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Part | — Provisions Applicable to All Staff

Section | = Introduction

1.0l About this Handbook

This Employee Handbook is intended to provide all employees with information regarding policies,
procedures, ethics, expectations and standards of the District; however, this Handbook should not be
considered all inclusive. Copies of Board Policies and Administrative Rules are available to all personnel
and are on the school district website. It is 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 to the following: Federal laws and regulations,
the laws of the State of Wisconsin, Wisconsin State Administrative Code and the policies of the

School Board.

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 Board 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. 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.

In case of a direct conflict between this Handbook, rules, regulations or policies of the Board and any
specific provisions of an individual contract, the individual contract shall control.

1.02 Definitions

A. Administrative Employees: Administrative Employees are defined as persons who are required to
have a contract under § |18.24, Wis. Stats. and other supervisory/administrative personnel
designated by the District.

B. Casual Employees: Casual Employees are defined as persons who are not scheduled to work on a
regular basis and/or a student employee whose employment will terminate with the loss of his/her
student status.

C. Discipline: Discipline is defined as an employment action that results in a written reprimand,
disciplinary suspension or disciplinary demotion. For further definition of employment actions not
considered discipline, refer to Section 5.02 (E) of the Handbook.

D. Regular Employees: Regular Employees are defined as employees whom the District considers
continuously employed, working either a fiscal year or a school year, until the District, at its
discretion, changes the status of the employee.

I. Regular Full-time Employee: A regular full-time employee is defined as an individual who
works 40 or more hours per week for a school year or full calendar year.

2. Regular Part-time Employee: A regular part-time employee is defined as an individual who
works a school year or more, but less than 40 hours per week for a school year or full
calendar year.

3. Exclusions: A regular full-time or regular part-time employee does not include casual,
substitute or limited term employees as defined in this Section.

E. Seasonal/Summer School Employees: Seasonal employees are those employees who are hired for
a specific period of time usually related to the seasonal needs of the District. A summer school
employee is defined as an employee who is hired to work for the District during the summer
school session. Summer school session is defined as the supplemental educational program
offered for District students pursuant to Department of Public Instruction rules and regulations.




I. If seasonal/summer school session employment is available, the District may offer
seasonal/summer school employment to the applicable qualified regular school year employees.
The District is free to use outside providers to perform such work.

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

3. Seasonal/summer school employees performing non-exempt duties shall be paid in accordance
with the following hourly wage schedule:

a. Teachers = $26.70

b. Buildings & Grounds Staff = $9.13

c. Classified Staff = $11.82

d. Special Education Assistant = $12.30

e. Food Service Staff = Assistant Cook $11.97 Cook: $12.08 Ist Cook: $13.04

F. Substitute Employees: Substitute Employees are defined as persons hired to replace a regular
employee during the regular employee's term of absence. Substitute employees are also
considered as casual employees.

G. Supervisor: The District will identify the individual employee’s supervisor on the employee’s job
description.

H. Teacher: Teachers are defined as persons hired under a contract under § 118.22, Wis. Stats.

I.  Limited Term Employees: Limited Term Employees are defined as persons hired for a specific
project for a specific length of time. A limited term employee has no expectation of continued
employment.

J.  Termination: Termination is defined as an involuntary discharge involving the dismissal of an
employee, usually for some infraction of the rules or policies of the District, abandonment of the
position, incompetence or other reason deemed sufficient by the Board and/or its designee.
Termination results in involuntary separation and with prejudice to the employee. A termination
will result in the loss of length of service and other employment benefits. For the purposes of this
document, “termination” shall not include:

I. voluntary retirement;
voluntary resignation;

layoff;

reduction in workday;
furlough;

reduction in workforce;

job transfer or reassignment;

nonrenewal of contract under § |18.22, Wis. Stats. or § 118.24, Wis. Stats.; or

0 0 N oA WS

separation from employment as a result of a reduction in force.

K. Reduction-in-force: A Reduction-in-Force procedure is defined as procedures applied in carrying
out any reduction in force due to reorganization, lack of funds, curtailment of work, or due to any
other factor that relates to student enrollment or staffing the organization.

L. Insurance Eligibility: Effective for employees hired on or after July I, 2012, insurance eligibility will
be for employees who are at a minimum of .5 FTE and will be prorated based on employee’s FTE.
If an employee’s FTE is reduced below a .5, the employee no longer meets eligibility requirements
for insurance benefits.
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M. Flex Time: Non-traditional work schedule practice which allows full-time employees to change
their individual starting and end times within certain limits, with supervisory approval. Flextime
periods usually precede or follow a common time during which all employees must be present.

General Personnel Policies

This Employment Handbook is subservient to, and does not supersede the provisions set forth in
District policies.

Section 2 - Employment Law

2.01

2.02

2.03

2.04

Equal Opportunity

It is the policy of the District that no person may be discriminated against in employment by reason of
their age, race, creed, color, disability, pregnancy, marital status, sex, citizenship, national origin,
ancestry, sexual orientation, arrest record, conviction record, military service, membership in the
National Guard, state defense force or any other reserve component of the military forces of
Wisconsin or the United States, political or religious affiliation, use or nonuse of lawful products off
the employer's premises during nonworking hours, declining to attend a meeting or to participate in
any communication about religious matters or political matters, the authorized use of family or medical
leave or worker's compensation benefits, genetic information, or any other factor prohibited by state
or federal law.

Reasonable accommodations shall be made for qualified individuals with a disability, unless such
accommodations would impose an undue hardship on the District. A reasonable accommodation is a
change or adjustment to job duties or work environment that permits a qualified applicant or
employee with a disability to perform the essential functions of a position or enjoy the benefits and
privileges of employment compared to those enjoyed by employees without disabilities.

Requests for accommodations under the Americans with Disabilities Act or under the Wisconsin Fair
Employment Act from current employees must be made in writing in accordance with District policy.
Equal Opportunity Complaints

The District encourages informal resolution of complaints under the equal opportunity policy. A
formal complaint resolution procedure is available, however, to address allegations of violations of the
equal opportunity policy in the District. Please refer to Employee Discrimination Complaint
Procedures in the following District policy:

http://www.ecasd.k|2.wi.us/cms_files/resources/boardpolicy5 | | -Rule.pdf

Fair Labor Standards Act

Certain types of workers are exempt from the minimum wage and overtime pay provisions, including
bona fide executive, administrative, and professional employees who meet regulatory requirements
under the Fair Labor Standards Act [FLSA]. For non-exempt employees, issues concerning overtime,
compensatory time off, and minimum wage are found at: http://www.opm.gov/flsa/.

Family and Medical Leave Act

A. Notification of Benefits and Leave Rights: Since the District has an employee handbook,
information concerning FMLA entitlements and employee obligations under the FMLA are included
in the Handbook as required by federal law. The District shall post the text of the notice
contained in the following link in a conspicuous place where notices to employees and applicants
are customarily placed: http://www.dol.gov/whd/regs/compliance/posters/fmlaen.pdf. See 29 U.S.C.
§ 2619(a); 29 C.F.R. § 825.300(2) ().
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B. Eligibility Notice. When an employee requests FMLA leave, or when the employer acquires
knowledge that an employee's leave may be for an FMLA-qualifying reason, the employer must
notify the employee of the employee's eligibility to take FMLA leave within five business days,
absent extenuating circumstances. 29 C.F.R. § 825.300(b).

C. Rights and Responsibilities Notice. The District shall provide written notice outlining specific
obligations of the employee and explaining any consequences of not meeting those requirements.
29 C.F.R. § 825.300(c). The District is satisfying this notice requirement by directing the employee
to the following website, which combines the eligibility notice and the rights & responsibilities
notice into a single form: U.S. DEP'T OF LABOR, Notice of Eligibility and Rights & Responsibilities
(FMLA), available at http://www.dol.gov/whd/fmla/finalrule/VWH38I .pdf.

D. Designation Notice. The District shall “inform employees in writing whether leave requested
under the FMLA has been determined to be covered under the FMLA.” U.S. DEP’'T OF LABOR,
Designation Notice (Family and Medical Leave Act), available at
http://www.dol.gov/whd/forms/VWH-382.pdf. See 29 C.F.R. § 825.300(d).

E. Full FMLA Law available at http://www.dol.sov/whd/fmla/index.htm.

Immigration Law Compliance

The District is committed to employing only United States citizens and non-United States citizens who
are authorized to work in the United States. Therefore, in accordance with the Immigration Reform
and Control Act of 1986, employees must complete an I-9 form before commencing work and at
other times prescribed by applicable law.

Harassment and Bullying

The District is committed to providing fair and equal employment opportunities and to providing a
professional work environment free of all forms of harassment and bullying. The District shall not
tolerate harassment or bullying based on any personal characteristic described above (section 2.01).
Harassment and other unacceptable activities that could alter conditions of employment, or form a
basis for personnel decisions, or interfere with an employee's work performance are specifically
prohibited. Sexual harassment, whether committed by supervisory or non-supervisory personnel, is
unlawful and also specifically prohibited. In addition, the District shall not tolerate acts by non-
employees (e.g., volunteers, vendors, visitors) that have the effect of harassing or bullying District
employees in the workplace. Harassment or bullying can occur as a result of a single incident or a
pattern of behavior where the purpose or effect of such behavior is to create an intimidating, hostile
or offensive working environment. Harassment encompasses a broad range of physical and verbal
behavior that can include, but is not limited to, the following:

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

C. Jokes, insults or slurs based on any personal characteristic set forth above (Such comments are
unacceptable whether or not the individual within the protected class is present in the workplace
to overhear them and whether or not a member of a class professes to tolerate such remarks);

D. Taunting based on any personal characteristic described above intended to provoke an employee;
and/or

E. Requests for sexual favors used as a condition of employment or affecting any personnel decisions
such as hiring, promotion, compensation, etc.

All employees are responsible for ensuring that harassment and bullying do not occur. Anyone who
believes that he or she has been the subject of harassment or bullying or has knowledge of violations
of this policy shall report the matter in accordance with established complaint procedures. All reports
regarding employee harassment or bullying shall be taken seriously and promptly and thoroughly
investigated. Individual privacy shall be protected to the extent possible. There shall be no retaliation
against any person who files a complaint under this policy, objects to harassment or bullying, or




participates in an investigation of harassment or bullying. The District shall take appropriate and
necessary action to eliminate employee harassment and bullying. Actions that are determined to be
harassment or bullying shall be subject to disciplinary action, up to and including termination.

All employees have a duty to report incidents of potential or alleged harassment and bullying to their
immediate supervisor or Executive Director of Human Resources. Employees have up to 300 calendar
days to report an alleged incident(s) of discrimination/harassment/bullying. Employees who fail to
report incidents of potential or alleged harassment and bullying, as described above, may be subject to
disciplinary action, up to and including termination. In addition, supervisory employees who fail to
respond to harassment or bullying complaints or to act on their knowledge of violation of this policy
will likewise be subject to disciplinary action, up to and including termination.

Section 3 — General Employment Practices and Expectations

3.01

3.02

3.03

District Expectations

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

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 associated with their status as District employees. Violation
of any policies, regulations and guidelines may result in disciplinary action, including 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.

Accident/Incident Reports

All accidents/incidents occurring on District property, school buses or during the course of school-
sponsored activities, including field trips and other away events, are to be reported to the building
administrator or immediate supervisor immediately. Reports should cover property damage as well as
personal injury. A completed accident report form must be submitted to the building
principal/immediate supervisor within twenty-four (24) hours or the next scheduled District workday,
as appropriate. In the event of a work-related accident or injury, please see the Worker’s
Compensation section of this Handbook.

Attendance

The District expects employees to make every reasonable effort to be present for work. Employees
are expected to adhere to their assigned schedule. 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 times designated by the employee’s supervisor/building administrator and as further
specified in other parts of this Handbook. Any deviation from assigned hours must have prior
approval from the employee’s supervisor/building administrator.

Employees who are unable to report to work shall follow the applicable procedures:

A. All absences should be reported in AESOP (before 6 a.m.) or on the appropriate absence forms.

B. Employees will have planned absences approved by their supervisors and, when applicable, fill out
absence slips upon returning to work.
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Any time spent not working during an employee’s scheduled day must be accounted for in AESOP or
on the appropriate absence forms. The District will monitor attendance and absence patterns.
Falsification of records 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.

Bulletin Boards

The Employer shall provide a bulletin board as a limited forum for employees to post professional
development information and other apolitical literature that is directly connected to employment at
the District and is consistent with District policy and applicable law. All distributed and posted
materials shall always be professional in approach, shall not contain any derogatory comments about
staff, parents, students or board members and shall not be in violation of any District policy or law.
The Building Administrator will be provided a copy of all posted material at the time of the posting.
The Building Administrator and/or his/her designee shall be allowed to remove material from the
bulletin board(s) at his/her discretion.

Child Abuse Reporting

The Board of Education recognizes its legal and ethical obligation in the reporting of suspected child
abuse and neglect. The Board of Education also believes in a positive and preventative approach to
child abuse and neglect. Therefore, the Board of Education endorses efforts toward making staff
members more cognizant and sensitive to the issues involved in child abuse and neglect. It is hoped
that through cooperation among home, school, and other agencies, effective treatment will be
provided to the child and/or the child’s family.

A. Any school employee 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 in
section B.

B. A person required to report shall immediately inform, by telephone, in writing, or personally, the
applicable District administrative personnel and the county department of Human Services (or
police) 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.

Communications

District employees are expected to abide by the following rules when using information technology
and communication resources.

A. Electronic Communications:

I. Electronic communications are protected by the same laws and policies and are subject to the
same limitations as other types of media. When creating, using or storing messages on the
network, the user should consider both the personal ramifications and the impact on the
District should the messages be disclosed or released to other parties. Extreme caution should
be used when committing confidential information to the electronic messages, as
confidentiality cannot be guaranteed.

2. The District may review email logs and/or messages at its discretion. Because all computer
hardware, digital communication devices and software belong to the District, users have no
reasonable expectation of privacy, including the use of email, text-message and other forms of
digital communications (e.g., voicemail, Twitter™, Facebook™, etc.).

3. Electronic mail transmissions and other use of the District’s electronic communications
systems or devices by employees shall not be considered confidential and may be monitored at
any time by designated District staff to ensure appropriate use. This monitoring may include,




but is not limited by the following: activity logging, virus scanning, and content scanning.
External electronic storage devices are subject to monitoring if used with District resources.

B. User Responsibilities: Network/Internet users (students and District employees), like traditional
library users, are responsible for their actions in accessing available resources. The following
standards apply to all users (students and employees) of the Network/Internet:

The user in whose name a system account is issued will be responsible at all times for its
proper use. Users may not access another person's account without written permission from
an administrator or immediate supervisor.

The system may not be used for illegal purposes, in support of illegal activities, or for any
other activity prohibited by District policy.

Users may not redistribute copyrighted programs or data without the written permission of
the copyright holder or designee. Such permission must be specified in the document or must
be obtained directly from the copyright holder or designee in accordance with applicable
copyright laws, District policy, and administrative regulations.

A user must not knowingly attempt to access educationally inappropriate material. If a user
accidentally reaches such material, the user must immediately back out of the area on the
Internet containing educationally inappropriate material.

A user may not disable internet tracking software or implement a private browsing feature on
District computers or networks. Browsing history shall only be deleted by authorized staff or
in accordance with the District’s technology department’s directives.

C. Electronic Communications with Students: Employees are prohibited from communicating with
students who are enrolled in the District through electronic media, except as set forth herein. An
employee is not subject to this prohibition to the extent the employee has a pre-existing social or
family relationship with the student.

For example, an employee may have a pre-existing relationship with a niece or nephew, a
student who is the child of an adult friend, a student who is a friend of the employee’s child, or
a member or participant in the same civic, social, recreational, or religious organization. The
following definitions apply for purposes of this section on Electronic Communication with
Students:

“Authorized Personnel” includes classroom teachers, counselors, principals, assistant principals,
directors of instruction, coaches, campus athletic coordinators, athletic trainers, and any other
employee designated in writing by the Superintendent or a building principal.

“Communicate” means to convey information and includes a one-way communication as well
as a dialogue between two or more people. A public communication by an employee that is
not targeted at students (e.g., a posting on the employee’s personal social network page or a
blog) is not a communication; however, the employee may be subject to District regulations
on personal electronic communications. Unsolicited contact from a student through electronic
means is hot a communication.

“Electronic media” includes all forms of social media, such as, but not limited to, the following:
text messaging, instant messaging, electronic mail (email), Web logs (blogs), electronic forums
(chat rooms), video sharing Websites (e.g., YouTube™), editorial comments posted on the
Internet, and social network sites (e.g., Facebook™, MySpace™, Twitter™, Linkedln™), and
all forms of telecommunication such as landlines, cell phones, and web-based applications.

D. Limited Electronic Communication with Students: Authorized Personnel may communicate
through electronic media with students who are currently enrolled in the District within the
following guidelines:

The employee shall limit communications to matters within the scope of the employee’s
professional responsibilities (e.g., for classroom teachers, matters relating to class work,
homework, and tests).




2. If an employee receives an unsolicited electronic contact from a student that is not within the
employee’s professional responsibilities (e.g., for classroom teachers, matters relating to class
work, homework, and tests), the employee shall not respond to the student using any
electronic media except to address a health or safety emergency.

3. The employee is prohibited from communicating with students through a personal social
network page; the employee must create a separate social network page (“Professional page”)
for this purpose. The employee must enable administration and parents to access the
employee’s professional page.

4. Only a teacher, coach, trainer, or other employee who has an extracurricular duty may
communicate with students through text messaging. The employee may communicate only
with students who participate in the extracurricular activity over which the employee has
responsibility.

5. Upon request from administration, an employee will provide the phone number(s), social
network site(s), or other information regarding the method(s) of electronic media the
employee uses to communicate with any one or more currently-enrolled students.

6. The employee continues to be subject to applicable state and federal laws, local policies,
administrative regulations, including:

a. prohibitions against soliciting or engaging in sexual conduct or a romantic relationship with
a student.

b. confidentiality of student records.

c. confidentiality of other District records, including educator evaluations, credit card
numbers, and private email addresses.

d. Upon written request from a parent, the employee shall discontinue communicating with
the parent’s minor student through email, text messaging, instant messaging, or any other
form of one-to-one communication.

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

Retention of Electronic Communications and other Electronic Media: The District archives some
non-spam emails sent and/or received on the system in accordance with the District’s adopted
record retention schedule. After the set time has elapsed, email communications may be
discarded unless the records may be relevant to any pending litigation, pending public records
request, or other good cause exists for retaining email records. Employees who create pupil
records via email need to ensure that pupil records are retained for the period of time specified by
the pupil records law. For this reason, the District heavily discourages the use of email as the
means to communicate about individually identifiable students.

Electronic Recording: Employees shall not electronically record by audio, video, or other means,
any conversations or meetings unless each and every person present has been notified and
consents to being electronically recorded. Persons wishing to record a meeting must obtain
consent from anyone arriving late to any such meeting. Employees shall not electronically record
telephone conversations unless all persons participating in the telephone conversation have
consented to be electronically recorded. These provisions are not intended to limit or restrict
electronic recording of publicly posted Board meetings, grievance hearings, and any other Board
sanctioned meeting recorded in accordance with Board policy. These provisions are not intended
to limit or restrict electronic recordings involving authorized investigations conducted by District
personnel, or authorized agents of the District, or electronic recordings that are authorized by the
District, (e.g. surveillance videos, extracurricular activities, voicemail recordings).

Compliance with Federal, State and Local Law: For all electronic media, employees are subject to
certain state and federal laws, local policies, and administrative regulations, even when
communicating regarding personal and private matters, regardless of whether the employee is
using private or public equipment, on or off District property. These restrictions include:
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I. Confidentiality of student records.

2. Confidentiality of other District records, including educator evaluations and private email
addresses.

3. Confidentiality of health or personnel information concerning colleagues, unless disclosure
serves lawful professional purposes or is required by law.

4. Prohibition against harming others by knowingly making false statements about a colleague or
the District.

H. Personal Web Pages: Employees may not misrepresent the District by creating, or posting any
content to, any personal or non-authorized website that purports to be an official/authorized
website of the District. No employee may purport to speak on behalf of the District through any
personal or other non-authorized website.

I. Disclaimer: The District's electronic systems are provided on an "as is, as available" basis. The
District does not make any warranties, whether expressed or implied, including, without limitation,
those of merchantability and fitness for a particular purpose with respect to any services provided
by the system and any information or software contained therein. The District does not warrant
that the functions or services performed by, or that the information or software contained on the
system will meet the system user's requirements, or that the system will be uninterrupted or
error-free, or that defects will be corrected. Opinions, advice, services, and all other information
expressed by system users, information providers, service providers, or other third-party
individuals in the systems are those of the individual or entity and not the District. The District will
cooperate fully with local, state, or federal officials in any investigation concerning or relating to
misuse of the District's electronic communications system.

Confidentiality

Student information that 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.
The law and respect for our students requires 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 shall be referred to the appropriate administrator-.

Conflict of Interest

The School Board and District employees shall avoid conflicts of interest related to their roles and
responsibilities associated with the Eau Clare Area School District (“ECASD” or “District”) and to
their private lives. Please refer to the following board policy for additional information:

http://www.ecasd.kl2.wi.us/cms_files/resources/|53.pdf

Copyright

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, whether prose, poetry, graphic images, music audiotapes, video or computer-
programmed materials, 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 law. Unless otherwise allowed as “fair use” under
federal 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.
Questions regarding copyright shall be directed to the Library Media Coordinator.




3.10 Criminal Background Checks

The Board is committed to maintaining a safe environment for students and staff. Conviction records
of persons recommended for employment, volunteering, student teaching or other adults who have
the potential to have unsupervised contact with students in the District will be obtained and reviewed.
The Board also reserves the right to obtain and review conviction records of any and all current
District employees.

In advance of employment, all individuals applying for a position are required to file, in writing on
District forms, a statement identifying whether the applicant:

A. Has been convicted of a misdemeanor or felony in this state or any other state or country; and

B. Has been dismissed or non-renewed, or has resigned from employment in-lieu-of a potential
dismissal or non-renewal, for any of the following causes: failure to meet the employers’
performance expectations, incompetence, inefficiency, neglect of duty, and/or unprofessional
conduct or insubordination. Knowingly falsifying information shall be sufficient grounds for
termination of employment.

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

I. Agree to the release of all investigative records to the Board for examination for the purpose
of verifying the accuracy of criminal violation information.

2. Submit to criminal history records checks to be conducted by the Human Resources
Department.

Employment may be offered pending the return and disposition of such background checks. All offers
of employment are contingent upon the results of such checks.

Criminal Background Checks/Charges/Convictions for Active Employees -
Obligation to Report

Every District employee shall notify his/her immediate supervisor or the appropriate administrator as
soon as possible, but no more than three 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:

A. crimes involving school property or funds;

B. 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;

C. crimes that occur wholly or in part on school property or at a school-sponsored activity;

D. a misdemeanor which involves moral turpitude (e.g., an act or behavior that gravely violates moral
sentiments or accepted moral standards of the community); or

E. 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 a 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 circumstance more than three 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 an adverse employment action. Conviction of a non-felonious crime shall not be an automatic
basis for an adverse employment action. The District shall consider the following factors in
determining what action, if any, should be taken against an employee who is convicted of a non-
felonious crime during employment with the District:

A. the nature of the offense;
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B.
C.

the date of the offense;

the relationship between the offense and the position to which the employee is assigned.

For any employee who is convicted of a felony and has not been pardoned, the District shall have
discretion to terminate that individual’s employment or to non-renew his/her contract. Nothing
herein shall prohibit the District from placing an employee on administrative leave or from suspending
an employee based upon an arrest, indictment or conviction.

Authorized Use of School-Owned Equipment

The purpose of district-owned equipment is to deliver and/or supplement educational initiatives that
promote student achievement. Please refer to the following board policy for additional information:

http://www.ecasd.k|2.wi.us/cms_files/resources/742.pdf

Drug, Alcohol, and Tobacco-Free Workplace

The District seeks to provide a safe drug-free workplace for all of its employees.

A.

Prohibited Acts - Drugs and Alcohol: The manufacture, distribution, dispensation, possession, use
of or presence under the influence of alcohol, inhalants, controlled substances or substances
represented to be such, or unauthorized prescription medication, is prohibited on school premises
or at school activities. In addition, the District will not condone the involvement of any employee
with illicit drugs, even where the employee is not on District premises. Employees of the school
system shall not possess, use, or distribute any illicit drug or alcoholic beverage as defined in
Wisconsin Statutes while on school premises or while responsible for chaperoning students on
school-sponsored trips. Any employee who possesses, uses, or distributes any illicit drug or
alcoholic beverage on school premises, or while responsible for chaperoning students on a school-
sponsored trip may be disciplined, up to and including discharge. All school employees shall
cooperate with law enforcement agencies in investigations concerning any violation of this
provision.

Tobacco Products: Employees shall not use tobacco products on District premises, in District
vehicles, nor in the presence of students at school or school-related activities. Employees who
violate this policy will be subject to disciplinary action, up to and including termination from
employment. § 120.12(20), Wis. Stats.

Drug-Free Awareness Program: The District shall distribute drug-free awareness information to
employees regarding the dangers of drug abuse in the workplace, the District’s policy of
maintaining a drug-free workplace, any available drug counseling, rehabilitation, employee
assistance programs, and the penalties that may be imposed upon employees for drug abuse
violations. (Drug-Free Workplace and 41 U.S.C. § 702(a) (I)).

Reasonable Suspicion Testing: All employees shall be required to undergo alcohol and drug testing
at any time the District has reasonable suspicion to believe that the employee has violated the
District's policy concerning alcohol and/or drugs. Reasonable suspicion alcohol or drug testing may
be conducted when there is reasonable suspicion to believe that the employee has used or is using
drugs or alcohol prior to reporting for duty, or while on duty, or prior to or while attending any
District function on or off District property. The District's determination that reasonable cause
exists must be based on specific, contemporaneous, accurate observations concerning the
appearance, behavior, speech or body odors of the employee. A supervisor must make the
observations. Refusal to consent to testing will result in disciplinary action, up to and including
termination of employment.

Additional Testing and Requirements: Employees required to possess a commercial driver’s
license may be required to undergo additional drug testing in accordance with relevant law, Board
policy, and administrative rules. Furthermore, before working for the District, a driver must
complete and turn in the “Acknowledgement and Acceptance of Driver Alcohol and Drug Testing
Policy/Procedures.”
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F. Consequence for Violation: Employees who violate the District’s policies and rules regarding
alcohol or drug use shall be subject to disciplinary sanctions. Such sanctions may include referral
to drug and alcohol counseling or rehabilitation programs or employee assistance programs,
discipline or discharge from employment with the District, and referral to appropriate law
enforcement officials for prosecution. Compliance with the District’s policies and rules is
mandatory and is a condition of employment.

G. Notification of Conviction: As a further condition of employment, an employee who is engaged in
the performance of a federal grant shall notify the Superintendent of any criminal drug statute
conviction for a violation occurring in the workplace no later than three days after such conviction.
Within ten days of receiving such notice — from the employee or any other source — the District
shall notify the federal granting agency of the conviction. 41 U.S.C. 702(a) (1) (D). After receiving
notice from an employee of a conviction for any drug statute violation occurring in the workplace,
the District shall either (1) take appropriate personnel action against the employee, up to and
including termination of employment, or (2) require the employee to participate satisfactorily in a
drug abuse assistance or rehabilitation program approved for such purposes by a federal, state, or
local health agency, law enforcement agency, or other appropriate agency. 41 U.S.C. 703 [This
notice complies with notice requirements imposed by the federal Drug-Free Workplace Act (41
U.S.C. 702)].

H. Employee Assistance Program: The employee assistance program (EAP) is a voluntary work-site
program to assist employees affected by behavioral, medical or productivity concerns or problems.
EAP helps in the prevention, identification and resolution of these problems and concerns. To
reach the EAP coordinator in the District, please contact the Executive Director of Human
Resources and/or his/her designee. For specific EAP services, the EAP provider may be contacted
directly.

Employee Identification Badges

The District shall provide employees with an employee identification badge. Employee identification
badges are an important part of employee work attire. They allow students, parents, coworkers,
vendors and the public to know who employees are. They are an important part of providing a secure
environment for our students. Employees must wear their employee identification badges in a visible
spot during their contracted work time.

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 statements, pre-
employment statements, sick 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, and/or the Superintendent or designee. 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 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.

Fraud and Financial Impropriety

The District prohibits fraud and financial impropriety, as defined below, in the actions of its Board
members, employees, vendors, contractors, consultants, volunteers, and others seeking or maintaining
a business relationship with the District.




A. Fraud and financial impropriety shall include but is not be limited to the following:

I. Forgery or unauthorized alteration of any document or account belonging to the District;
2. Forgery or unauthorized alteration of a check, bank draft, or any other financial document;
Misappropriation of funds, securities, supplies, or other District assets, including employee
time;

Impropriety in the handling of money or reporting of District financial transactions;
Profiteering as a result of insider knowledge of District information or activities;
Unauthorized disclosure of confidential or proprietary information to outside parties;

Unauthorized disclosure of investment activities engaged in or contemplated by the District;
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Accepting or seeking anything of material value from contractors, vendors, or other persons
providing services or materials to the District; except as otherwise permitted by law or
District policy. (See Gifts section of Handbook).

9. Inappropriately destroying, removing, or using records, furniture, fixtures, or equipment;
10. Failure to provide financial records required by state or local entities;

I'l. Failure to disclose conflicts of interest as required by law or District policy;

12. Disposing of District property for personal gain or benefit and,

I3. Any other dishonest act regarding the finances of the District.

Fraud Investigations: If an employee is found to have committed fraud or financial impropriety, the
Superintendent of Schools or designee shall take or recommend appropriate disciplinary action,
which may include termination of employment. When circumstances warrant, the Board,
Superintendent, or designee may refer matters to appropriate law enforcement or regulatory
authorities. In cases involving monetary loss to the District, the District may seek to recover lost
or misappropriated funds.

3.18 Gifts and Sale of Goods and Services
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The Eau Claire Area Public School District appreciates the generosity of booster clubs, parent-teacher
organizations, service groups, community organizations, and individuals who donate gifts that will
enhance and extend the work of the schools. Please refer to the following board policy:

http://www.ecasd.k|2.wi.us/cms_files/resources/boardpolicy840-Rule.pdf

Investigations

A. 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 in paragraph “B”. Employees failing to volunteer such information shall receive
a directive from an administrator to provide a statement. The employee’s failure to comply with
the directive may constitute “insubordination”, a violation that will be grounds for disciplinary
action up to and including termination.

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).

Administrative Leave: The District may place an employee on administrative leave, paid or unpaid,
during an investigation into alleged misconduct by the employee.




3.20 Licensure/Certification
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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 at the Board Office in the Human Resources Department. 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. A teaching contract with any person not legally authorized to teach
shall be void. All teaching contracts shall terminate if, and when, the authority to teach terminates.

Operators of District Vehicles, Mobile Equipment and Persons Who Receive
Travel Reimbursement

A.

Use of District Vehicles: All employees who drive a District vehicle or operate mobile equipment
must possess a valid driver’s license. Mobile equipment includes but is not limited to such
equipment as street vehicles (cars/trucks), tractors, riding lawnmowers, forklifts, heavy equipment,
trenchers, and golf carts.

Notice of Traffic Violations: All employees who drive a District vehicle, operate mobile equipment,
or receive a District travel allowance or mileage reimbursement must notify their immediate
supervisor immediately of any driving citation or conviction of a traffic violation. Supervisors
receiving such notice will immediately notify the Executive Director of Human Resources.

Payment for any citations received while driving a District vehicle is the responsibility of the driver.
This reporting provision applies to citations or convictions as a result of operating either a District
vehicle or a personal vehicle

Commercial Driver's License (CDL): A CDL driver must notify his/her immediate supervisor, in
writing and within 30 days, of a conviction for any traffic violation regardless of the type of vehicle
being driven at the time of the violation.

I. Employees must notify their own motor vehicle licensing agency within 30 days if they are
convicted in any other jurisdiction (state) of any traffic violation (except parking). This is true
no matter what type of vehicle the employee is driving.

2. Employees must notify the District within two business days if driving privileges are suspended,
revoked, canceled or disqualified.

Drivers: All drivers of motor vehicles owned by the District and used for the transportation of
pupils shall be under written contract with the Board. See WIS. STAT. § 121.52(2).

Personal Transportation Utilized for School Use: A minimum of private car transportation will be
utilized. Employees must notify and receive approval from the building principal prior to
transporting students in private cars for school activities. Such approval shall be in compliance
with all applicable state and federal laws and administrative code provisions and shall include, but
not be limited by enumeration, a review of the employee’s driving record and an examination of
the vehicle. See Wis. Stats. § 121.555.

I. Car Insurance—Employees who transport students for school activities in their cars shall carry
minimum insurance policy limits of $500,000 combined single limit (CSL) liability,
$250,000/$500,000 bodily injury and $100,000 property damage.

2. Personal Vehicle Reimbursement—Damage to personal vehicles while used as authorized
above for transporting students for school activities may be reimbursed by the District, in its
discretion, provided the District’s maximum reimbursement shall not exceed the deductible
amount to a maximum deductible amount of five hundred dollars ($500.00). No such
reimbursement shall be provided where the employee is found to be liable in any degree for
the damage to the personal vehicle.

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




3.22
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3.25

Outside Employment

Outside employment is defined as employment for compensation that is not within the duties and
responsibilities of the employee’s regular position with the school system. 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. 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 the District’s position require; nor will an 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 purposes of non-school employment.

Personal Appearance/Staff Dress Code

District employees are judged not only by their service but also by their appearance. It is the District’s
expectation that every employee’s appearance is consistent with the high standards we set for
ourselves as a 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 expects dress or
attire from school employees that is not considered disruptive, inappropriate, or which adversely
affects the educational atmosphere. At a minimum, staff is expected to follow the district student
dress code policy.

The District requires buildings and grounds staff to wear uniforms provided by the school system.
Appropriate safety gear shall also be worn by all employees at all times as deemed necessary. Any
designated employees (e.g., custodial, cleaning, maintenance, food service), shall not wear open-toed or
slip-on shoes during regular work hours.

Personal Property

A. Liability: The District does not assume any responsibility for loss, theft or damages to personal
property. To minimize risk, the District advises 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.

B. Search of Personal Effects: Employees should have no expectation of privacy to items contained in
plain view, for ex