misses two meetings in which he/she is
present in school on the day of the meeting, he/she will be removed as an officer. The class
advisor must convey the removal and the reason for it to the student, parent/guardian and
principal in writing within 48 hours of the second violation.

Communicate in advance with the principal regarding any special events or situations that
are being considered.

Freshman Class: Coordinate the election of officers, fundraising activities, float building, etc.
(See high school handbook for additional information)

Advisor must be present at float building, homecoming dance and homecoming
parade/parade/pep rally/bonfire. The advisor or adult volunteer must be present at any and all
fundraising events such as 50/50 raffles, brat fries, car washes, etc.

Meetings: Coordinate with officers and see that at least one meeting per month is held.
Attendance must be taken at meetings. If an officer misses two meetings in which he/she is
present in school on the day of the meeting, he/she will be removed as an officer. The class
advisor must convey the removal and the reason for it to the student, parent/guardian and
principal in writing within 48 hours of the second violation.

Communicate in advance with the principal regarding any special events or situations that
are being considered.
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Guidelines for School Fundraising Activities

All activities to raise funds for school events or clubs will adhere to the following
guidelines:

o All activities to raise funds must be approved by the building principal prior to
discussing the event with students or parent/guardian volunteers.

¢ A fundraiser event form must be on file in the elementary or middle/high school
office and business office before any fundraising activities begin.

e Activities to raise funds will be limited to school clubs and events. (Fundraisers
to raise funds for non-school clubs or activities will not be permitted during the
school day.)

e Any club or event that will involve the exchange of money will need to have a
fundraiser event form approved by the building principal (dances, yearbook, bake
sales, etc.)

e 50/50 raffle events will need to be approved at least one week in advance of the
event. (The permission slip for district raffle license should be used for 50/50
raffle events.)

e The club advisor or designee must be present at fundraisers that involve selling
items at an event (brat fry, 50/50 raffle, bake sale, concessions, yearbooks,
dance ticket, etc.). The supervisor must supervise the accounting of the funds
and sign off on the final count.

e All funds collected from the fundraiser event must be submitted to the Port
Edwards business office by close of the next school day along with the
completed fundraiser event form or raffle form. A copy of the completed form
must also be submitted to the principal by the end of the school day after the
sale/event. Under no circumstances may money that is collected for a school-
sponsored fundraiser or sal e be kept in the classroo
non-school bank account.

The supervisor for the fundraiser or sale must oversee the counting of the receipts and
submit an accurate account to the bookkeeper. The bookkeeper will also count the
receipts and provide a written receipt to the supervisor within 24 hours of receipt of the
money. The receipt should contain the name of the club or event and the account
number where the funds are to be deposited.
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SAMPLE FUNDRAISER EVENT FORM

Section 1 and Il must be completely filled out before discussing the event with students or
parent/guardian volunteers. Section Il must be filled out at the conclusion of the sale or fundraiser. The
completed form and all receipts must be submitted to the Port Edwards bookkeeper by the close of the
next school day following the event. A copy of the form must also be given to the principal at this time.

Section |

Name of Organization:

Name of event supervisor:

Today’' s Dat e: Date of the event:

Type of fundraiser (bake sale, prom ticket sales, selling personalized jerseys, concession sales at
weekend event, etc.)

Reason for the fundraiser/collection of funds:

Signature of club advisor/coach: Date:

Signature of event supervisor: Date:

(If not advisor/coach)

|Secﬁon|l

This request has been:
__ Approved

___ Denied for the following reason(s):

Signature of Principal: Date:

Section lll

Date of Fundraiser:

Gross Receipts from event:
Expenses
Net profit/loss from event:

@ H &

High School Secretary Signature: Date:

(Acknowledging receipt of funds and completed fundraiser event form)
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MANAGEMENT RIGHTS

Management retains all rights of possession, care, control and management that it has
by law, and retains the right to exercise these functions. The exercise of such powers,
rights, authority, duties and responsibilities by the Board, the adoption of policies, rules,
regulations and practices in furtherance thereof, and the use of judgment and discretion
in connection therewith shall be limited only to the precise extent such functions and
rights are explicitly, clearly and unequivocally restricted by the express terms of this
handbook and then only to the extent such specific and express terms hereof are in
conformance with Constitution and laws of the State of Wisconsin and the United
States. These rights include, but are not limited by enumeration, to the following rights:

1.
2.

To direct all operations of the school system;

To establish and require observance of reasonable work rules and schedules of
work;

To hire, promote, transfer, schedule and assign employees in positions within the
school system;

4. To suspend, discharge and take other disciplinary action against employees;

5. To relieve employees from their duties because of lack of work or any other

legitimate reasons;
To maintain efficiency of school system operations;

To take whatever action is necessary to comply with state or federal law, or to
comply with state or federal court or agency decisions or orders;

8. To introduce new or improved methods or facilities;

9. To select employees, establish quality standards and evaluate employee

performance;

10.To determine the methods, means and personnel by which school system

operations are to be conducted;

11.To take whatever action is necessary to carry out the functions of the school

system in situations of emergency;

12.To determine the educational policies of the District; and

13.To contract out for goods and services.

GENERAL BUSINESS PRACTICES

Payroll Dates

The payroll dates shall be on the 1% and 15" of each month. If the 1% or 15" of the
month falls on a weekend, holiday or scheduled vacation day, payroll deposits shall be
issued on the last working day in that pay period.
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Direct Deposit Payment Method

All employees shall participate in a direct payroll deposit plan. Direct deposit
statements will be available to all employees as part of the District business software
program.

Salary Deferrals i For more information request informational
Tax Sheltered Annuities brochure from Business Manager
The District wildl mai ntain a TSA program with
for mer employee’s contribution amounts. Emp |
par t i ci pate in the District’s Internal Revenue

Program and invest their money through salary deferral in annuities and other qualifying
IRS Code 403(b)(7) investment vehicles. Participation in the program is optional and
the amount to be deducted is selected and the determination made wholly by the
person choosing to participation in the Savings Program.

Flexible Spending Plans

The District will maintain a Section 125 Cafeteria Plan that, in accordance with IRS
guidelines, provides pre-tax reimbursements for eligible health care and daycare
expenses through flexible spending accounts (FSAs) and pre-tax-group insurance
premium payments. Participation in the program is optional and the amount to be
deducted is selected and the determination made wholly by the person choosing to
participate in the Flexible Spending Program.

Voluntary Payroll Deductions

Other voluntary payroll deductions include, and are limited to:
¢ Employee contributions to South Wood County United Way;
¢ Employee deductions for South Wood County YMCA membership dues;
e Deductions by arrangement with WEA Trust for auto, homeowners, and/or
umbrella insurance policies.

Workers Compensation

All employees shall be covered by Workers Compensation Insurance. Any
employee who is injured on the job shall report the injury to the personnel office prior to
seeking medical attention if at all possible. In the event of an emergency, the employee
shall notify his/her immediate supervisor within twenty-four (24) hours after the
occurrence of the injury or as soon as practicable. The employee shall meet with the
Business Director to fill out an accident report form.

Benefits While on Workers Compensation: If an employee is injured while performing
duties for the District, the District shall continue to provide workers compensation
insurance, and the employee will be compensated in the following manner:

e Up to day sixty (60) of Workers Compensation Leave — the employee will be paid
income equivalent to the income the employee would have earned had the
employee not been injured. This income will be generated by combining workers
compensation insurance with prorated accumulated sick leave as necessary
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through a deduction of one-third (1/3) of a day of sick leave for each day while on
workers compensation. This provision will apply up until the sixtieth (60™)
consecutive day of leave or as long as the employee has accumulated sick leave
available, whichever occurs first.

¢ Day Sixty-One (61) and thereafter of Workers Compensation Leave — the
employee will receive his/her workers compensation payment. No other leaves
will be applied to the workers compensation leave. The employee, subject to the
rules and regulations of the carrier, may be eligible for long-term disability leave.

Injuries Not Covered by Workers Compensation: Some types of injuries suffered while

at work may not be covered by workers compensation insurance. Examples of non-

covered injuries suffered at work include, but are not limited by enumeration, to the

following:
1. Injuries because of a self-inflicted wound.
2.l njuries sustained because of an employee’
3. Injuries sustained while an employee does an activity of a strictly private nature.

Work Stoppage

Employees of the District shall not engage in, condone, assist or support any strike,
slowdown, or sanction, or withhold in full or in part any services to the District. In the
event of a violation of this Section, the District may take whatever disciplinary action it
deems appropriate up to and including discharge.

Conformity to Law

If any provision of this handbook, or addendum thereto, is held to be invalid by
operation of law or by any tribunal of competent jurisdiction, or if compliance with or
enforcement of any sections, or addendum thereto, should be restrained by such
tribunal, the remainder of this agreement shall not be affected thereby.
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