2023-24 Proposed Employee Handbook Modifications

The 2023-2024 proposed Employee Handbook Modifications are below.

The Employee Handbook consists of eight Parts with numerous Sections embedded within each Part. To easily identify
which Section of the Handbook an employee is in, the Part of the Handbook was added in front of each Section. For
example, Equal Opportunity is located in Section 2 of Part 1 of the Handbook. The revisions would modify it from “2.01
Equal Opportunity” to “1.2.01 Equal Opportunity.”

Part 1 - Provisions Applicable to All Staff

Foreword

This Employee Handbook will acquaint yeu employees with the Eau Claire Area School District (ECASD) and provide
information about working conditions, benefits, and some of the policies and expectations affecting yeur employment. It
is important to remember that the primary purpose of the ECASD is to educate children, and therefore all employees
should be acquainted with some of the basic tenets of the ECASD.

Mission: To inspire and prepare our students to live creative, fulfilling and responsible lives.

Vision: We challenge minds, build relationships and nurture individual growth to prepare all students for post-
secondary success.

Equitable Multi-Level System of Supports:

The Wisconsin Equitable Multi-Level System of Supports (E-MLSS) framework guides our District and sets forth a
holistic vision of an integrated and coherent system of academic, behavioral, social, and emotional supports to ensure
equitable success for every learner. This framework informs the work of all ECASD staff members. Learn more about
the Wisconsin E-MLSS at https://dpiwisovirti Wisconsin's Framework for Equitable Multi-Level Systems of Supports |
Wisconsin Department of Public Instruction or https://www.ecasd.us/District/Departments/Teaching-and-Learning/E-
MLSS.

Section 1 - Introduction
1.1.01 About this Handbook

Section20 1.1.02 Conformity to Law

The District makes every effort to maintain this Employee Handbook in compliance with all current laws. 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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1.1.023 Definitions

E. Feacher Educator: Feachers Educators are defined as persons hired under a contract under § 118.22, Wis.
Stats.

F. Limited Term Employees (LTE): LTEs 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, contract, or benefits.
LTE’s should contact the Payroll Department to determine benefit eligibility. Examples: Substitute teacher
educator, long-term substitute, summer school employees, and seasonal employees. Seasonal/summer
school employees are defined as performing non-exempt duties and shall be paid in accordance with the

following-heurly-wage schedule: salary posted for each position.

Section 2 - Employment Law

1.2.01 Equal Opportunity

The Eau Claire Area School District is dedicated to ensuring equal opportunities for all employees. The District
honors the unique individuality of all persons as evidenced through the District Equity Statement. This practice
is upheld through the District’s policy that no person may be discriminated against in employment based on
their legally protected class, status or any other reason prohibited by state and federal law. Please refer to Equal
Employment Opportunity in the following District policy: Board Docs 511.
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1.2.02 ADA - Request for Accommodation Procedures

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.

Written requests for reasonable accommodation under the Americans with Disabilities Act or the Wisconsin
Fair Employment Act sheuld-be-directed-toe are welcomed by the Executive Director of Human Resources and
should contain the following information:

e Name

e Job title and location

¢ Name of immediate supervisor

e  Specific functional limitation, i.e., what job duty is unable to be performed due to the disability

e  Requested accommodation; be as detailed as possible, including if applicable: equipment needed, job or
schedule modifications, services needed or work restrictions

e  Describe how the above accommodation will assist you in your job

Supporting medical documentation may be requested by the Eau Claire Area School District to confirm the
need for accommodation. If medical documentation is requested, the request for reasonable accommodation
cannot move forward until that documentation is received. Once the request and documentation is received,
the Executive Director of Human Resources and/or their designee will meet with the employee, the employee’s
supervisor and/or Department Director to discuss the requested accommodation and/or alternatives to the
request.

An approval, denial, or modification of the request will be issued within ten (10) business days of this meeting
and the necessary steps to implement this accommodation will begin. A copy of this form will also be sent to
the supervisor and director. These copies should be kept within Human Resources department and shared with
necessary parties when there is a change in supervision.

In the event an employee presents a request for accommodation to their immediate supervisor, the supervisor
is expected to inform the Executive Director of Human Resources or their designee so that a formal plan may
be established and documented.

1.2.03 Equal Opportunity Complaints

To ensure the District’s practice of honoring the unique individuality of all persons is upheld, a formal complaint
resolution procedure is available. The District encourages informal resolution of complaints under the equal
opportunity policy. Afermal-complai i is-avails : allegations—o
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violations-of the-equal-oppertunity-policy-in-the Distriet: Please refer to Employee Discrimination Complaint

Procedures in the following District policy: Board Docs 511-Rule.

1.2.05 Family and Medical Leave Act

The District recognizes that employees are at their best when both themselves and their family
members are healthy and cared for. Therefore, employees are encouraged to utilize the Family and
Medical Leave Act (FMLA) when appropriate to address the medical needs of themselves and their
families. Some reasons employees use FMLA include but are not limited to: childbirth, adoption, foster
care, surgery, mental health or other concerns requiring regular treatment, and care for aging or
injured immediate family members.

The District’s FMLA eligibility period runs on the calendar year from January — December. Eligible
spouses working for the District will not be required to share FMLA leave.

For additional details pertaining to FMLA including the Notification of Benefits and Leave Rights, Rights
and Responsibilities Notice, Designation Notice, and FMLA Procedure and Law, please refer to the
following links:

Notification of Benefits and Leave Rights

Rights and Responsibilities Notice

Designation Notice

U.S. Department of Labor FMLA Procedure and Law

Department of Workforce Development FMLA Procedure and Law
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1.2.06 Immigration Law Compliance

The District is committed to employing enb-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.

1.2.07 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 (sSection 1.2.01).

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. Please refer to Fthe Complaint Form ean-be-found-at-in the following
District policies: Board Docs 511 & 512 Exhibit. 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

1.3.01 District Expectations

The District expeets prides itself in hiring and retaining highly qualified employees who exhibit excellence,
demonstrate dedication,-its-employeesto produce hlgh quality work, maintain confldentlallty, work efficiently,
and exhibit a professional demeanor - A i -To
this end, successful Fhe District-expeets employees to comply W|th all appllcable Dlstrlct Bealcd poI|C|es work
rules, job descriptions, terms of this Handbook and legal obligations.

Successful The-District-expects-employees te comply with the standards of conduct set out in District Beard
policies, this Handbook, administrative regulations, and with any other policies, regulations and guidelines that
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impose duties, requirements or standards associated with their status as District employees. Breach Vielation of
any policies, regulations and guidelines may result in disciplinary action, including termination of employment.

twenty-four{24)-hours-or-the-next-scheduled District-workday;-as-apprepriate—It’s important that the building
administrators or immediate supervisors be made aware of all accidents/incidents that result in personal injury
or damage to property so appropriate action can be taken. This includes accidents/incidents occurring on
District property, school buses or during school-sponsored activities, including field trips and other away events.
In all situations, an Accident Form is required to be completed and submitted by the reporting employee within
twenty-four (24) hours or the next scheduled District workday. In the event of a work-related accident or
injury, please see the Worker’s Compensation section of this Handbook.

Section231.3.03 - Remote Work

There are certain positions whose essential duties can be performed remotely with the assistance of District-
provided technology. However, the expectation is that employees will work primarily in person and therefore
the remote work will be limited to occasional, infrequent occurrences.

Employees must receive written approval in advance of working remotely. Approvals will be granted on a case-
by-case basis by the immediate supervisor. The Human Resources Department has oversight and will
periodically review the Remote Work option for the District.

Approval for remote work will be limited to those few positions whose duties, tasks and other work
obligations do not require the employee to be physically present in a dDistrict building and, as a result, do not
require additional staffing (including the use of substitutes) or significant imposition on other employees.

If remote work has been approved, staff must be accessible and available during their scheduled work hours.

1.3.034Attendance

Fhe Distriet-expeets Successful employees te 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
expeeted-te 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.
Employees seeking-Any deviation from their assigned hours must-will have prior approval from their the
employee’s supervisor/building administrator.

Employees who are unable to report to work shall follow the applicable procedures:
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applcepmafee—absenee—fepms- In an effort to communicate with bmldmg Ieadershlp and provide substitutes
ample time to fill an assignment, reasonable effort should be made to report absences into the District’s
absence management system as soon as possible and no later than an hour prior to the employee’s
scheduled starting time. All absences will be reported in the District’s absence management system.

B. Employees will have planned absences approved by their supervisors.

Any time spent not working during an employee’s scheduled day must will be accounted for using the
appropriate absence procedures. The District will monitor attendance and absence patterns. Falsification of
records, improper modification of time worked records, and/or failure to account for time spent not working
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.

1.3.045Bulletin Boards

As a way to improve communication between employees, Fhe-Employer-shall the District provides a bulletin
board in each building 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
pollcy and appllcable law. All distributed and posted materials shall always be professional in approach, shat-ret
i and shall not be in violation

of any District pollcy or law. The Building Administrator will be prowded a copy of all posted material at the

time of the posting Fhe Building-Administrator-andfor-desigheeshall and may be-allowed-te remove material

from the bulletin board(s) at their discretion.

1.3.056Child Abuse/Neglect/Trafficking Reporting

The Board of Education recognizes its legal and ethical obligation in the reporting of suspected or threatened
child abuse, and neglect, and trafficking. The Board of Education also believes in a positive and preventative
approach to child abuse, and neglect, and trafficking. Therefore, the Board of Education endorses efforts toward
making staff members more cognizant and sensitive to the issues involved in child abuse, ard neglect, and
trafficking. 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 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.

Please refer to Identifying and Reporting Child Abuse/Neglect/Trafficking in the following District policies: Board
Doc 454 and Board Doc 454 Rule.
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1.3.067Communications

2. “Authorized Personnel” includes classroom teaechers educators, 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.

4. Only an teacher educator, 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.

F. 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 Beard District policy.

1.3.078Confidentiality

Successful employees respect the privacy rights of others, including District students, District employees and
District information. 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.-lr-addition-te-student-information,-confidentiality-is-expeeted-in

otherareas;including-employee-or District-business-information—Refer Aany requests for District records shall
be-referred-to the appropriate administrator or designee.

1.3.089Conflict of Interest

A conflict of interest arises when personal interests conflict (or could be perceived to conflict) with professional
obligations and are to be avoided. Please discuss any questions or concerns with your supervisor. Bistriet

FReproductlon of copyrlghted materlal shall be—eeﬂdueted—seﬂeely—m—aeeerda-nee comply with appllcable
provisions of law and District policy. 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-.
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1.3.12 Authorized Use of School-Owned Equipment

The purpose of dDistrict-owned equipment is to deliver and/or supplement educational initiatives that promote
student achievement. Please refer to the following District beard policy for additional information: Board Doc
742.

1.3.13 Drug, Alcohol, and Tobacco-Free Workplace

The District seeks to provide a safe drug-free workplace for all employees. A drug-free workplace includes an
environment which is free of alcohol and drugs as well as every type of tobacco product. Staff who experience
their work environment operating contradictory to this should inform their supervisor or the Executive
Director of Human Resources. Please refer to the following District policy for additional information: Board
Docs 522.1.
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1.3.14 Emergency School Closures THIS SECTION REMAINS UNDER REVIEW

To the extent possible, the daily operations of the school district will continue, through the use of technology
during an Emergency School Closure. Although individual school or district buildings may be closed to students
and or the community, District staff will be expected to perform their job responsibilities either on-site or
remotely. In the event a position’s responsibilities are not conducive to being performed remotely, the
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supervisor of that position will communicate expectations for Emergency School Closure days to affected
employees. During an Emergency School Closure, specifically identified positions may be required to physically
report to the District. In these instances, supervisors will contact employees to inform them of the expectation.
Identified positions which may be required to physically report include:

* Buildings and Grounds (including School Year Custodians and-Buildings-and-Greunds-Seeretary-Hf)
+ Central-ServicesReeeptionist-Administration Building Secretary

* Directors

* Principals/Designee

* Executive and Administrative Assistants
* Executive Directors

* First Cooks

* Kitchen Managers

* Superintendent of Schools

1.3.15 Employee Identification Badges

The safety of District staff, students, families and community and the security of all District facilities is a Board
priority and the responsibility of all District staff members.

The District provides all staff with an employee identification (ID) badge. For safety purposes, each staff
member is required to wear their ID badge while working in their official capacity. ID badges are to be
prominently worn so the photo and name are visible to others. The ID should be worn between the shoulders
and waist on a clip or lanyard. The ID should not be defaced or altered with pins, stickers, decals, etc., as this
limits the ability of others to identify and confirm approved District staff quickly in an emergency situation.

For the security of all District facilities, staff members are to report a lost ID badge to their supervisor
immediately as this allows the disabling process to begin. To obtain a replacement ID due to damage or loss,
please contact the Administration Building Safety and Security Department Secretary.

Staff members who work in positions that make wearing an ID badge dangerous are provided District issued
clothing which identifies them as ECASD staff. In these situations, staff members are required to have their ID
badge on their person and available while working in their official capacity.

1.3.16 False Accurate Reports

< P Sram o—ahRd SAS 1y attoH;—1O

is important the District obtain accurate reports 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-related matters. Employees may be disciplined, up to and
including termination, for filing inaccurate reports or statements.
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1.3.18 Fraud Prevention and Reporting and-Financial-lmpropriety

Please refer to Fraud Prevention and Reporting in the following District policy: Board Docs 665.

1.3.14920Gifts and Sale of Goods and Services

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. Employees shall discuss donation opportunities with their supervisor. Please refer to the following District
beard policiesy: Board Docs 840-Rule, Board Docs 525, and Board Docs 674.

1.3.21Licensure/Certification/Training

Each employee who is required to be licensed or certified by law must is required to provide the District’s
Human Resources Department with a copy of the current license or cer'tlflcate to be maintained in the

employee’s personnel file.
Department—Employees are expected to know the expiration date of their I|cense/cert|f|cat|on 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.

Staff required to maintain additional certifications/trainings as designated by their position (i.e. CPR/First
Aid/AED, Nonviolent Crisis Intervention, Bloodborne Pathogens, Medication Administration, Lifeguarding,
Water Safety Instructor, Aerial and Forklift Training, etc.) must are required to keep these certifications
current. 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.

1.3.22 Operators of District Vehicles and/or Mobile Equipment, Drivers on Behalf of the
District, and Persons Who Receive Travel Reimbursement

B. 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 or designee. 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.

4. All transportation will be done in accordance with Beard- District’s travel policy. Please refer to Board Docs
537.1.

1.3.23 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-beprohibited-from-holding Employees may hold
employment outside the District as long as such employment does not interfere with assigned seheel duties as
determined by the District. Ar-employee Employees may will not perform any duties related to an outside job during
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regular business 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 ren-schoel-outside employment.

1.3.24 Personal Appearance/Staff Dress Code

Distriet—The District’s goal is for every employee’s appearance to be consistent with the high inclusive
standards set for the District as a whole. 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 dDistrict 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 All designated employees

(e.g., custodial, cleaning, maintenance, food service), shall ret-wear epen-toed-orslip-on-shees appropriate
footwear during regular work hours.

Please refer to Staff Attire in the following District policy: Board Docs 521 Rule.

1.3.26 Personnel Files

An employee shall have the right, upon request and consistent with the timelines and content limitations
specified in state law, to obtain or review a copy of the employee’s personnel file. Personnel files are stored
electronically and employees may request to review an electronic copy of the personnel file. A review of the
electronic personnel file must be accomplished in the presence of the person officially charged by the
Superintendent with custody of those files. An employee shall have the right, upon request, to receive copies of
any documents contained in the personnel file except those delineated in § 103.13(6), Wisconsin Statutes.
Employees will be provided with a copy of any document before the document is placed in the employee’s
personnel file. Copies of the employee personnel file are subject to a fee ef=25 per page and applicable mailing
costs. Fees must be paid prior to receiving the file.

After reviewing the employee’s personnel records, the employee has the right to request that records the
employee believes to be inaccurate or obsolete be removed from their 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.-§103-13(4)-Wis-—Stats-Please refer to Wisconsin State
Legislature: § 103.13 Records open to employee.

1.3.29 Political Activity

Employees may exercise the rights and privileges of any citizen in matters of a political nature and will not be
judged or disciplined for political beliefs or activity outside of school hours, school buildings or school activities.
Employees should be consistent with the following restrictions:

: In the presence of any
student, during hours for which pay is received, or while otherwise acting within the scope of their
employment, District employees shall not engage in any activity for the solicitation, promotion, election, or
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defeat of any referendum, candidate for public office, legislation, or political action. When not engaged in the
performance of their duties (e.g., during designated break periods) and when no students are present,
employees who are at a work location may engage in private conversations with non-students or in other
personal activities that address, for example, political topics.

B. During established hours of employment or while an employee is engaged in their official duties, no
employee or other person may solicit or receive from any employee any contribution or service for any
political purpose, where a “political purpose” includes an act done for the purpose of influencing the
election or nomination for election of a person to office. Furthermore, no person may enter any District
property to request, make or receive a contribution for a political purpose.

C. Ne-school-employee District employees shall not ¢se in any way use school District property, or pupils for
the purpose of solicitation, promotion, election, or defeat of any referendum, candidate for public office,
legislation, or political action. This provision does not apply to the use of District facilities by employees for
events or activities that are not within the scope of employment and that are held according to District
policy regarding facility use by third parties.

D. Ne-schoolemployee-shall District employees shall not 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.

E. This section does not apply to any information provided by school employees in connection with any
election, referendum or legislation where authorized by the Board or Superintendent and where consistent
with legal limitations on the use of public funds and District resources.

1.3.30 Severance from Employment

Employees who submit their notice of resignation/retirement are able to rescind such notice until it is approved
by the District.

1.3.33 Wisconsin Retirement System (WRS)

Notification to the Wisconsin Retirement System (WRS) must should have corresponding dates between
ECASD last day of employment and WRS. Reporting a different date to WRS than the date the employee

submits to ECASD as retirement date could cause issues with annuity payments. Please-be-sure-to-give-the same
retirement-date-to-WRS-and-ECASB--Retirement information for each employee group are is located in their

respective parts of the Employee Handbook-PartsH-H-HV-and- V-

1.3.36 Workplace Safety
B. Fire safety: Firesafety-is-an-essential-element-of-havingasafe-werking-environment—All-Eemployees 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. Employees should know the
following:

1. Location of fire alarms;
2. Location of fire extinguishers;

3. Evacuation routes; and
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4. Whom to notify in case of fire

1.3.38 Job Description and Labor Market Review - Board District Policy 513

With-the-development-of-the-new The District Compensation System Plan Document Medel implemented-in
Jubr-of2016;-the includes a salary grade for each position in the District was-established based upon the job

description of said each position in conjunction with labor market standards. To assure ensure that position
salary grade placement remains appropriate, the District will conducts systematic reviews of both hourly and
salaried positions as identified HERE.

Annually, the District will works with a compensation consultant to evaluate all salary grade placements within a
given group. If adjustments are recommended based on the eurrent labor market and position description,
adjustments may take place on July 1* of the following year, pending Board approval.

Certified job descriptions will be reviewed with evaluation of the certified salary schedule in conjunction with
labor market standards. If adjustments are recommended based on the eurrent labor market and job
description, adjustments may take place on July 1* of the following year, pending Board approval.

The reviews will occur on a five-year cycle for each identified group. During the cycle year, the District will
reviews job descriptions for each position within a given group and adjustments will-be are made as necessary.

Section19 - Section 5 - Work Stoppage

The District strives to address and resolve employee concerns through a variety of methods, including
processes outlined within District Policy and this Employee Handbook. In accordance with Wisconsin State
Statute 111.70(4)(L), Eemployees 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
termination.

Section 5 6 - Grievance Procedure

1.56.03 Procedures

The IHO may only consider the matter presented in the initial grievance filed by the employee. The IHO
shall have no power to add, subtract from, or modify the terms of the Beard District policy or rule that
forms the basis for the grievance. At the conclusion of the hearing, the IHO shall render a written decision
indicating the reasons for one of four decisions: 1) sustaining the discipline/termination, 2) modifying the
discipline/termination, 3) denying the discipline/termination, or 4) recommending additional investigation
prior to the final determination.

1.56.04 Timeliness

Failure to process a grievance by the grievant within the time limit, or agreed upon extensions, shall constitute
waiver of the grievance and the grievance shall be considered resolved on the basis of the District’s last answer-.
Failure of a management representative to meet the time limits shall cause the grievance to move automatically
to the next step in the procedure. To encourage that grievances are addressed in a prompt manner, the time
limits set by this policy are intended to be strictly observed and may not be extended except upon the express
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written consent of the parties. Timely service of a response which is served by United States Mail will be
indicated by the date upon which the response is post-marked. If the response is sent by email, the date of the
email will be the date of the response.

1.56.05 Exclusive Remedy

This procedure constitutes the exclusive internal process to address any employee grievances as defined herein.
However, nothing in this grievance procedure shall prevent any employee from addressing concerns regarding
matters not subject to the grievance procedure with administration, and employees are encouraged to do so.
Matters not subject to the grievance procedure that are raised by employees shall be considered by
administration which has final authority, subject to any applicable Beard District policy or directive, to resolve
the matter.

Section 89 - Worker’s Compensation

1.89.01Worker's Compensation Coverage and Reporting Responsibilities

The District prides itself on ensuring all employees have a safe and healthy work environment. In the event an
employee becomes injured during their course of employment, the District provides VWorker’s Compensation
Insurance to help mitigate the financial burden resulting from the employee’s workplace injury.

Al-employeesshall-be-covered-by-Werker's-Compensation-tasurance: Any employee who is injured on the job

shall report the injury to their immediate supervisor prior to seeking medical attention if at all possible. In the
event of an emergency, the employee shall notify their immediate supervisor within twenty-four (24) hours after
the occurrence of the injury or as soon as practicable. The employee shall comply with the accident/injury

reporting procedures established by ECASD {incidentreportfilled-out-with-supervisor-and-turned-in-within-24
hours-of-incident-or-as-soon-aspracticable)} and/or its worker’s compensation insurer. Similarly, after each

medical appointment, the employee is responsible to turn in medical return to work (RTW) documents
immediately to the Human Resources Department.

A. In the event an employee has suffered an injury or illness in the course and scope of employment that limits
the employee from returning to work at full-duty status, the District may offer you-employees temporary

light duty assignments during yeurtheir healing period, consistent with the restrictions prescribed by yeur
their medical provider.

B. ECASD may use its discretion as necessary in the course of administering its procedures and policies related
to worker’s compensation matters. ECASD reserves the right to implement other related policies or
administrative protocols that it may determine to be necessary.
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Section 910 - Leave Calculation

1.910.01

Definition

For sections 101-15, all employee leave days shall be calculated in the following manner:

FTE x 8 hours x # leave days = total amount of leave

Example: 1.0 FTE x 8 hours x 8 or 10 days of sick leave = 64 or 80 hours of sick leave

Example: .5 FTE x 8 hours x 8 or 10 days of sick leave = 32 or 40 hours of sick leave

1.101.02Sick Leave Use

A.

B.

Sick leave shall be paid for any absence from work due to:
1. Personal illness, injury, or serious health condition of the employee

A. Employees may use sick leave for the first three waiting period days for a Worker’s
Compensation injury unless the anticipated lost time is ten (10) days or greater.

2. llness, injury or serious health condition of an employee's child, spouse/registered domestic partner, or
parent

3. Medical or dental appointments for the employee and/or child that cannot be scheduled outside of the
employee's regularly scheduled work hours. The absences should only be for the time normally taken to
complete the appointment and return to work.

Definitions: the following definitions apply under this section:

1. Child:—-means a natural-biological, adopted, foster or treatment foster child, a stepchild or a legal ward
who is less than eighteen (18) years of age or the individual is eighteen (18) years of age or older and
cannot care for himself or herself because of a serious health condition.

2. Parent:—means a natural-biological parent, foster parent, treatment foster parent, adoptive parent,
stepparent or legal guardian of an employee or an employee's spouse/registered domestic partner.

Spousei—means an employee's legal partner through marriage, including husband, er wife, or partner.

N

. Registered Domestic Partner:i—means that the partners have successfully been granted a Declaration of
Domestic Partnership through-the-State-of in accordance with Wisconsin State Statutes.

5. Serious Health Condition:—means a disabling physical or mental illness, injury, impairment or condition
involving any of the following:

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

For non-FMLA absences, if an employee is sick and needs to be off from work and has exhausted all paid
sick time, personal or vacation time will be used. If an employee has exhausted all paid leave options, an
employee may use unpaid time through a payroll deduct absence. See Part 1, Section 15.
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1.101.05Reporting Procedure

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

A. In an effort to communicate with building leadership and provide substitutes ample time to fill an
assignment, reasonable effort should be made to report absences into the District’s absence management
system as soon as possible and no later than an hour prior to the employee’s scheduled starting time. All
absences will be reported in the District’s absence management system.

B. Employees will have planned absences approved by their supervisors.

Any time spent not working during an employee’s scheduled day will be accounted for using the appropriate
absence procedures. The District will monitor attendance and absence patterns. Falsification of records,
improper modification of time worked records, and/or failure to account for time spent not working 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.

1.101.09Sick Leave Donation

9. Inthe event that the committee denies a request for donations, the employee will be notified by the Human
Resources department.

Section 123 - Bereavement Leave

1.123.01Bereavement/Funeral Leave

The District recognizes that all employees are people before they are staff members. Each ECASD employee
may fit one or more of the following categories: a child, sibling, spouse, parent, caregiver, or friend. As such, the
death of a family member, loved one or friend can be a challenging time. When employees experience these
situations, it’s critical that self-care is practiced. The District’s Employee Achievement Program (EAP) is
experienced with supporting employees through the death of a loved one and providing coaching strategies with
self-care. Employees interested in these resources can reach out to the EAP directly or contact Human
Resources for information on how to access EAP resources.

Understanding that self-care for the employee and care for family and friends during these situations may need
to be an employee’s main priority, the District provides the following Bereavement/Funeral Leave benefits to all
employees.

Employeesshall-be-granted
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o uUp to five (5) days of paid bereavement leave per occurrence for absence due to a death in the
immediate family. Immediate family includes: spouse/registered domestic partner, parents, children,
brother, sister, grandchildren, grandparent, niece, nephew, aunt, and uncle of the employee. The above
leave will apply equally to a relative whether related by blood or marriage.

day of bereavement leave for any persons not listed above. Such leave will be deducted from the
employee’s accumulated sick leave.

In certain situations, additional time away from District responsibilities may be necessary. Employees may

request the time by contacting Human Resources. H-additional-time-off becomesnecessary-and-isrequested-by
the-employee;sSuch time may be granted at the discretion of the Executive Director of Human Resources:
Such-time and if granted will be deducted from the employee’s accumulated sick leave.

1.134.03Personal Leave Day Restrictions

There are several exceptions to Personal Leave use that require approval by both the supervisor and Executive
Director of Human Resources and/or their designee in the case of unique events:

p v m I ! duri
o—tThe first ten (10) and last ten (10) days of student contact. days—An-exception-may-be-approved-by-the
ccutive Directorof Human Resourcasand/or_thair desi ;

»—fFamily-tteacher conferences day or ena professional learning develepment-days. Ar-exeeption-may-be
: e e ive Dire Resourees-and j

e The day before and/or the day after a school break. Note: Up to forty (40) total staff that require a
substitute. may-ta A A A A Y3 3 : ovided

When entering personal leave days during these instances, please identify them as restricted-personal in the
absence management system, which will initiate the approval process. Personal leave may not be approved be
denied if a substitute is required but is not available.

1.134.04 Absence Approval

Any absence requiring prior approval from a supervisor may be denied. These absences include;-personal time,
payroll deduction, restricted personal time, extended bereavement, vacation, and Employment Affiliated. Fhe

reached--Factors that may-be are considered in absence approvals are; include availability of district substitutes,
number of absences scheduled for that day, as well as other building or department absences. A threshold for
pre-planned absences requiring a substitute will be set by the District to ensure that there is adequate
substitute coverage. Any absence requiring approval may be denied once that threshold has been reached.

1.14.05 Employment Affiliated Absences

The District utilizes the Absence Management System reporting options to oversee and monitor the amount of
time and reasons the District asks or requires staff to be away from their regularly assigned duties. Examples of
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this include but are not limited to professional learning, curriculum writing, seminars, conferences, etc. These
examples could occur either in or out of the District.

Staff members participating in these events are required to enter their time into the Absence Management
System as “Employment Affiliated” and place a comment in the notes section that indicates the event they are
attending.

This practice is required for staff who require a sub and for those who do not. Additionally, the practice of
Employment Affiliated absences allow for accurate reporting of staff locations during work hours.

Section 15 - Payroll Deductions

Any employee who exhausts all personal or vacation paid leave balances and requests a day off without pay does
so electronically through the District’s absence management system prior to the absence. The request requires
action from both the employee’s immediate supervisor as well as the Executive Director of Human Resources
and/or their designee through the District’s absence management system before the day may be taken.

Employees are allowed to use up to ten (10) days of payroll deductions within a fiscal year. Employees may use
up to ten (10) days of payroll deductions consecutively before an employee must request an unpaid leave of
absence or separate employment with the District. If an employee is expected to be absent ten (10) or more
consecutive days unpaid, they are required to request an unpaid leave of absence or separate employment.
Employees who exceed ten (10) days of payroll deductions may be subject to employee discipline up to and
including termination.

An employee experiencing a unique and unusual circumstance should contact the Executive Director of Human
Resources andfor their designee to review leave options prior to reaching the ten (10) day limit. If additional
unpaid time off becomes necessary and is requested by the employee, such time may be granted at the
discretion of the Executive Director of Human Resources ardfor their designee.

Section 16 — Uniformed Services Leave

1.16.01Uniformed Services Leave of Absence

Employees performing duty, whether on a voluntary or involuntary basis, in a uniformed service shall be granted
a leave of absence without pay in accordance with the provisions of federal law, state law, District policy 532.41,
and this Handbook.

The “uniformed services” consist of the following [20 CFR § 1002.5(o)]:
A. Army, Navy, Marine Corps, Air Force, Space Force, and Coast Guard

Army Reserve, Naval Reserve, Marine Corps Reserve, Air Force Reserve, and Coast Guard Reserve
Army National Guard and Air National Guard

Commissioned Corps of the Public Health Service

m oo ®

Any other category of persons designated by the President in time of war or emergency

1.16.03Request for Uniformed Services Leave

The request for a uniformed services leave should be as far in advance as possible so the District can adequately
plan for the absence. Whenever possible, the request should be accompanied by a copy of the appropriate
orders for service—The-requestshall-be and submitted to the Executive Director of Human Resources.
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Section 17 — Unpaid Leaves of Absence
1.17.01Medical Leave

The District recognizes that employees are at their best when both themselves and their family
members are healthy and cared for. In the event that an employee needs to take time away from work
to care for themselves or their family members, the District provides an option to request Medical
Leave.

A. Application Procedures: Submit a written request-All-+equests for an unpaid medical leave of absence; for
other than medical reasons and other than emergencies utilizing the District’s Unpaid Leave of Absence
Request Form to the Executive Director of Human Resources;must-be-subrmitted-to-the Distriet at least
thirty (30) calendar days prior to the anticipated beginning of the leave. Such-application Requests will be
reviewed and processed by the Executive Director of Human Resources and shall be granted or denied in
their sole discretion and accordance with applicable law and regulation. The request must be accompanied
by a physician’s statement attesting to the medical need for leave and anticipated duration of the leave. The
District reserves the right to request interim statements from the physician. The unpaid medical leave of
absence shall not exceed one (1) calendar year, unless the employee is eligible for long-term disability
benefits. If the employee is eligible for long-term disability benefits, the District shall grant an unpaid medical
leave due to disability for up to a total leave period of twenty-four (24) months.

B. Benefits Bduring approved Leave:
1. Length of service and other benefits shall not accrue during such leave.

2. lfthe For the approved unpaid Medical Leave is longer than 31 calendar days, the employee may
continue health and dental insurance during the leave of absence under COBRA law, see Part |, Section
18.10.

3. During the unpaid leave, the employee shall retain accumulated paid leave, but shall not accrue any
additional paid leave during the unpaid leave. An employee may be required to use available applicable
accrued leave prior to commencing unpaid leave.

y
man-Reaco as in Htino N h O h

5 : ave-Upon
return from any leave of absence, the employee may be returned to the employee’s former most recent
position;-if-available. If the former position is not available, as determined by the District, the employee may
be returned to a position equivalent in terms of percentage of contract unless the employee’s percentage of
contract was reduced or increased due to nonrenewal or layoff, whichever is applicable.

The employee shall be eligible to return to work from an unpaid medical leave of absence when the
employee is physically able provided that:

1. The employee has previously indicated their intent to return to duty following the expiration of the
medical leave.

2. The employee provides their physician's certification that the employee is able to return to work. The
District reserves the right to designate another physician to verify or refute the employee’s physician's
certification. If the two physicians' certifications are in conflict, a third mutually agreed to physician will
issue a physician's certification. The third physician's certification will be binding on the parties. The
District will pay all costs associated with the second and third physician’s certification.
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D.

EF.

Notification of Return from an Approved Leave: Any employee on leave with an end date after March 1 is
required to notify the Executive Director of Human Resources in writing on or before March 1 of their
intent to return the next school year. If the employee does not provide this timely written notice, the
employee’s status will be changed to a voluntary resignation from their position with the District as of the
end date of the leave.

Failure to Return after Expiration End of Leave: In the event the employee does not return to work
following the expiration end of the leave, and subject to applicable legal restrictions, the employee’s status
will be deemed-te-haveresigned-changed to a voluntary resignation of their position with the District and
waived any and all rights to further employment by the District.

Interaction with Family and Medical Leave Provisions: Unpaid medical leave, the term of such leave and
participation in insurance programs under this section as provided for above shall run concurrently with any
leave(s) provided for under the Wisconsin Family and Medical Leave Act and/or under the federal Family and
Medical Leave Act.

1.17.02Unpaid Leave of Absence - For Other than Medical Reasons

A.

Application Procedures: Submit a written request for an unpaid leave of absence for other than medical
reasons and other than emergencies utilizing the District’s Unpaid Leave of Absence Request Form to the

Executive Director of Human Resources Allrequests-for-any-other-unpaidleave-of absence,other-than

emergencies;must-be-submitted-to-the Districtat least forty-five (45) calendar days prior to the anticipated
beginning of the leave. Such-application-Requests will be reviewed and processed by the Executive Director

of Human Resources and may be granted or denied in their sole discretion and in accordance with
applicable law and regulation. The unpaid leave of absence shall not exceed one (1) calendar year.

Benefits during approved Leave:
1. Length of service and other benefits shall not accrue during such leave.

2. lfthe For an approved Unpaid Leave of Absence that is longer than 31calendar days, the employee may
continue health and dental insurance during the leave of absence under COBRA law, see Part 1, Section
18.10.

3. During the unpaid leave, the employee shall retain accumulated paid leave, but shall not accrue any
additional paid leave during the unpaid leave. An employee may be required to use available applicable
accrued leave prior to commencing unpaid leave.

Placement upon Return from Leave Any—empleyee—eFHewe—wmh—&n—e*p%meﬂ—daee—a&ePW—rs
o a M 1

return from any Ieave of absence, the employee may be returned to the employee’s former most recent
position. If the fermer position is not available as determined by the District, the employee may be returned
to a position equivalent in terms of percentage of contract unless the employee’s percentage of contract
was reduced or increased due to nonrenewal or layoff, whichever is applicable.

Notification of Return from an Approved Leave: Any employee on leave with an end date after March 1 is
required to notify the Executive Director of Human Resources in writing on or before March 1 of their
intent to return the next school year. If the employee does not provide this timely written notice, the
employee’s status will be changed to a voluntary resignation from their position with the District as of the
end date of the leave.

Failure to Return after Expiration End of Leave: In the event the employee does not return to work
following the expiration end of the leave, and subject to applicable legal restrictions, the employee’s status
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will be deemed-to-haveresigned changed to a voluntary resignation of their position with the District and
waived any and all rights to further employment by the District.
EF. Leave for Government or Public Office

Employees may take an unpaid leave for elected or volunteer service to hold government office, state
education organization office, or other organizations for public service. If approved, the leave of absence shall
be approved for the term of office and the employee shall inform the Executive Director of Human
Resources of the term when applying for the leave. All other provisions apply as stated in items A through B
E above.

Section 18 — Benefits Applicable to All Employees

1.18.01Flexible Spending Account

Through Fthe District, employees will be provided an Internal Revenue Service authorized flexible spending
account [FSA] under applicable sections of the Internal Revenue Code (§ 105, § 106, § 125 and § 129) to permit
eligible employees to reduce their salary and contribute to an FSA to cover the following expenses:

BA. Permitted medical expenses not covered by the insurance plan (IRC § 105)—contact payroll department for
maximum allowable amount.

CB. Dependent care costs (IRC § 129) subject to the limitations set forth in the Internal Revenue Service
Code—contact payroll department for maximum allowable amount.

Payments and the designation of amounts to be contributed to the employee's account will be subject to the
procedures, rules and regulations of the plan's administrating agency. The provision of this plan shall be
contingent upon the continuance of this benefit under the applicable Internal Revenue Code Sections (§ 105, §
106, § 125 and § 129).

1.18.02Dental Insurance

Eligible employees Fhe-Board-shall be provided dental insurance.-te-eligible-empleyees—The insurance carrier(s),
program(s), and coverage(s) will be selected and determined by the Board.

The Board will pay 83% of the Dental Insurance premium.

If both spouses are employed by the district and are eligible for insurance they shall have their choice of two

fully paid single plans for dental insurance or one fully paid family dental insurance plan.

Input regarding insurance coverage will be provided to the Board from the Holistic Committee comprised of

staff members from all employee groups.

1.18.03Health Insurance

Eligible employees Fhe-Board shall be provided health insurance.~te-eligible-empleyees: The insurance carrier(s),
program(s), and coverage(s) will be selected and determined by the Board.

The Board will pay up to 87.4% of the Health Insurance premium.

If both spouses are employed by the district and are eligible for insurance they shall have their choice of two
fully paid single plans for health insurance, one fully paid limited family plan health insurance, or one fully paid

family health insurance plan.
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Input regarding insurance coverage will be provided to the Board from the Holistic Committee comprised of

staff members from all employee groups.

1.18.05Life Insurance

Eligible employees Fhe-Board shall be provided life insurance. to-eligible-empleyees—The insurance carrier(s),
program(s), and coverage(s) will be selected and determined by the Board. The District will pay for a term
group life insurance policy equivalent to one time the employee’s career high gross salary. The Board will also
provide an opportunity for the employee to purchase additional group term insurance at the employee’s

expense.

1.18.06Long-Term Disability Insurance

Eligible employees Fhe-Board shall be provided long-term disability insurance! te-eligible-employees—The
insurance carrier(s), program(s), and coverage(s) will be selected and determined by the Board. An employee on
Long-Term Disability shall receive benefits as though actively working for six (6) months after date eligible for
Long-Term Disability. After six (6) months, the employee will become eligible for insurance continuation under
COBRA Law, see Part |, Section 18.10 for additional information.

1.18.07Short-Term Disability Insurance

Eligible employees The-Board-shall-make may elect to purchase supplemental short-term disability insurance.
available-to-all-eligible-employees—The insurance carrier(s), program(s), and coverage(s) will be selected and

determined by the Board. Employees shall cover 100% of the premium costs for short-term disability insurance
if they choose to purchase the insurance. Employees must sign up for short-term disability within the first thirty
(30) days of employment. See Contact the Payroll Department for further clarification.

1.18.08Wisconsin Retirement System (WRS) Contributions

Eligible employees are enrolled in the Wisconsin Retirement System (VWRS). Fhe-Board-shall-contribute-the
employer’sshare-The employee shall pay the employee’s WRS contribution as required by state statute and the
Board shall contribute the employer’s share of the benefit. Please refer to additional VRS information at:
Employee Trust Funds - WRS Retirement Benefit.

1.18.09Post-Employment Benefits

Eligible employees The-Beard shall be provided post-employment benefits, to-eligible-employees—The type and
amount of benefit will be established and determined by the Board. Eligibility for, and payment toward, post-
employment benefits are set forth in the applicable part of the Handbook covering such employees.

1.18.10COBRA Law Continuation of District Health Plan Participation

In instances in which employees covered by the District health and or dental insurance experience a qualifying
event that results in a loss of coverage, Fthe District, pursuant to the Federal Consolidated Omnibus Budget
Reconciliation Act (COBRA) and state law, offers employees, employee’s spouse, and employee's dependent
children the opportunity to remain on the District’s health and dental insurance plan at the group rate incertain
instanees where coverage under the plan would otherwise end. To learn more about the qualifying events and
COBRA law, visit Continuation of Health Coverage (COBRA) | U.S. Department of Labor (dol.gov).
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1.18.11Employee Assistance Program

The District is committed to supporting employees and their families in navigating many aspects of life, both at
work and at home.

The Employee Achievement Program (EAP) is a District-funded resource which provides employees support
both professionally and personally. Examples of professional support include but are not limited to: professional
coaching related to organizational skills, time management, and communication. Support for employees and
their families personally include resources such as: individual, partner, and/or family counseling, legal advice, and
financial counseling.

To reach the District EAP coordinator, please contact the Human Resources Department. For specific EAP
services, the EAP provider may be contacted directly. Contact information for the EAP is available by contacting
the Human Resources Department or can be found on the HR intranet site.

Section 2119 - Improvement Committees

The Eau Claire Area School District strives to be a great place to work, which includes seeking employee input
regarding important topics and areas of improvement on a regular basis. The District seeks employee input in a
variety of ways, including through volunteer participation on both standing and as-needed improvement
committees.

A. Each district building shall establish maintain a Building-Level Improvement Committee (BIC). The
Improvement Committee shall be made up of representatives from staff in the building, including
administration. The purpose of this committee is to:

1. Provide a forum for discussing concerns
2. Improve building culture

3. Share ideas
4

Discuss other items of general interest

Topics discussed at BIC meetings shall be reviewed at the District-level for themes between buildings in
order to address common concerns and improve District-wide culture.

B. The District will-ereate maintains an Employee Relations Committee (ERC) to serve as a clearing house for
information in the Employee Handbook. The ERC will meets when necessary to review information in the
Handbook and make recommendations to the Board of Education for modifications to the content of the
Handbook. The Committee will shall be made up of representatives from each employee group in the
district.
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C. Volunteer District-wide committees will be made up of representatives from all employee groups whenever
possible. Membership will include employees with varying years of experience, and employees who are
union members as well as those who are not.

Section 220 - Exit Survey/Interview

The District values the input of all employees at all stages of employment, and therefore provides an
opportunity for all employees ending their employment to respond to a survey in which they can provide their
input and feedback regarding their experiences while employed within the District.

The survey is anonymous and-is-facilitated-by-a-neutral-third-party-not-asseciated-with-the ECASD-School
Board-Administration-or-staff- members. Survey results are previded reported to the District Administration to

illustrate “themes” from all recipient answers. Individual responses are not shared with the District
Administration and recipient names are not released.

For employees who wish to speak to someone directly, an email invitation is sent offering an opportunity to
meet individually with the District’s Executive Director of Human Resources or designee.

The information gathered through the exit survey/interview process is utilized to assist in making positive
changes for the staff, students; and parents of the ECASD.

Part Il — Staff with Individual Contracts under §118.22, Wis.
Stats. And Professional/Exempt Non-Supervisory Employees

Section 1—Professional Hours/Workday

2.1.01 Professional Responsibilities and Work Day

Feachers Educators are professional employees as defined by the Federal Fair Labor Standards Act and the
Wisconsin Municipal Employee Relations Act, § 111.70(1)(L), Wis. Stats.

Administration will recognize teachers’ educators’ professional judgment in managing their time as long as
professional responsibilities are met. A lunch period will be included as part of the schedule by the Principal and
will not be less than one half hour. Misuse of professional hours may result in disciplinary action.

2.1.02 Administratively Called Meetings

Feachers Educators may be excused from attendance from such meetings with prior approval of building
principal. It is the responsibility of the teacher to secure the information from the building principal or colleague
in the event they were excused from a meeting.

Staff Meetings: Teachers Educators attend all administratively called staff meetings. The number and times of
staff meetings shall be established and uniformly implemented by administration. The administration shall
attempt to provide reasonable notice of all such meetings.

Other Administratively Called Meetings: These types of meetings may be, but are not limited to
department/grade level meetings, collaboration, crisis team, district-wide meetings, or activities of similar nature
which are normally conducted at other times. Feachers Educators attend such meetings, when applicable.
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2.1.03 Attendance at School Events

The District provides many opportunities outside of school for students to gain additional academic and
social/emotional success. It is the expectation that staff attend these functions in areas that are specific to their
content area, as a way to show support of students, families and the school. These may be an open house, music
program, art show, and/or other District or building events that occur after the normal workday. Feachers
Educators normally shall be given at least thirty (30) calendar days’ notice of such events. Feachers Educators
who have a co-curricular conflict or have pre-approved coursework to attend may be excused at the discretion
of the Building Principal or designee. Such conflict should be communicated to the applicable administrator as
soon as possible before the date of the event.

2.1.04 Consultation with Parents

Providing opportunities to consult/communicate with our parents is essential to students’ academic and
social/emotional success. Such consultation may be in the form of phone contacts, home visitations, progress
reports, in-person appointments, etc., in addition to the scheduled parent/teacher conferences. Part of the
home/school partnership success stems from the parent having access to their student’s progress via the
District’s electronic grade book. It is expected that teachers educators will maintain an up-to-date grade book
and post entries within a two-week standard.

Section 3—Evaluations
Educator Effectiveness (EE)

Research consistently identifies effective teaching and instructional leadership as the most important school-
based factors impacting student learning. The evaluation system provides teachers educators with ongoing
feedback and meaningful information about how their practice impacts student learning. 2011 WI Act 166
mandates all public school districts and 2R charter schools to use the Wisconsin Educator Effectiveness (WI EE)
System to evaluate all principals and teachers. Per state law (PI. 8), districts must evaluate teachers educators
using the EE System at least during the educator’s first year of employment and every third year thereafter
(Effectiveness Cycle).

As part of the annual Educator Effectiveness Plan (EEP), educators create one (1) Student Learning Objective
(SLO) plan that contains an embedded Professional Practice Goal (PPG).

Educator Effectiveness Plan - A plan that lists the Student Learning Objectives with an embedded
Professional Practice goal, along with the activities required to attain these goals and the measures
necessary to evaluate the progress made on them. The teacher will submit this plan to their
principal/assistant principal each fall, per the required timelines in the DPI Educator Effectiveness
system.

Student Learning Objective - Rigorous, yet attainable goals identified by individual educators for student
learning growth aligned to appropriate standards. Educators will develop one SLO with an embedded
professional practice goal based on a thorough review of student needs through the school
improvement planning process (SIP). The SLO will include:

e The identification of the targeted population
e A clear rationale for the amount of expected growth

e The identification of specific instructional strategies that will allow the attainment of the
growth goals
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The ultimate goal of an SLO is to promote student learning and achievement while providing for
pedagogical growth, reflection, and innovation.

Professional Practice Goal - Practice related goals are an important part of professional practice and
should be embedded within the SLO. Individual goals are identified by educators in preparation for their
Educator Effectiveness Plans and are monitored by the educator and their principal/assistant principal
throughout the year.

Principal/Assistant Principals of teachers educators must hold an active administrator license as defined in the
Wisconsin Administrative Code section Pl 34.32. In addition to licensure and training requirements, all
evaluators of teachers educators in districts using the State Model must complete certification, recertification,
and calibration within the parameters established by the DPI.

Principal/Assistant Principals of teachers educators conduct observations following the DPI parameters and
document those in the designated EE platform.

Feacher Educator and principal/assistant principal conduct the teacher’s Final Evaluation/Summary Year
Conference to summarize the Effectiveness Cycle Process by the designated timeline. These final evaluation
summary year conferences provide a general sense of effectiveness and are important for teachers educators to
see how they are performing on the aggregated student outcomes and professional practice assessments.
Through review and feedback on each teacher educator performance component and outcome measure,
teachers educators will gain specific information on their strengths and possible areas for improvement.

2.3.01 General Provisions

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

A. Continuing Educator: A continuing educator is an educator who has worked more than one (1) year in the
District under a full-time or part-time regular teaching contract.

B. New to the District Educator: A New to the District teacher educatoris-an educator whe has worked less
than one (1) year in the District under a full-time or part-time regular teaching contract.

2.3.02 Evaluation Process

The District will provide employees with their placement within the supervision and evaluation rotation cycle
no later than September 15 of each school year. The District may modify this list at any time during the
contract year. The employees affected by the change will be notified in writing of any changes in the evaluation
list.

The elements of the Supervision and Evaluation system provide support in the following three categories:

A. New to the District Educator:
1. Is assigned a mentor.
2. Has support, encouragement, and supervision from supervisor.

3. Participates in the Effectiveness Cycle’s Final Evaluation/Summary Year Conference at the end of their
first year.

B. Educator:
1. Is a Continuing Educator beyond Year 1

2. May be assigned a mentor.
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3. Has support, encouragement, and supervision from supervisor.
4. Participates in the Effectiveness Cycle.
C. Educator in Need of Assistance:

1. An educator placed on lntensive-Supervision a Plan of Improvement. Ideally this is for a full year, but is
not required.

2. Educator receives written notification that educator has been placed on Intensive-Supervision a Plan of
Improvement.

At a minimum participates in the Effectiveness Cycle’s Final Evaluation/Summary Year Conference.

Supervisory option may be prescribed.

3

4

5. Individual goals may be prescribed.

6. Has support, encouragement, and supervision from supervisor.
7

Collegial assistance may be suggested.

An educator identified as in Need of Assistance and placed on latensive-Supervision a Plan of Improvement
is deemed to have an unsatisfactory evaluation and is ineligible to advance on the salary schedule for the
following year as outlined in the Compensation System Plan Document.

Section 4—Teacher Assignments, Vacancies, and Transfers

2.4.01 Feacher Educator Assignments, Vacancies and Transfers

A. Determination of Assignment: Feachers Educators will be assigned or transferred by the Superintendent
and/or designee. Feachers Educators shall be assigned to teach only those subjects in which they are
certified.

B. Transfer Request: During the staffing process, teachers educators may express in writing to the building
principal their preference of:

1. school
2. grade level
3. subject

If an teacher educator wishes to secure another position which may open during the summer, application
for the position should be made through the District’s electronic application system.

C. Job Posting: When a position becomes vacant or a new position is created, notice of such available position
shall be posted on the District’s website electronic application system for a minimum of five (5) business
days. The employer retains the right to temporarily fill vacant positions at its discretion during the posting
and selection period. The notice shall include the date of posting, the job requirements, classification, a
description of the position available, the work hours of the position, the rate of pay for the position, the
anticipated start date and the qualifications required for the position.

D. Process for Filling Vacancies: An employee who applies for a vacant position, prior to the end of the
posting period, may be granted an interview for the position. The District retains the right to select the
most qualified applicant for any position based upon stated job descriptions (this does not prohibit the
District from considering qualifications that are related to the position and exceed those minimum
qualifications listed in the job description) and the right to determine when to consider outside applicants.
The term applicant refers to both internal and external candidates. The District retains the right to
determine the job descriptions needed for any vacant position.
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E. Involuntary Transfers: When the District determines that an involuntary transfer of an employee is
necessary, the District may transfer an employee in the District qualified for the position with at least 45
days’ notice when possible. A request for volunteers may be used first, with certified staff next, followed by

programmatic need.

F. Certified employees can be assigned less than .25 Limited Term FTE without a vacancy/posting (Title,

Overload, etc.)

2.4.02 Employee Resignations

A. The teacher’s educator’s agreement shall be considered binding on both parties. If for any reason a teacher
asks for release from the agreement, it is understood that the following conditions for release shall apply:

1.

The teacher educator must give the District advance notice (at least 30 days) that they intend on
severing their agreement with the District.

The teacher educator agrees that liquidated damages shall be paid to the District according to the dates

specified below:

a. Five hundred dollars ($500.00) if the teacher’s resignation is effective on or after June 16, but before
July 1.

b. Seven hundred and fifty dollars ($750.00) if the teacher’s educator’s resignation is effective on or
after July 1, but before August 1.

c. One thousand dollars ($1,000.00) if the teacher’s educator’s resignation is effective on or after
August 1 but before the start of the school year.

d. Two thousand dollars ($2,000.00) if the teacher’s educator’s resignation is effective on or after the
start of the school year.

e. The cost for any Professional Development for newly hired teachers educators who resign prior to
the completion of their first full year.

Liquidated damages do not apply to teachers educators who do not return their agreements by June 15.

The Board reserves the right to have liquidated damages and other moneys that are due and owing
deducted from the employee’s last paycheck(s).

The Board in its discretion may waive liquidated damages or refuse to accept a resignation. In
the event the Board chooses to waive the liquidated damages, the District shall return any
damages submitted with the resignation notice to the employee.

Any employee involuntarily called into service by the United States government for military duty shall
not be assessed liquidated damages under this provision.

The Board may decline to seek liquidated damages under such Agreement and elect to recover the
actual amount of damages that follow from a breach of such Agreement.

B. Any-teacher educator may request to be permanently reduced in FTE.

1.
2.

The needs of the District shall be the prime consideration used in determining approval or denial.

Such request will be reviewed and processed by the Executive Director of Human Resources and may
be approved or denied in their sole discretion and in accordance with applicable law and regulation.

The request must be submitted on or before March 1 for the upcoming school year.

The hiring of employees shall be determined based on the need for the most qualified candidate. An
employee who chose to permanently reduce FTE, may apply for any open position in the future for
which the employee is qualified, but the employee does not have any right to a position.
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2.4.03 Summer School Assighments

When-pessible; sSummer school subjects should be made known on or before May 15. All current teachers
educators in the District may apply for summer school positions in the same manner as non-District teachers

educators. Employees teaching summer classes shall be given a summer school session contract in accordance
with § 118.21, Wis. Stats.

2.4.04 Extended Contracts

Additional contract days may be added to the contracted school calendar. These pesitions days shall be
compensated for said-days at their individual contracted per diem rates of pay for-each-of-the-extended-contract
days. Days may be scheduled in full or partial day increments.

2.4.05 Staff Professional Development Presentations - In District

The District can benefit from the training and expertise of its staff.

A. Approval Process: Staff members who are requested-and-interested-in-sharing-their-expertise-at-a-variety-of
district-professional-development-opportunities preapproved to provide professional learning opportunities
will be compensated for-pre-approved-presentations based upon the following guidelines. Presentations

beyond the normal scope of duties will be arranged and pre-approved through the Department of Teaching
& Learning to qualify for compensation. Compensation is paid for presentations that occur outside of
regular school hours.

B. Presentation Compensation: Compensation will be determined by the Department of Teaching &
Learning, based on preparation needed, number of times presented, and complexity of presentation.

Section 5—Reduction in Force, Positions, Hours

2.5.01 Reduction in Force

In the event the Board determines to reduce the number of positions (full nonrenewal) or the number of hours
in any position (partial nonrenewal), the provisions set forth in this section shall apply.

2.5.03 Procedure for Reduction

The needs of the District shall be the prime consideration used in determining which employees shall be non-
renewed. In the implementation of staff reductions under this section, individual employees shall be selected for
full or partial nonrenewal in accordance with the following steps:

A. Step One - Attrition: Normal attrition resulting from employees retiring or resigning will be relied upon to
the extent that it is administratively feasible in implementing reducing staff.

B. Step Two — Melunteers Voluntary nonrenewal: Melunteers Voluntary nonrenewals will be-ren-renewed
first be considered first and —Fhe-Bistriet will be provided the-velunteer(s) with a nonrenewal notice.
Requests for velunteers voluntary renewal will be sent to employees within each grade level, departmental
and certification area. An employee who volunteers to be non-renewed under this section will put their
request in writing. Velunteers Voluntary nonrenewals will only be accepted by the District if in the District's
opinion the remaining employees in the department/certification area are qualified to perform the remaining
work. Velunteers Voluntary nonrenewals will be treated as a District directed nonrenewal under this
section of the Handbook.
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C. Step Three - Selection for Reduction/Non-renewal: The elimination of a position does not necessarily
mean the teacher educator occupying the position will be dismissed. When determining who will be non-
renewed as part of a Reduction in Force, the district will consider the following criteria:

1. Educational Nneeds of the District:—Will-be-those-needs as identified and determined by administration.

2. Qualifications:—including, but not limited to specific skills, certification [if applicable], training, Bistriet
evaluatiens; etc.

3. Qualifications of the Rremaining Eemployees in the Ggrade Llevel, Bdepartment or Ccertification Aarea:

Relevant-qualifications-will be these-experiences-and-training considered that best relate to the

position(s) to be maintained and District needs. Fhese-eExperiences shall include but not be limited to
current and past assignment and practical experience in the area of need.

4. Performance-of-the-Employees:—Performance of the employees under consideration as previously and

currently evaluated.

5. Length-of Service-of the Employee:—Although length of service in the District will be considered when

non-renewing employees, it will not be the sole deciding factor in any decision regarding who will be
non-renewed. Employees, who are non-renewed, do not have any right to displace or “bump” another
employee. The District currently maintains a length of service list for “Years of Service” awards, which
can be used for a reference.

2.5.04 Reduction in Hours Resulting in Non-renewal

Employees who are non-renewed and such non-renewal results in a reduction in hours shall not lose any
benefits they have accrued. Benefits are defined as length of service and sick leave earned as an employee.

Reduced-in-time-eEmployees with a reduction in hours shall-be-treated-as-part-time-employees-under-this
Handbeelcand shall accrue additional benefits aceerdingly based on their part-time status.

2.5.05 Reemployment

The hiring of employees shall be determined based on the need for the most qualified candidate. An employee
who has been non-renewed by the District; may apply for any open position for which the employee is qualified,
but the employee does not have any right to be recalled to a position.

Ir-ealeulating an-employee’slength-of service-to-thedistriet,any tTime allocated to a non-renewal will not be

included when calculating an employee’s length of service to the District.

Non-renewed employees shall suffer no loss of sick leave or other accrued benéefits if rehired within three (3)
years.

2.5.07 Professional Development Learning and Other Training for Part-Time Employees

The District may require teachers educators to attend professional development and other training, either of
which may occur outside of employees’ regular hours of work. Professional Beveloprment Learning hours will be
prorated based on the employee’s FTE. Additional compensation (if any) for such training shall be determined

by relevantlaw[FLSA]-and District policy.
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Section 6—Professional Compensation

2.6.02 Initial Salary Schedule Placement

Upon initial employment in the District, the Superintendent or designee, at their own discretion, will determine
an initial salary for new employees following the guidelines established in the Certified Employee’s

Compensation System Plan Document.

Section 7—Early Retirement

2.7.01 Early Retirement

Any teacher educator retiring under the Early Retirement Plans defined in 7.02, 7.03, and 7.04 thisplan-shall
write a letter to the Superintendent and Executive Director of Human Resources on or before February 1 of
the last year of proposed regular employment expressing their intent to participate in the early retirement
program. An exception may be approved by the superintendent and/or designee in cases of provable emergency
or extenuating circumstances.

Any teacher educator retiring under this plan shall be carried to the completion of their program.

Early retirement (stipend or insurance) cannot begin during the school year except for special circumstances
approved by the Superintendent. This program cannot be used in conjunction with disability insurance.
Employees who are given approval to retire during the school year are not eligible to receive the benefit of the
increased stipend of the next year's settlement.

2.7.02 Early Retirement Stipend

For employees hired before July 1, 2004, the Board shall offer an early retirement stipend to teachers educators
who elect to retire, provided the teacher educator has attained the minimum age of 55 and has a minimum of
25 years of teaching experience (these years are years of service as defined below in Part Il, Section 7.04 and
not necessarily seniority years) of which fifteen (15) were in the Eau Claire Area School District. The amount of
the stipend shall be 25% of teacher educator base. An additional one percent (1%) of the amount will be paid
for each year of service at the Eau Claire Area School District beginning with the sixteenth (16th) year through
the twenty-fifth (25th) year (to a maximum of 35%).

The stipend will be paid monthly over a five (5) year term.
2.7.03Early Retirement Insurance for Employees Hired Before July 1, 2008

For employees hired before July 1, 2008, the Board shall offer an early retirement insurance contribution to
teachers educators who elect to retire, provided the teacher educator has attained the minimum age of 55
and has a minimum of 25 years of teaching experience (these years are years of service as defined below in
Part I, Section 7.04 and not necessarily seniority years) of which fifteen (15) were in the Eau Claire Area
School District.

A= Premium Contribution. The Board will provide to all early retirement program participants hospital-
surgical, prescription drug, and dental insurances until the employee becomes eligible for Medicare. No
retiree may remain in the District’s health insurance group after becoming eligible for Medicare. The
District’s contribution will be capped at the dollar amount in effect on the date of retirement.

B. Health Insurance. For teachers educators retiring at age sixty-two (62) with fifteen (15) years of service
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to the Eau Claire Area School District, the Board will provide hospital and surgical insurance until they
qualify for Medicare if the teacher notifies the Superintendent of their intent to retire no laterthan
February 1 of the last year of proposed regular employment. No retiree may remain in the District’s
health insurance group after becoming eligible for Medicare.

C. Dental Insurance. For teachers educators retiring at age sixty-two (62) with fifteen (15) years of service
to the Eau Claire Area School District, the Board will provide dental insurance until they qualify for
Medicare if the teacher notifies the Superintendent of their intent to retire no later than February1 of
the last year of proposed regular employment.

D. Combined years of service for early retirement health and dental insurance benefit: Feachers
Educators retiring at age fifty-five (55) with a minimum of 25 years of service to the ECASD, of which
fifteen (15) must have been teaching years of experience qualify for the premium contribution benefit
listed in Part I, Section 7.03 (A) above.

2.7.04 Defined Contribution (Early Retirement) for Employees Hired On or After July 1, 2008

Feachers Educators hired on or after July 1, 2008, who retire from the District and are at least 56 years of age
and have completed at least 15 years of local teaching/administering in the District, will receive a district
contribution to an HRA account of $2,500 for each year of local teaching/administering (plus interest at the
applicable federal rate (AFR) each June 30).

Feachers Educators working less than full-time shall have their defined contribution prorated to correspond to
their work day. The amount deposited will reflect the-teacher’s educator’s full-time equivalency on the date the
contribution is made to the HRA account.

Employees working under LTE contracts will receive a defined contribution in the year they are working as an
LTE. If the employee is not rehired the following year under an LTE or permanent contract the defined
contribution will be forfeited.

Prior to 2009-10 school year, employees employed less than .5 FTE were given a half-step credit on the salary
schedule and a .5 year of service towards longevity and ECASD early retirement.

Beginning with the 2009-10 school year, half-steps were removed from the salary schedule and it was
determined that one year of credit would be given for each year worked toward longevity and ECASD early
retirement.

Section 8—Discipline, Termination, and Nonrenewal

2.8.01 Standard for Nonrenewal for Teachers-Educators

§118.22, Wis. Stats., sets out the procedures the District must follow in order to not renew a teacher’s
educator’s contract. In order to demonstrate that its decision to not renew a teacher’s contract is performance
based, the District must give the teacher educator notice that their performance is perceived as deficient and
advise the teacher educator as to why their performance is not deemed acceptable. Performance deficiencies in
the-elassroom ordinarily break down into one of three categories: 1) pedagogic inadequacies; 2) deficient
subject matter knowledge; or, 3) inability to maintain a elassreem learning environment which is conducive to
learning (lack of elassreem control). Prior to being nonrenewed, a continuing teacher educator must be placed
on “intense-supervision” a “Plan of Improvement” as defined in Part Il, Section 3.02 (C). Thus, in addition to
notice of the perceived deficiencies, the District shall give the teacher educator advice as to how to correct the
performance concerns and time to correct them. If the teacher educator fails to improve sufficiently in meeting
the identified performance concerns, the administration shall make a recommendation to the Board to
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nonrenew unless the nonrenewal is contrary to public policy or is motivated by the fact the teacher educator is
a member of a protected group as identified in the Wisconsin Fair Employment Act or federal law. A majority
vote of the full Board is required to non-renew. Four (4) votes constitute a majority vote. The nonrenewal of an
teacher educator, under this paragraph, shall not be deemed a “termination” under the grievance procedure in
District Policy.

2.8.02 Standard for Discipline and Termination

An teaeher educator may be disciplined or terminated for “cause” during the term of the individual contract.
Such discipline or termination shall be subject to the grievance procedure provisions of this Handbook. “Cause”
is defined as the following:

A. There is a factual basis for the discipline or termination: The factual basis must support a finding of
employee conduct in which the District has a disciplinary or termination interest. See Part I, Section 1.023
(G).

B. Reasonableness of the penalty: The particular discipline or termination imposed by the District must not be
unreasonable.

Part Il - Non-Exempt Staff Without Individual Contract
Under §§118.22 or 118.24, Wis. Stats.

Section 2—Hours of Work and Work Schedule

3.2.05 Additional Hours and Overtime - Approval and Assignment

C. Pay Rate for Overtime: Time worked over forty (40) hours per week is paid at one and one-half (1.5)
rate. Time worked over forty (40) hours per week does not include sick, vacation, bereavement, holiday,
personal leave time or any other paid time off. The reason for overtime must be indicated on the frent-of
the employee’s time card and include a signature of immediate supervisor. For the sole purpose of
determining the appropriate pay period for the receipt of overtime pay, a week is defined as a pay period
starting at 12:00 a.m. on Saturday and ending at 11:59 p.m. on Friday (see Part I, Section 67.04).

D. Custodial Pay: Certain emergency situations may occur which will require custodians to work beyond
scheduled work hours. All hours worked over forty (40) per week shall be paid at one and one-half (1.5)
times the regular rate of pay. Time worked over forty (40) hours per week does not include sick, vacation,
holiday, bereavement, personal leave time or any other paid time off. Double time shall be paid for all hours
of work performed on Sundays. However, employees who are scheduled to work a Wednesday through
Sunday shift shall be pald double time for all hours of work on Tuesday, instead of Sunday En+p49yees—whe

FHd-ay—ms%ead—efé}u-nd-ay—Hohdays worked out5|de of an employee s regular schedule shall be paid at double
time for all hours worked on such holiday. Overtime shall be distributed equally among all employees
insofar as reasonably practicable.
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3.2.06 Lunch Period

All employees who work six (6) hours or more per day will be granted provided an unpaid half-hour lunch
period, which shall be duty free. Lunches shall be scheduled by the immediate supervisor and cannot be used to
arrive late, leave early, or extend other break periods.

Buildings & Grounds employees who work; second and third shift; have a 30 minute paid lunch included in their
eight (8) hour shift.

Food & Nutrition employees who work two hours or more are entitled to their choice of free breakfast or
lunch and a fifteen (15) minute, unpaid, duty-free break.

3.2.07 Breaks

Employees scheduled to work at least four (4) hours per work day shall receive one (1) fifteen (15) minute paid
break. Employees scheduled to work at least seven and a half (7.5) hours per work day shall receive two (2)
fifteen (15) minute paid breaks. Breaks shall be scheduled by the immediate supervisor and cannot be used to
arrive late, leave early, or extend an unpaid lunch period.

Buildings & Grounds employees who are scheduled to work at least twelve (12) hours or more per work day
shall receive two (2) twenty (20) minute paid breaks instead of two (2) fifteen (15) minute paid breaks.

Section 3—Reduction in Force, Positions, and Hours

3.3.02 RIF/Layoff Notice

A. It will refer the employee to the RIF provision in this Handbook. RIF is defined in Part I, Section 1.023 (H).

3.3.03 Selection for RIF - Steps

In the implementation of staff reductions under this section, individual employees shall be selected for full or
partial layoff in accordance with the following steps:

A. Step One - Attrition: Nermalattrition-resultingfrom eEmployees retiring or resigning will be relied upon
to the extent that it is administratively feasible in implementing layoffs.

B. Step Two - Voluntary Separation Velunteers: Volunteers Employees who participate in voluntary
separation will be laid-off first. The District will provide the volunteer(s) with a layoff notice. An employee
who volunteers to be laid off will put their request in writing. Volunteers will only be accepted by the
District if in the District's opinion the remaining employees in the job category are qualified to perform the
remaining work. Volunteers will be provided with all procedures under this section of the Handbook.

C. Step Three - Selection for Reduction/Layoff: The elimination of a position does not necessarily mean the
employee occupying the position will be dismissed. When determining who will be laid-off as part of a
Reduction in Force, the district will consider the following criteria:

1. Needs of the District: Will be those needs as identified and determined by administration.

2. Qualifications: Including, but not limited to specific job skills, certification [if applicable], training,
District evaluations, etc.

3. Qualifications of the Remaining Employees in the affected position: Relevant qualifications will be those
experiences and training that best relate to the position(s) to be maintained and District needs. These
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experiences shall include but not be limited to: current and past assignment and practical experience in
the area of need.

4. Performance of the Employees: Performance of the employees under consideration as previously and
currently evaluated.

5. Years of Service of the Employee. The District currently maintains a length of service list for “Years of
Service Awards”, which may be used for reference.

Although length of service in the District will be considered when laying-off employees, it will not be the

sole deciding factor in any decision regarding who will be laid-off. Empleyees;wheo-are-laid-off;-do-not-have
. I l I' I “l ” I I |

3.3.04 Reduction in Hours

Employees who are reduced in hours shall will not lose any benefits they have already earned. For this purpose,
benefits are defined as length of service, earned as an employee. Reduced in time employees shall be treated as
part-time employees under this Handbook and shall accrue additional benefits accordingly based on their part-

time status.

3.3.05 Reemployment

The hiring of employees shall be determined based on the need for the most qualified candidate. An employee
who has been laid-off by the District, may apply for any open position for which the employee is qualified, but
the employee does not have any right to be recalled to a position.

In calculating an employee’s length of service to the district, any time allocated to a lay-off will not be included.

Employees who are laid-off shall will suffer-re-less-ef- maintain their sick leave er and other accrued benefits if
rehired within three (3) years.

Section 4—Assignments, Vacancies, and Transfers

3.4.02 Job Posting

When a position becomes vacant or a new position is created, notice of such available position shall be posted
internally and externally simultaneously for a minimum of five (5) business days. The District retains the right to
temporarily fill vacant positions at its discretion. At a minimum, Vvacancies will ealy be posted on the
District’s_website electronic application system. A District employee, who is selected for a vacancy, may be
returned to the employee’s former position by the immediate supervisor within ten (10) business days. The
decision to return the employee to their former position is not subject to the grievance procedure.

3.4.04 District Ability to Select the Most Qualified Applicant

In an effort to secure the most qualified applicant for any position, the District will utilize the posted job
description in conjunction with qualifications related to the position which exceed the minimum requirements
listed in the job description when considering both internal and external candidates.
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Section 7—Wage Compensation and Expenses

3.7.01 Uniforms, Protective Clothing and Tools

A. Custodial Uniforms:

1. All custodial employees of the District
Nictrict a o duniforrmwhile_onth

y )

Bistriet—will be furnished with a District approved uniform consisting of jackets, gloves, and work shirts.
The District will furnish these uniforms on a schedule that ensures custodians have appropriate and
functional uniforms. The District will select style, color, and type of fabric to ensure appropriate District
branding.

2. Allemployeesshall-berequired-to-clean-and-maintain-their-worlk-shirts—To ensure cleanliness and

maintain professional appearances, custodial employees will launder their own uniforms.

B. Protective Footwear: The District may also supply appropriate work boots for selected employee groups.
Employees will be required to wear their work boots while on the job.

C. Personal Protective Equipment: The Board shall provide the protective clothing and equipment necessary
for employees to perform their jobs. The Board reserves the right to determine the style and the type of
protective gear to be used. Any employee who receives protective gear shall be responsible for such items.
All items of protective clothing shall remain the property of the Board and shall be worn while working on
an assigned school job. All issued items of protective clothing shall be inspected by the employee prior to
each use. All damaged protective items and clothing must not be used and reported to the immediate
supervisor and/or designee.

D. Tools: The District will furnish, without cost to the employees, tools considered necessary by the District
for the employee to perform their normal duties. Any replacement of hand tools deemed necessary by the
District will be furnished by the District without cost to the employee, except where loss due to negligence
or willful destruction is apparent in which case the employee will be billed for the School District's
replacement cost.

E. Food Service Employees are required to wear effective hair restraints and shoes that are compliant with
Wisconsin Food Code.

3.7.02 Bodily Fluid Increment

As part of their job description, if a Special Education Assistant performs any of the specific tasks listed below
on a daily basis, they will be recommended for the stated increment.

Other Eemployees who voluntarily perform the following tasks will be compensated four (4) percent above
their base wage: diapering, catheterization, tube feeding, credeing, urostomy, cleaning trachea tube, adult
hygiene to include assisting with menstruation, special dietary feeding and any other situation that includes
possible exposure to bodily fluids on a daily basis. Recommendation for the four (4) percent increment should
be made from the building principal to the Director of Special Education. The decision to award the increment
is the sole responsibility of the Director of Special Education.

Employees, other than Health Care Assistants, will neither be requested nor required to administer rectal
Valium or any other non-oral medication.
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Section 8—Job-Related Training and Licensure

3.8.01 In-Service Training

The dDistrict within-its-diseretion-may provide appropriate paid in-service training to each employee.

3.8.04 License Renewal Reimbursement

Special Education Assistants and Health Care Assistants who have been employed by the District foratleast

thirty-days-and-have-werked-a-minimum-of-twenty-five-hours and who are required by the District and by the

Department of Public Instruction to possess a DPI Special Education Aide License #883 O070 shall be
reimbursed by the District for the cost of or renewal of DPI #883 O070 license fee. Proof of payment is
needed for reimbursement to the employee. Reimbursement request must be made no later than 90 days after
DPI license fee paid; this request is made to the Business-Office Human Resources Office.

Other licenses applicable to reimbursement also follow the same expectations.

Section 12—Discipline and Discharge

3.12.02Standard for Discipline and Termination

A. Probationary Employee: Probationary employees may be disciplined or terminated for reasons that are not
illegal or discriminatory. Such discipline or termination shall not be subject to the grievance procedure
provisions of this Handbook Part 1, Section 56.03.

B. Non-Probationary Employee: An employee may be disciplined or terminated for “cause.” Such discipline
or termination shall be subject to the grievance procedure provisions of this Handbook. “Cause” is defined
as the following:

1. There is a factual basis for the discipline or termination: The factual basis must support a finding of
employee conduct in which the District has a disciplinary or termination interest. See Part 1, $:02 1.03
(G)-

2. Reasonableness of the penalty: The particular discipline or termination imposed by the District must
not be unreasonable.

Part IV - Staff With Individual Contracts Under §118.24, Wis.
Stats., Executive, Administrative, and Academic
Administrative Employees

Section 1—Job Responsibilities

4.1.01 Professional Competence

As leaders of the District, Aadministrators shall perform at a professional level of competence the services,
duties and obligations required by the laws of the State of Wisconsin and the rules, regulations and policies of
the District and the School Board which now exist or which may be hereinafter enacted by the District and the
School Board. The Beard District shall furnish administrators with a written copy of all rules, regulations and
policies now in effect or becoming effective during the term of the administrator’s contract.
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4.1.04 Job Description

With the oversight of the Superintendent, the Human Resources Department will maintain written job
descriptions of each administrator’s serwces, dutles, and obllgatlons, WhICh will be available on the District’s
website. ipti i

4.1.05 Attendance at School Events

Administrator attendance at after school events provides an opportunity to building relationships with students
and families and demonstrates the administrator’s support of the students and staff participating in these events.
The District provides many numerous opportunities outside of school for students to gain additional academic
and social/emotional success. It is the expectation that staff attend these functions in areas that are specific to
their content area, as a way to show support of students, families and the school. These may be an open house,
music program, art show, and/or other District or building events that occur after the normal workday. VWhen
given at least thirty (30) calendar days’ notice of such events, administratorssien should-make-an-effort are

encouraged to attend or have representation present as often as possible. tis-understood-that-attending-every
school-event-is-hot-viable:

Section 2—Work Schedules

4.2.01 Work Schedules for Administrative Staff

The Superintendent shall set the work schedules of all administrators, factoring in the setting of the work
schedule, and the days and terms of employment specified in the administrator’s individual contract.

employees are generally expected to work forty (40) hour work weeks. Professional staff (exempt personnel in
accordance with the Fair Labor Standards Act) such as directors, principals, and assistant principals, are
expected to report for duty for at least eight hours each day, excluding a 30-minute lunch break. Administration
schedules may vary beeause-of due to staggered-starting building start times and job responsibilities.

A. The periods of employment for the various administrative positions shall be as follows:

Position Schedule ‘
Directors of Teaching and Learning 260 Days
Principal

Assistant Principal/Athletic Director — 12 month

Assistant Principal — 12 month
Aoch Princinal— 11 I 237D
Assistant Principal — 10 month 209 Days

B. The period of employment for principals shall be twelve months. Under normal circumstances, it is
expected that the principal will be on duty during the time school is in session and for two-week periods
before and after the regular school year. Exceptions to this expectation shall be approved by the
sSuperintendent. It is recognized that certain evenings, weekends and non-school year periods of work are
necessary in order to accomplish the tasks that are an essential part of these positions.
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4.2.03 Vacation

A. Twelve-month administrators will be granted four or five weeks of vacation (see below) for an employment
period starting July 1 and continuing through June 30. Up to ten (10) days not used during any given year
may be carried over to the next year. Administrators employed after July 1 or leaving the district prior to
June 30 will have their vacation prorated.

B. Administrators employed full time on a twelve-month basis will earn-vacation be granted vacation based on
the following schedule:

1. Date of hire through 10 years equals 20 days per year.
2. 1 month of 11% year and thereafter equals 25 days per year.

C. Vacation time may be taken with the approval of the Superintendent or designee, any time during the
twelve-month period. Absences should be reported in the District’s absence management system in

accordance with attendance reporting procedures. reports-must-be-filed-with-the-immediate-supervisor

4.2.04 Holidays

Twelve month employees will receive the following paid holidays:
January 1
Good Friday
Memorial Day
July 4
Labor Day
Thanksgiving Day
Friday after Thanksgiving
December 24
December 25
December 31+
LaberDay
Thanksgiving D
M 2l D
Jeby4
Ten-month employees will receive the following paid holidays:
Labor Day
Thanksgiving Day

Memorial Day
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Section 4—Administrative Evaluation

4.4.01 General Provisions

Administrators shall receive evaluations based on position descriptions, including job related activities, and shall
include observation of the administrator’s performance as part of the evaluation data.

An administrator identified as in “need of assistance” and placed on “intensive-supervision” a ‘Plan of
Improvement” is deemed to have an unsatisfactory evaluation and is ineligible to advance on the salary schedule
for the following year as outlined in the Compensation System Plan Document.

4.4.03 Evaluators

The superintendent is responsible for the evaluation of administrators and shall either perform those
evaluations him-er-herself themself or shall direct that those evaluations be performed by other persons who
have the training, knowledge and skills necessary to evaluate professional administrative school personnel.

Please refer to Staff Evaluations in the following District policy: Board Docs 226.

4.4.04 Educator Effectiveness

Evaluators of principals or assistant principals must hold an active administrator license (Pl section 34.32). Per
preparation program content guidelines, only educators holding an active Superintendent license have received
the training, knowledge, and skills necessary to evaluate professional school personnel. Should the
superintendent require assistance to address capacity, the Superintendent could enlist an educator with an
active Director license to support the evaluation process. Specifically, preparation programs provide the
training, knowledge, and skills necessary for directors to “collaborate” with superintendents regarding
evaluations of principals and assistant principals. Should the superintendent require a greater level of assistance
from the director, the director could take full responsibilities for the evaluation of principals and assistant
principals if the Superintendent and school board have ensured that the director has “the training, knowledge,
and skills necessary to evaluate professional school personnel.” Pl § 8.01(a)(2)(a). Similarly, a superintendent
could enlist the principal to conduct the evaluations of assistant principals if the superintendent and school
board have ensured the principal has “the training, knowledge, and skills necessary to evaluate professional
school personnel.” /dE

Section 6—Life Insurance

Eligible administrators are provided Fhe-Board-shall-provide life insurance to-eligible-administrators; as outlined
in Part |, Section 168.05.

The Board of Education will pay for a term group life insurance policy for a $65,000 universal life policy.

Section 7—Post-Employment Benefits

4.7.01 Post-Employment Benefits by Hire Date

F. Any administrator retiring under this plan shall write a letter to the Superintendent on or before Mareh*1
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January 1 of the last year of proposed regular employment expressing the administrator’s intent to participate in
the early retirement program.

Section 8—Discipline and Nonrenewal

4.8.03 Reduction in Force

The needs of the District shall be the prime consideration used in determining which employees shall be laid off.
In the implementation of staff reductions under this section, individual employees shall be selected for full or
partial layoff in accordance with the following steps:

A. Step One - Attrition: Normal attrition resulting from employees retiring or resigning will be relied upon to
the extent that it is administratively feasible in implementing reducing staff.

B. Step Two - Volunteers: Volunteers will be non-renewed first. The District will provide the volunteer(s)
with a nonrenewal notice. Requests for volunteers will be sent to employees within each grade level,
departmental and certification area. An employee who volunteers to be non-renewed under this section will
put their request in writing. Volunteers will only be accepted by the District if in-the-Bistrict's-opinion the
remaining employees in the department/certification area are qualified to perform the remaining work.
Volunteers will be treated as a District directed nonrenewal under this section of the Handbook.

Part V - Non-Affiliated Employees

Section 1—Employee Groups and Status

5.1.01 Employee Group and Status®*
The following employee job titles are in the following groups:

Group 1-Non-Exempt:
Administrative Assistant to Superintendent
Executive Assistant to-Administration-Services
E e Acci Busi Servi
E T H R
E T Teachi !y ;

Executive Assi Soocial Educati
Excocutive Assi Seudent Servi

Human Resources Generalist
Teaching and Learning Administrative Specialist

Group 2-Exempt*:
D £ Buildings & G I

Director of Food & Nutrition

Group 3- Exempt*:
Building Services Manager
Eacilities Planning_M
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General Manager of Operations
General Manager of Facilities

Finance Manager

Homeless and Homebound Coordinator
HR Manager

HRIS Data System-&Projeet-Specialist
Information Analyst

Kitchen Manager (207 and 237 days)
Payroll-Manager

Purchasing Manager

Safety and Security Manager

Senior Accountant

Senior Finance Specialist

Student Information System Specialist
Technology Coordinator

Technology Lead Systems Engineer
Technology Service Supervisor
Technology Systems Engineer

Group 5-Exempt*:
Special Education Parent Facilitator
Student Success Advocate

Group 6-Non-Exempt:
Headstart Secretary

Title 4 Readine P hio Coordi

American Indian Education Coordinator

Group 7-Non-Exempt:
Crossing Guards

*Employees in Group 2, 3, 4, 5, are professional employees (exempt) as defined by the Federal Fair Labor
Standards Act and the Wisconsin Municipal Employee Relations Act, § 111.70(1)(L), Wis. Stats.

+Employees follow Handbook Language in Part 1 and Part 3.

Section 2 - Group 1 Non-Exempt Employees

5.2.01 Work Schedule & Hours of Work

A. Length of eentract-calendar: Administrative/Executive Assistants are employed on a 12-month basis.

5.2.087Evaluations

A. Evaluation: The primary purpose of evaluation is to provide continuous improvement in the quality of
service to the community/students/staff of the District.

Proposed 2023-2024 ECASD Employee Handbook Modifications
For School Board Review 08.21.23 45



B. Procedures and Instruments: The District will orient all new employees regarding evaluation procedures
and instruments. If an instrument is changed, all affected employees will be reoriented.

C. Frequency: The frequency of evaluations shall be annually.

D. Receipt of Evaluation: Each employee shall receive a copy of their evaluation. The employee will be
expected to sign their evaluation but only to acknowledge receipt of the same.

E. Comments, Disputes: The employee may respond in writing with their comments attached to the
completed evaluation.

F. Employee Evaluations for Compensation Level Advancement: It is a requirement of the District
Compensation System Plan for an employee to earn a satisfactory evaluation in order to be eligible for level
advancement on the salary schedule. A satisfactory evaluation is defined as the evaluation document having
the box “Satisfactory” marked. Supervisory notes indicating areas for improvement or focus does not
indicate an unsatisfactory evaluation.

Section 3—Groups 2, 3, 4, 5 Exempt Employees

5.3.01 Professional Hours of Work

Although professionals’ work is not limited to any specified number of hours or days per week, the professional
hours of work for full-time employees is normally 40 hours per week. The actual core hours for each building
shall be established by administration.

A. The concept of professional hour’s means that employees’ hours are based upon the completion of the
employee’s duties at their assigned building and the needs of the District.

B. Employees are responsible for the completion of their duties as set forth in the job description and those
other duties specific to each position.

2= Employees attend administratively-called-meetings-and-all meetings set forth in Section 1.02. It is not the

intent of the professional hours section to require more or fewer meetings and conferences.

5.3.02 Flex Time

It is understood that employees have many work obligations outside of the work day and will be
allowed to conduct personal business during the work day when necessary. Extended absences from the
work place will should be arranged with the immediate supervisor

5.3.03 Vacation

Twelve-month employees shall be granted vacation time (see below) for an employment period starting July 1
and continuing through June 30. Up to five (5) days not used during any given year may be carried over to the
next year. Employees employed after July 1 or leaving the District prior to June 30 will have their vacation
prorated.
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Employees may schedule their vacation any time fremJuly1-tojune30, subject to approval by each immediate

supervisor.

A. Group 2 employees will be granted vacation based on the following schedule:
Years of Service Vacation Days
Up to ten (10) Years.....covcereveerencereneremsenemsescnseesseeenes 20 days
After ten (10) YEars ......ccvrecrencnencenercnecnseceneeeseeanes 25 days

B. Group 3 (with exception of Kitchen Managers) will earn be granted vacation based on the following schedule:
Years of Service Vacation Days
Date or hire through 5 years ......ccccovvnvcnncnnnncnnencnnee 10 days
61 month through 9 years ..........ccccoceevevenenennennenseneenee 15 days
1 month of 10* year through 19 year .........ccccouuee.... 20 days
1 month of 20* year and thereafter..........ccccoevrrrunne.. 25 days

C. Kitchen Managers who are employed for 207 days (which includes 3 float days) and hired prior to July 1,
2017 are eligible for five (5) vacation days. Unused vacation days do not carry over to the following year.
Kitchen Managers who are employed for 207 days and hired prier-te on July 1, 2017 or after, are-eligiblefor
these-days-are not eligible for vacation. Kitchen managers who are employed for 237 days (which includes 4
float days) are not eligible for vacation.

Section 5—Post-Employment Benefits

5.5.01 Post-Employment Benefits

Early EarIK

Retir etirement

eme Insurance

rs\t
tipe

ndP

Defined Contributions

Group 2

bi ¢ Buildings &G

Director of Food & Nutrition

N/A N/A Hired into this position on/after
7/1/2008

Employees who have completed five years of
service to the District, will receive an annual
district contributionto an HRA account of
$5,000 for each of the first five years of
employment at a maximum of

$25,000 (plus interest at the applicable
federal rate (AFR) eachjune 30).

Employees working less than full-timeshall have
their defined contribution prorated to
correspond to their full- time equivalency. The
amount deposited will reflect the employee’s
full-time equivalency on the date the
contribution is made to the HRA account.

Employees working under LTE contracts will
receive a defined contribution in the year they
are working as an LTE. If the employee isnot
rehired the following year under an LTE or
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permanent contract the defined contribution will
be forfeited.

Group 3
Building Services Managers
Eacilitios Planning M
Finance Manager
Homeless and HomeboundCoordinator
General Manager of Operations
General Manager of Facilities

Kitchen Managers (207 and 237
day)

Purchasing Manager

PayrollManager
HR Manager

HRIS Data System-&Project

Specialist

Information Analyst

Safety and Security Manager

Senior Accountant

Senior Finance Specialist

Student Information System Specialist
Technology Coordinator

Technology Lead SystemsEngineer

Technology Service Supervisor
Technology SystemsEngineer

N/A

Hired into this position
prior 7/1/2008

Hired into this position on or after
7/1/2008

For employees retiring at age 55 or
older, with 15 years of service to the
Eau Claire Area School District,

the Board will provide hospital,

Employees who have completed five years of
service to the District, will receive an annual
district contribution

to an HRA account of $3,000 for
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surgical, prescription drug, and
dental insurance until they become
eligible for Medicare. The amount
deposited shall be the district
contribution on the date of
retirement.

each of the first five years of
employment at a maximum of

$15,000 (plus interest at the applicable
federal rate (AFR) eachjune 30).

Employees working less than full-timeshall have
their defined contribution prorated to
correspond to their full- time equivalency. The
amount deposited will reflect the employee’s
full-time equivalency on the date the
contribution is made to the HRA account.

Employees working under LTE contracts will
receive a defined contribution in the year they
are working as an LTE. If the employee isnot
rehired the following year under an LTE or
permanent contract the defined contribution will
be forfeited.

Group 5

Special Education Parent Facilitator

N/A

Hired into this position
prior to 7/1/2008

Hired into this position on or
after 7/1/2008

Headstart Secretary

Title 4 ReadingP iCoordi

prior to 7/1/2012

R fian Educati
Coordinator
Same as Group 3. Same as Group 3.
Group 6 Hired into this position Hired into this position on or

after 7/1/2012

American Indian Education

Coordinator

The Board of Education shall offer
to provide medical insurance
coverage, which consists of medical
insurance premium and potential
HRA contributions, and dental
insurance to all retirees who have
reached the age of fifty-five (55) and
who have worked a minimum of
fifteen (15) years for the Eau Claire
Area School District, until the
employee becomes eligible for
Medicare.

The amount deposited shall be the
district contribution on the date of
retirement.

n employee retires at age 62, the
Board contributions for medical
insurancecoverage and dental
insurance set at the time of
retirement shall be paid until the
employee qualifies forMedicare.

Employees who have completed fiveyears of
service to the District, will receive an annual
district contribution to an HRA account of

$3,000 for each of the first five yearsof
employment at a maximum of

$15,000 (plus interest at the applicable federal
rate (AFR) each June 30). Employees working
less than full-time shall have their defined
contribution prorated to correspond to their
full-time equivalency. The amount deposited will
reflect the employee’s full-time equivalency on
the date the contribution is made to the HRA
account.

Employees working under LTE contracts will
receive a defined contribution in the year they
are working as an LTE. If the employee isnot
rehired the following year under an LTE or
permanent contract the defined contribution will
be forfeited.
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Section 6—Discipline and Termination

5.6.01 Standard for Discipline and Termination

A. Probationary Employee: Probationary employees may be disciplined or terminated for reasons that are not
illegal or discriminatory. Such discipline or termination shall not be subject to the grievance procedure
provisions of this Handbook Part 1, Section 56.

B. Non-Probationary Employee: An employee may be disciplined or terminated for “cause.” Such discipline
or termination shall be subject to the grievance procedure provisions of this Handbook. “Cause” is defined
as the following:

1. There is a factual basis for the discipline or termination: The factual basis must support a finding of
employee conduct in which the District has a disciplinary or termination interest. See Part 1, Section
1.023 (G).

2. Reasonableness of the penalty: The particular discipline or termination imposed by the District must
not be unreasonable.

Part VI — Athletic Coaching Staff

Section 1 - Introduction

6.1.07 Building Access and Security

The safety of District staff, students, families and community and the security of all District facilities is a Board
priority and the responsibility of all District staff members.

The District provides all staff with an employee identification (ID) badge. For safety purposes, each staff
member is required to wear their ID badge while working in their official capacity. ID badges are to be
prominently worn so the photo and name are visible to others. The ID should be worn between the shoulders
and waist on a clip or lanyard. The ID should not be defaced or altered with pins, stickers, decals, etc., as this
limits the ability of others to identify and confirm approved District staff quickly in an emergency situation.

For the security of all District facilities, staff members are to report a lost ID badge to their supervisor
immediately as this allows the disabling process to begin. To obtain a replacement ID due to damage or loss,
please contact the Administration Building Safety and Security Department Secretary.

Staff members who work in positions that make wearing an ID badge dangerous are provided District issued
clothing which identifies them as ECASD staff. In these situations, staff members are required to have their ID
badge on their person and available while working in their official capacity.
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6.1.19 Gifts and Donations

All gifts must be reported using the ECASD Gift Report form found in the ECASD Sharepoint Resource
Center under Business Services Documents HERE. All gifts must follow the Eau Claire Area School District
Gifting Guidelines which are as follows:

Gifting Guidelines

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.

The following guidelines have been created to assure that gifting relationships are based on sound educational
values, serve clear educational purposes, and promote the welfare of students. Some gift situations can be
complex, and decisions will be made only after careful consideration of interrelated factors.

1. Anyone wishing to make a gift to the District should first contact the administrator having responsibility for
the program to which the gift will apply. The administrator will give a copy of Beard District Policy Rule
840-R to the prospective donor. The administrator will contact the Director of Buildings and Grounds if the
gift will be attached to or will alter a building or site. The administrator will contact the Director of
Technology if the gift pertains to telecommunications or technology.

2. The Board reserves the right to accept or reject any gift from any organization or individual.

3. Al gifts shall become the sole property of the District to be used at the discretion of the Board, unless
otherwise specified in the gift.

4. The gift must be consistent with the values, goals, and objectives of the District.

5. The gift must not be in conflict with, or supersede, any provision of Beard District policy, philosophy, or
public law. Any gift that will limit the Board in respect to carrying out its policies must be approved by the
Board before any fund-raising or other solicitations take place.

6.1.29 Volunteer Process

Any individual volunteering to coach or otherwise assist an Eau Claire Area School District sponsored sport or
activity must complete a background check with the ECASD Human Resources department as well as complete
a Volunteer Agreement which must be kept on file at the school for which the volunteer serves. This
paperwork must be completed PRIOR prior to volunteering. Necessary forms can be found at the ECASD
Human Resources Office, by calling 715-852-30520, or by clicking HERE.

Section 2 - High School Coaches
6.2.06 Hiring of Athletic Coaches

Head Coaches should work with the Athletic Director to hire Athletic Coaches. Coaches who are ECASD
certified staff and are returning from the previous season do not need to re-apply to coach. Coaches who are
hourly ECASD employees must reapply and sign an updated Extra-Curricular Volunteer Agreement each
season. Coaches who are not ECASD employees must re-apply to coach each season.

If a need to hire an Athletic Coach is identified, the Athletic Director will request a vacancy be posted in
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WECAN-on the District’s electronic application system through the Human Resources department. The

Athletic Director and Head Coach will review applicants and select a candidate for hire. The Athletic Director

completes a “Request for Employment Action” to notify Human Resources.

6.2.08 Media and Publicity

All media requests should be directed to the Head Coach. Any requests made to the Athletic Director will be
redirected to the Head Coach.

The key to getting your athletic program’s message to the public is building and maintaining a good relationship

with all of the local media servicing your school area. Here are some steps to follow:

Begin with the premise that the media has a job to do with specific timetables and guidelines to follow.
Their job requires filling the pages of the newspaper or specific time slots on the radio/TV.

Coaches are encouraged to think of the media not as an adversary but as a voice for your entire athletic
program. Once you establish this working relationship, you can depend on the media when you need
their support.

Prepare for each season the same way teachers educators prepare to teach their classes. Good teachers
educators, which includes good coaches, create lesson plans to make sure everything will be covered
effectively and efficiently. Begin by setting a timetable for your complete season, beginning with the pre-
season report. Special events such as inter squad scrimmages, fundraisers, homecoming game, and
banquets are some, but not all, of the items that may be in your lesson plan. Remember that your
school is not the only school the media has to cover. Your school is more likely to receive adequate
coverage, if the media has adequate time to plan for your specific events.
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NEW LANGUAGE BELOW

Emergency School Closure

The expectations for staff during an Emergency School Closure vary depending upon the amount of
instructional minutes remaining in the school year calendar. All staff positions and expectations
during an Emergency School Closure are identified below.

. . Student Staff
Instructional Minutes . .
Expectations Expectations
If additional instructional minutes remain | Students will not have school. Staff will engage in Virtual
in the school year calendar: Professional Learning —which may

include collaboration, instructional
planning, coaching, mentoring, or

training.
If additional instructional minutes do not | Students will engage in virtual Staff will engage in Virtual
exist to account for school closure: learning. Instruction.

Virtual Professional Learning Days

On Virtual Professional Learning Days, principals may direct the work of staff for the equivalent of a
full workday. When direction is not provided, school staff are expected to work within the guidelines
outlined below:

Staff Member Expectations

Principals and Principals (or a designee):

TOSA’s e Are expected to ensure the safety of students who may show up during the first
hour of school.

e Should be prepared to assign responsibilities to hourly staff who choose to work
on this day.

e Are expected to engage their staff in professional learning, equivalent to a full
school day. Professional learning may be flexible, for example, outside normal
school hours, but on the same day.

e May work remotely if they can effectively implement the expectations.

Certified Staff Certified staff:
e May report to school or work remotely.
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e Are expected to engage in professional learning directed by the principal equivalent
to a full school day.

Times not directed by the principal may be flexible; for example, they occur outside normal
school hours, but should occur on the same day.

Hourly Staff Hourly staff will:
(School Year & e Report to school or work remotely on a Virtual Professional Learning Day.
12 - Month) e Receive direction from their principal/supervisor on professional development

opportunities or responsibilities to be completed throughout the day.

Food and Nutrition | Food and Nutrition staff hold unique positions in which the regular duties of the position
Staff are only needed when students are present.
Food and Nutrition staff:
e May choose to work on a Virtual Professional Learning Day and will receive
direction from their supervisor/director via email regarding work opportunities.
e May choose to take all or part of a personal day.

Staff who don’t have access to email should arrange in advance with the supervisor/director
regarding this communication.

Building and Buildings and Grounds staff will:
Grounds Staff e Physically report to work unless otherwise directed by their immediate supervisor.

Virtual Instructional Days

When additional instructional minutes are not available to cover emergency school closures, the
District will pivot to virtual instruction for any subsequent school closures. This will vary based on
level: early learning, elementary, and secondary. All school year staff may report to school or work
remotely unless otherwise specified below. In the event a position’s responsibilities are not
conducive to being performed remotely, the supervisor of that position will communicate
expectations to affected employees. When engaging in virtual instruction, staff are expected to work
within the expectations specified below:

Staff Member Expectations

Principals and Principals (or a designee)
TOSA’s e Are expected to ensure the safety of students who may show up during the first hour
of school.

e Should be prepared to assist with assigning responsibilities to hourly staff.
e Are expected to conduct regular administrative duties during Virtual Instruction.
e Should be available, if a family would want to schedule an appointment during one
of these days.
e May work remotely if they can effectively implement the expectations.
Designee: Principal, Assistant Principal, Teacher on Special Assignment (TOSA), Administrative Assistant,
Counselor
Virtual Work Expectations:
e Remain connected
e Attend all scheduled meetings via Teams
e Be available during normal working hours via phone and email. If unavailable, put on
your “out of office” message while away from your workspace.
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Virtual Instruction Expectations by Position

Staff Member

Expectations

Certified Teaching
Staff

Staff will:

e Post a message for students/families in Skyward, Canvas, or SeeSaw prior to the
start of the school day which outlines the learning expectations for the day and
includes a class/course Teams link.

e Follow the same daily schedule as on a typical school day.

e Post asynchronous learning materials in Canvas or SeeSaw.

e Staff may elect to provide synchronous lessons during the regularly scheduled class
period for students to participate. Synchronous lessons must be recorded so that
students that are unable to engage in the lesson can view later.

e Take attendance by student participation in the required course work.

e Be available to students through an open Teams call for questions or support
throughout the entire class period.

e Elementary: Schedule a Morning Meeting as part of your schedule and
communicate time to students/families. Staff will call any student/families who do
not attend the Morning Meeting.

Students will:

e Log into school email or Canvas/SeeSaw to view communications from teachers.

e Follow the same daily schedule as on a typical school day.

e Engage in virtual learning as communicated through Canvas or SeeSaw and/or
Teams.

e Participate in required course work to be marked present.

e Join the class/course Teams call during your regularly scheduled class period for
support or questions as directed by the teacher.

Coaches
(Instructional, Literacy,
SEL, TAG)

Coaches will:
e Follow your schedule for the day as much as possible in the virtual environment
(coaching cycles, data reviews, team meetings, professional learning planning).
e Follow direction from your principal.

Interventionists
(Reading, Math, SEL,
Behavior, Academic,
Social Emotional &
Academic, Social
Emotional & Behavioral)

Interventionists will:
e Follow your schedule for the day as much as possible in the virtual environment.
e See expectations for certified staff as above and follow when applicable.
e Follow directions from your principal.

Pupil Services
(Social Workers,
Counselors, School
Psychologists)

Pupil Services staff will:
e Follow your schedule for the day as much as possible in the virtual environment
(team meetings, family meetings, student check-ins, county connections).
e Follow directions from your principal.

Certified Special

Education Staff
(Special Education
Teachers, Adapted PE,
Speech and Language
Pathologists,
Occupational and Physical
Therapists)

Certified Special Education staff will:

e Deliver special education services as indicated in the IEP per the contingency plan
for virtual learning.

e Maintain same daily/weekly schedule as much as possible in order to meet the
needs of students.

e When a student has replacement of all minutes of a general education class (pull
out), special education teachers will follow the same expectations outlined above
for certified instructional staff. Please adjust as needed for students with significant
intellectual disabilities and/or students in cluster sites.
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e Give direction to special education assistants as to the supports/services students
need in a virtual environment.
Itinerant service providers may:
Continue to provide in-person services at daycares or in homes if it is safe to do so at any
point during the day.

Special Education

SEAs will:

Assistant e Support identified students under the direction of the special education teachers
(All Levels) and/or principal.
e Utilize District tools: Canvas, Seesaw, Microsoft Teams.
e Attend staff meetings via Microsoft Teams as needed.
Health Care HCAs will:
Assistant e Support identified students under the direction of the special education teachers

(All Levels)

and/or principal.
e Utilize District tools: Canvas, Seesaw, Microsoft Teams.
e Attend staff meetings via Microsoft Teams as needed.

General School

GSAs will:

Assistant e Assign aide to grade level(s) to support the teachers.
i eimeieiny Oy e Check ins with students as directed by teacher or principal.
e Utilize District tools: Canvas, Seesaw, Microsoft Teams.
e Attend staff meetings via Microsoft Teams as needed.
e Conduct other duties assigned at the discretion of the supervisor.
Bilingual BEAs will:
Education e Support identified students under the guidance of the EL teachers and Teaching
Assistant and Learning — EL program and communication support.
(All Levels)

e Utilize District tools: Canvas, Seesaw, Microsoft Teams.
e Attend staff meetings via Microsoft Teams as needed.
e Conduct other duties assigned at the discretion of the supervisor.

Medical School

Assistant
(All Levels)

MSAs will:
e Collaborate with school nurses to communicate with families and
maintain/complete health related supports/billing.
e Utilize District tools: Canvas, Seesaw, Microsoft Teams.
e Attend staff meetings via Microsoft Teams as needed.
e Conduct other duties assigned at the discretion of the supervisor.

Deaf & Hard of
Hearing

Interpreter
(All Levels)

DHH Interpreters will:
e Support identified students under the direction of the general or special
education teachers and/or principal.
e Utilize District tools: Canvas, Seesaw, Microsoft Teams.
e Attend staff meetings via Microsoft Teams as needed.

Head Start Head Start Classroom Assistants will:

Classroom e Engage in the building meetings and professional development.
Assistant e Collaborate with their assigned classroom teacher.

Secretary, Secretaries, Secondary Office Assistants, Registrars, and Finance Secretaries will:
Secondary Office e Continue with regular responsibilities.

Assistant, Registrar
& Finance Secretary

e Conduct other duties assigned at the discretion of the supervisor.

Instructional
Media &
Technology Clerk

Instructional Media & Technology Clerks will:
e Conduct additional technology assignments- imaging devices, problem solving,
distribution of devices/ hot spots.
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AliLevel) e Support teachers, along with Media & Technology Integration Specialist, learning
and utilizing the technology tools and resources that are available.

e Conduct District-level assignments regarding copy center and technology.

e Conduct other duties assigned at the discretion of the supervisor.

Athletic Assistant | Athletic Assistants will:

(HS Only) e Collaborate with Athletic Directors to determine practice and game cancelations.
e Continue with scheduling, modifying, and cancelling sporting events and
activities.

e Conduct other duties assigned at the discretion of the supervisor.

Skill Center Skill Center Assistants will:
Assistant e Set up schedules with students for Team meetings.
it ) e Assist with homework.

e Provide email reminders to students with missing work.
e Conduct other duties assigned at the discretion of the supervisor.

Partnership Partnership Coordinators and Family Services Facilitators will:
Coordinator e Develop a schedule with Principal based on the following responsibilities:
(All Levels) =  Work with the school secretary for family communications.

=  Work in collaboration with counselor(s) and social worker to support families
with other needs (food security, access to clothing, school supplies, etc.)

= Stay in contact with community organizations and relay information to
building staff and families.

and

Family Services

(I;aclj)litator = Conduct other duties assigned at the discretion of the supervisor.

re

Building and Buildings and Grounds staff will:

Grounds Staff e Physically report to work unless otherwise directed by their immediate
supervisor.

Food Service Food and Nutrition staff:

e May choose to work on a Virtual Learning or Instruction Day and will receive
direction from their supervisor/director via email regarding work opportunities.

e Who do not have access to email should arrange in advance with the
supervisor/director regarding this communication.

e May also choose to take all or part of a personal day.

Food and Nutrition staff hold unique positions in which the regular duties of the position are only needed when
students are present.

Late Start/Two-Hour Delay

In instances where an Emergency School Closure is only necessary for a short period of time before students
are able to resume a normal school day, a Late Start/Two-Hour Delay may be utilized. All staff positions and
expectations during a Late Start/Two-Hour Delay are identified below.

Staff Member Expectations

Principals and Principals (or a designee):
TOSA’s e Are expected to ensure the safety of students who may show up during the first hour
of school.
e Should be prepared to assign responsibilities to hourly staff who choose to work on
this time.
Designee: Principal, Assistant Principal, Teacher on Special Assignment (TOSA), Administrative
Assistant, Counselor
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Hourly Staff

(Staff who report primary
working hours in TimeCard
Online)

Hourly Staff:
e To be paid correctly on the Two-Hour Delay day should communicate with their
supervisor as to how they will work their hours on that day or work their total hours
within the same week.

Building and
Grounds Staff

Buildings and Grounds staff:
e Physically report to work unless otherwise directed by their immediate supervisor.

All Other Staff

All Other Staff:
e Should report no later than two hours after their regularly scheduled start time.

Sick & Personal Time

The Employee Handbook Section 1.11 Sick Leave and Section 1.14 Personal Leave, reference the applicable use
of paid time off and apply to Virtual Professional Learning Days and Virtual Instruction Days. The criteria for
utilization of a paid sick day and the process for requesting and receiving approval or a personal day is listed
below. In most instances, a personal day requires a 10-day advanced notice. In instances of an emergency or
extenuating circumstances in which the advanced notice may be waived, the request requires authorization by
both the immediate supervisor as well as human resources.

Type of Leave ‘ Leave Details

Sick Leave Use
Section 1.11.02

e Sick leave shall be paid for any absence from work due to:

e Personal illness, injury, or serious health condition of the employee

e Employees may use sick leave for the first three waiting period days for a Worker’s
Compensation injury unless the anticipated lost time is ten (10) days or greater.

e llness, injury or serious health condition of an employee's child, spouse/registered
domestic partner, or parent

e Medical or dental appointments for the employee and/or child that cannot be
scheduled outside of the employee's regularly scheduled work hours. The absences
should only be for the time normally taken to complete the appointment and return to

work.
Personal e Request for personal leave shall be submitted to the supervisor for approval through
Leave the designated absence reporting system at least ten (10) days prior to the date
Request requested for such leave.
Procedures e Inthe event of an emergency or of extenuating circumstances, the ten (10) day
Section 1.14.02 notification requirement may be waived. In such cases, however, the employee shall
contact their supervisor no later than 6:00 a.m. to indicate the need for the personal
day. In these situations, the supervisor shall only approve the personal day if a
substitute is available. If a substitute is unavailable and the employee does not report
to work, the absence will be a payroll deduction.
Personal There are several exceptions to Personal Leave use that require approval by both the
Leave Day supervisor and Executive Director of Human Resources and/or their designee in the case of
Restrictions unique events:
Section |.14.03 e The first ten (10) and last ten (10) days of student contact.

e Family-teacher conferences or professional learning days.

e The day before and/or the day after a school break. Note: Up to forty (40) total staff
that require a substitute.

e When entering personal leave days during these instances, please identify them as
restricted-personal in the absence management system, which will initiate the
approval process. Personal leave may not be approved if a substitute is required but is
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not available.
e The Employee Handbook can be accessed here:
ecasd.us/District/Departments/Human-Resources/Employee-Handbook

Pay Information

Staff Member Expectations

Salaried Staff e Salaried Staff to be paid correctly on the emergency school closure day should

(staff who do not report communicate with their supervisor to complete the required duties on that day.

primary working hours in . . . .

TimeCard Online) e Salaried Staff who have missed time from work should account for that using the
appropriate leave balance, and approval process, where applicable as detailed above.

Hourly Staff e Hourly Staff to be paid correctly on the emergency school closure day should

{Staffwhalreport primaty communicate with their supervisor as to how they will work their hours on that day or

working hours in TimeCard . cip .

e work their total hours within the same week.

e Hourly Staff should enter the time worked into Timecard Online as regular hours and
the payroll department will ensure staff are paid correctly.

END NEW LANGUAGE

Late Start/Two-Hour Delay — School Day Changes

When a two-hour delay is announced, the following changes will be made to the school day:
* Buses will run two hours after their normal schedule
* Buildings will begin classes two hours after the normal start time
* Cold breakfast will be served at all schools
* School lunch will be at or around the normal time

* All morning and afternoon District Early Learning Programs (Head Start, Early Learning & EC4T)
will be cancelled

Staff Who Serve More Than One Building

School closings or delayed-epenings late starts due to inclement weather or mechanical difficulties present
special problems for staff who serve more than one building. If a building that a staff member serves is closed
during their scheduled day/time in that building, the staff member should report to their other building(s).
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Early Release - Staff Dismissal

In the event of an early release due to inclement weather or mechanical difficulties, all school building staff
affected are expected to remain 30 minutes past the building’s student dismissal time. Affected staff located in
non-school buildings are expected to remain 30 minutes past the latest student dismissal time. Departure time
for positions identified as critical to the operations of the District in these situations will be determined on a
case by case basis.
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The following links were updated in the Employee Handbook to reflect the transition to Neola policies.

Part | — Provisions Applicable to All Staff

Section 2 - Employment Law

1.2.01 Equal Opportunity

Please refer to Nondiscrimination and Equal Employment Opportunity in the following District policies:
Board Doc 1422, Board Doc 3122, and Board Doc 4122.

1.2.03 Equal Opportunity Complaints

Please refer to the Complaint Procedure in the in the following Nondiscrimination and Equal
Employment Opportunity District policies: Board Doc 1422, Board Doc 3122, and Board Doc 4122.

1.2.07 Harassment and Bullying

Please refer to the Complaint Procedure in the following Employee Anti-Harassment District policy:
Board Doc [662.

Section 3 — General Employment Practices and Expectations

1.3.06 Child Abuse/Neglect/Trafficking Reporting

~4 = A

Please refer to Child Abuse and Neglect in the following District policy: Board Doc 8462.

1.3.12 Authorized Use of School-Owned Equipment

Please refer to Lending of District-Owned Equipment in the following District policy: Board Doc 7530.

1.3.13 Drug, Alcohol, and Tobacco-Free Workplace

Please refer to Drug-Free Workplace in the following District policy: Board Doc 3122.01.

1.3.18 Fraud Prevention and Reporting

Please refer to Fraud in the following District policy: Board Doc 8900.
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1.3.20 Gifts and Sale of Goods and Services

Please refer to Staff Gifts in the following District policy: Board Doc 3214, Crowdfunding in the
following District policy: Board Doc 6605 and Gifts, Grants, and Bequests in the following District
policy: Board Doc 7230.

1.3.22 Operators of District Vehicles and/or Mobile Equipment, Drivers on Behalf
of the District, and Persons Who Receive Travel Reimbursement

All transportation will be done in accordance with District’s travel policy. Please refer to Job-Related
Expenses in the following District policies: Board Doc 3440 and Board Doc 4440.

1.3.24 Personal Appearance/Staff Dress Code
By : Seaff Astire in_the following Distri Liev: Board Docs 521 Rule.

Please refer to Dress and Grooming in the following District policy: Board Doc 551 1.

Section |16 - Uniformed Services Leave

1.16.01 Uniformed Services Leave of Absence

Please refer to Employee Leaves in the following District policies: Board Docs 3431 and Board Docs

4431.

Part IV - Staff With Individual Contracts Under
§118.24, Wis. Stats., Executive, Administrative, and
Academic Administrative Employees

Section 4 - Administrative Evaluation

4.4.03 Evaluators
By ; Seaff Evaluati i che following Distri ley: B | D 226

Please refer to Staff Evaluation and Educator Effectiveness in the following District policy: Board Doc
3220.
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Part VI - Athletic Coaching Staff

Section | = Introduction

6.1.08 Facility Use and Reservations

All coaches are responsible for abiding by District Policy 7510 — Use of District Facilities. Please refer to
Board Doc 7510 for more information.

6.1.18 Fundraising

Please refer to Student Fund-Raising in the following District policy: Board Doc 5830 and Crowdfunding
in the following District policy: Board Doc 6605.
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