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MISSION STATEMENT:

The mission of the School District of Lodi, a strong partnership of families, community and egjucator
is to inspire students to become lifelong learners who seek new understanding and skill to assume t
role of responsible and contributing members of society by creating aelaskl innovative learning
environment that stimulates academic and peftsxaallence.

PHILOSOPHY:

The School District of Lodi will provide all students with the opportunity to acquire a diversified
education in accordance with Department of Public Instruction standards, Board of Education policies
and administrative procerks. It is the sole intent of the Board of Education and the Administration to
provide learning opportunities designed to promote the maximum intellectual, social, and physical
potential of each student.

The School District of Lodi shall strive to proeid
1 the best means for students to acquire and apply fundamental intellectual skills.

1 guidance and training necessary to develop social competencies which permit children and young
adults to achieve the highest degree of self sufficiency, self wortlcpafidence.

1 an environment which allows students to develop into emotionally steddleadjustedyoung
adults who can interact in a harmonious manner with respect and concern for all human beings.

1 diversified enrichment opportunities, in accordancé wiéch student's capabilities, as a means of
promoting physical and mental health.

1 an education that prepares students for occupational, academic and technical programs beyond
high school and also prepares them for effective participation in the ecoemmygsaimers or
producers.

1 opportunities for students to learn about other cultures and their own heritage.

1 appropriate educational programs for students with exceptional educational needs.

The Board of Education, in cooperation with staff, administnagiad community, will establish
annual goals to foster agoing implementation of the district philosophy.
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School District of Lodi Contact Information
Updated 8/13/18

20182019
Employees . . . have a question?
Call. . . 598851 + extension . . . (or other number as listed)

Administrative/Board Related Questions:
Administrative Team (Agenda Items/Cantacts)Charles Pursell/Maureen Palmer (x 5481/5480)
Board Agenda ltems..................... ..Charles Pursell/Maureen Palmer (x 5481/5480)
Board Commlttees
Budget Brent Richter (x 5482)
Contract Review/Personnel (LEA/LESAIES)........Brent Richter/Charles Pursell (x 5482/5481)
CurriculunTiffany Loken (x 5486)
Facilities Brent Richter (x 5482)
Finance Brent Richter (x 5482)
Policy Charles Pursell 5481)

Board of Education (Membershlp/To Contact) cevee e .NAUreen Palmer (x 5480)
Board Minutes... ..Maureen Palmer (x 5480)
Board Policies and Procedures . -.Charles Pursell (x 5481)

Board Public Appearances..........
BoundarQuestions.....................
Emergency/Safety Procedures
Fund Raisers...

H Adam Sternbngesrder(tharles Pursell (x 5481)
..Charles Pursell (x 5481)
Mlchael Prsam/Patrlck Acker (x 2102/5447)
..Charles Pursell (x 5481)
Gifts to SchooI/DlstncL .Charles Pursell (x 5481)
Printing/Copying Service (Procedures)... Brent Richter (x 5482)
First contact for requesting formsygadivery questions, other seelated issues should be bU|ld|ng secretaries who will then contact one of the District Off
Publicity/Special Events Reporting ..Charles Pursell (x 5481)
School Clagg Notification..............c.ccuvvveenn lnflnlte Campus & Website

Business Related Questlons

Accounts Payable Crystal Hoffman (x 5488)
Budget.... et r——— et . ..Brent Richter (x 5482)
Custodlal Issues .......... Patrick Acker (x 5447)
Facility Use Requests (Publlc or Employee) Tracy Sachtjen (cell #128)

Forms (Payroll, Financial)................coovmmmeeeeeee e ..Donna Tooley (x 5484)
Maintenance -.Patrick Acker (x 5447)
PUrchase Orders...........uuuiuiinie st eneeeeennn C rystal Hoffman (x 5488)

Computer/Technologyelated Questions:
Computer/Software use in Classtoam.. ..LLMC Directors:
HS/MS Paula Tonn (x 4406 or x SSIEL Peggy Schaub (x 1310 or x 2204)
Computer Access by Staff (incl. Intéviad)E........................ ..Raul Anderson (x 4404)
Computer Access by Students (incl. Infetaigt/E. ... ..Paul Anderson (x 4404)
Computer Repairs/Operation............coeveee v eeverennnninneens ..Paul Anderson (x 4404)
Or anderpa@lodi.k12.wi.us

-....Buildind\dministrative Assistants
District Web Page Information .Maureen Palmer (x 5480)/DO Staff
Software Requests for Classroom.use. ....Tiffany Loken (x 5486)
Technology Committee... .. Tiffany Len (x 5486)

EmployeeRelated Questlons
AAMINISIIALION. ... .o iiieeei e e e e e et e e e e e e e e e e eeees Charles Pursell (x 5481)
LEA Teacher ..Brent Richter/Charles Pursell (x 5482/5481)
LESA/ Support Staff (incl. Educational Assistants, Crossing Guards, Custodial, Maintenance)
Patrick Acker/Brent RidBterles Pursell (x 5447/5482/5481)
Food Service ....Brent Richter/Charles Pursell (x 5482/5481)
District Office Support Staff. ..Charles Pursell (x 5481)

Curriculum & Instructldﬁelated Quesﬂons

School Web Pages

Classroom Curriculum... pennee ..... Tiffany Loken (x 5486)
Department StruclMembershlp -.Jiffany Loken (x 5486)
Grants... Tiffany Loken (x 5486)
Staff Development/lnserwce (Gu|del|nes/Procedures/Forms) .Tiffany Loken (x 5486)
Standards.........cccceeeen.. Tiffany Loken (x 5486)
Summer Schoaol........ ..Mi isani (x 2102) or Sherri Eiodeds(x 1002)

Testig/Assessment...
Title IV/Grants...

....Tiffany Loken (x 5486)
......................... Tiffany Loken (x 5486)
Employee ServiceRelated Questions:

Acci dent s/ Wemplayeer.4.s.....C.0.MP...................DaNNa Tooley (x 5484)

Change of Address..................... ...Donna Tooley (x 5484)
Credit$ Professional ..Kris Lehman (x 5450)
DH License & CertificatioRenewals/Applications.... T ...Kris Lehman (x 5450)
Electronic Message Display Board.. Tracy Sachtjen (cell #2380)
Employee Travel Expense Reimbursem.em. ....... Crystal Hoffman (x 5488)
Employee Trust FUN.........cooiiiiiii e Direct # (6€8663285)

(O] PR ...htto://etf.wi.aov
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School Di strict of Lodi Cont act I

Employment Applications/Procedures
Employment Openings/Postings...........
Employee PersonnelsFile...
Employment Verification....................

...Kris Lehman (x 5450)
..Kris Lehman (x 5450)
.Kris Lehman (x 5450)
...Donna Tooley (x 5484)

Flexible Spending Account INfOrmation................eeveeeeieeneeennnnn. Kris Lehman (x 5450)
FMLA Informatian Danna Tooley (x 5484)
HarassmeifitEmployee Reporting.of.............cc.uuvi e oo eeeciiiienn Charles Pursell (x 5481)

Employee Insurance (Disaliléalth/Dental, Life, Long Term .Care)...Donna Tooley (x 5484)
Leave Requests/Questions (first contact is building administrator/direct supervisor)

PEISONAL......cuiiiiiiiiiiie ettt et e Immediate Supervisor

Professional/Business. ....\mmediate Supésor

Unpaid/Extended......... ..Charles Pursell (x 5481)

Vacation... ...Immediate Supervisor

Payroll (mcl Deductlons Hours Worked,. etc) ...................... Donna Tooley (x 5484)

Reimbursement of EXPENSES.........coiuriiii i s rireeee sttt e Crystal Hoffman

RetiremeritWRS Trust.......... ..Direct # (608663285)
Ottt s e ———— . .http://etf.wi.gov

Substitute Ligei ncl . Teachers, EAG&s, Secrt(HSL&hrmaaéﬁﬂ)Q?@)ustodlans, Crossi

Substitutes fordebService...................... SUURUR

..Paula Larrabee @ HS (x 4433)
....Kris Lehman (x 5446)
.Kris Lehman (x 5446)
Donna Tooley (x 5484)

Substitute Procedures............c.......
Substitute Applications/Questions..
Tax Sheltered Annuities...

PublicatiorRelated Questions:
Maureen Palmer (x 5480)

...Maureen Palmer (x 5480)
Maureen Palmer (x 5480)

District Calendar.
District Newsletter.................
Senior Citizen Athletic Passes..
Phone ListS........cccceevviiiinnin Maureen Palmer (x 5480)
T Employee Handbooks...... Maureen Palmer (x 5480)
Student/Parent Handbooks............. (contact bwldlng offlce to which specific kgraitains)

StudertRelated Questions:
Abuse and Neglect Referrals ....Tiffany Loken (x 5486)
Accidents Students

Jean Humpal Winter (EL/MS/HS) . (x 2103, x 3484, x 4484 or Celt7sD3
Rodney Baow (PR).... e ————————— e e e e ..(x 1004)
AtRisk Education.. . Tlffany Loken (x 5486)

ATOD Programs & Grants Tiffany Loken (x 5486)
Early Entry Kindergarten.......... Tiffany Loken (x 5486)
English Language LearNerS.........cooeevveeeemmmrevenrennaeseeeee s s e eeeen Tiffany Loken (x 5486)
Enroliments... -..Kris Wendorf (x 5483)
Field Trips (extemi;i nomxtended) Bundmg PnnC|paI / Board of Education
Food Service..........ccccevvvvnnn e ——————— e e Paula Larrabee (x 4433)
504 Referrals ffany Loken (x 5486)
Gifted and Talented................. Tiffany Loken (x 5486)
Grants/BudgeSpecial Education. e niffany Loken (x 5486)
Harassment (StudémReporting..........coovvvvvvvenenmmmmmeeeeeenns Rnnmpals/CharIes Pursell (x 5481)
Health Services/School Nursing Services

Jean Humpal Winter (EL/MSIHS)............. (x 2103, x 3484, x 4484 or Celt 753
Rodney Barrow (PR).................. . ..(x 1004)
IE P S ettt e ———— 121111 ———— Ilfany Loken (x 5486)

NonDiscrimination/Equity.
Open Enroliment............

..Charles Pursell (x 5481)
........ Kris Wendorf (x 5483)
Pupil Activity Accounts ...Crystal Hoffman (x 5488)
Tuition Waiver Provision.................... . - ..Kris Wendorf (x 5483)
Krls Wendorf (x 5483))/Kr|s Lehmar®)x 545

Registrar.......ccccccveeeeeennn.

Residency/Guardianship. - ..Charles Pursell (x 5481)
SchooeAge Parents. ...Jean Wlnter (x 2103 X 3484 X 4484 or GHBAH13
SchoetoWork..........cccevvvvvevne Connor Anderson (x 4449)

Special Educatian.............
Special Education Records...............

....Liffany Loken (x 5486)
.Kris Wendorf (x 5483)

Special Education ReferralfRduations........... ....Tiffany Loken (x 5486)
Special Education Transfer Students.......... iffany Loken (x 5485/5486)
Special Education Transporran'on ...... . Tiffany Loken (x 5486)
Title 1.. ....Tiffany Loken (x 5486)

Transportatlon (General) .................................................
Or Kobussen Buses LTD, Jessica Schwatrtz.. . ..5920551
Tuition and Transfers Maureen Palmer (x 5480)
Visit our websitewww.lodi.k12.wi.us
Contact us by-Mail:
For noemergency inquiries, we encourage youdbusowia-eail. All districtreail addresses are: first five letters of last name (or fewer if last name contains
letters) followed by first two letters of first name followed by @lodischoolswi.org (e.g., John Jones viselddisvjoieeg)o@lod

Daniel Bush (4&2)

School District of Lodi Handbook Page P



http://etf.wi.gov/
http://www.lodi.k12.wi.us/

District Emergency Procedures

CLOSING OF SCHOOLS

Should inclement weather or other emergency situation(s) require the District to close stt@ol(s)
following procedures shall be followed:

Calls will be placed to employee phone numbers beginning at 6:00 a.m. or as soon as practicable using the
Districtos Calling Tree i f conditions warrant tfF

Districtdéds emai l service.

Local television and radio stations will also be notified by 6:00 a.m. or as soon as practicable. Please check
local media if you do not receive a phone call or an email.

Employees are encouraged to monitor these TV and radiorst in addition to school district email.

Radio Stations:

(OA =TT O o F= T g ] =] B = T [ T 1070 AM
(Includes: WTSO 1070 AM/ WIBA 1310 AM/WIBA 101.5 FM/WZEE 104.1 FM/ /WMAD 96.3 FM)/WXXM 92.1 FM)
Magnum Radio Group:

.................................................................... (Includes: WDLS 900 AM/WNNO 106.9 FM or 95.9 ANBKY)
Hometown Radio:

WWPDRAWDDC . ..ot e ettt 1350 AM/100.1 FM
VN C e e e e e Life 102.5 FM

WOLX/101.5 Charlie/WMMM Triple M .....cccoiiiiiiicee e 94.9 FM/105.1FM/105.5FM
TV Stations:

LTAT A IS O I A 1 F= T o o = Channel 3
ATAY LY IRV @ o =Y ] 1= 0 Y Channel 15
WKOW TV CRANNEI 27 ... et e e e e et e e e e e s e e e e enas Channel 27
SECURITY

In the evehof a medical or other emergency thaeds immediate action from emergency personnedall
9-1-1, and then inform your immediate supervisor as soon as possible.

In the case of auilding emergencycall: Charles Purseil District Administrator

In caseof other emergenciegall your immediate supervisor:
Sherri Endred_ovell i Lodi Primary School

Michael Pisani Lodi Elementary School

Joe Prosek Lodi Area Middle School

Vincent Breunig Lodi High School

Brent Richter District Business, Maintenance/@©fations
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School District of Lodi

Lodi Primary School

Lodi Elementary School

Lodi Area Middle Schoo{6-8)

Lodi High School (912)

115 School Street (EC, K4, Ki 2) (3-5 and OSC &) 900 Sauk Street 1100 Sauk Street
Lodi, WI 53555 1307 Sauk Street 101 School Street Lodi, WI 53555 Lodi, WI 53555
608592-3851 Lodi, WI 53555 Lodi, WI 53555 6085923854 608-592-3853
ChuckPurcell 608592-3855 608592-3842 Joe Prosek Vince Breunig
District Administrator ~ Sherri Endred ovell Michael Pisani Principal Principal
Principal Principal
|
Fire Alarm Tornado Siren

911 Emergency

=l ol
< 7|5l
v

Primary dial 911
Elementary dial 911
Middle dial 911
High dial 911
District Office dial 911
Press Box dial 911

i
v
Give location and address
If possible, designate exterior door lettey

VA

Notify building office to activate building
Core Team

AV

Remove students from area,
if needed

VA

Communicate with other buildings the
type of emergency experiencing

Fire Alarm Siren

v

‘ Give directions and follow
last student from the
classroom

A 4

~ Assist any individuals with
special needs

v

‘ Close classroom doors

A 4

| Report to designated area

A 4

Take attendance and report
missing students to
admin/emg personnel

[

A 4

Remain in assigned area
until advised by admin/emg
personnel

Verbal Announcement
over PA System

a4

Give directions and follow last studerLt
to tornado safe area

Vi

Assist any individuals with special
needs

N/

Close classroom doors

Take attendance and report missing
students to admin/emg personnel

\/

Students should kneel or sit on the
floor covering their heads with their
hands or books

Remain in assigned area until an "ALL
CLEAR" announcement is made




Evacuation

Verbal Announcement
over PA System

=)

|
Give directions to move to evacuatio
area

N4

Assist any individuals with special
needs

V

Conduct visual sweep of immediate arega
Close classroom doors

A 4

Students and staff should
turn off cell phones

>

. (Cell phones seen will be confiscated.)

7

Take attendance and report missin
students to admin/emg personnel

v

Remain in assigned area until advised
by admin/emg personnel ‘

Lock Down

Verbal Announcement
over PA System

\/

Lock doors and turn off lights. Do not release
admit anyone. Ignore bells.

No restroom breaks.

10

NS

If you are not in an area with a lockable door|
move students to an area with a lockable doo
If outside, move students to an evacuation sit

)

Vi

Nonassigned staff will report to the nearest
room and secure yourself

Vi

Maintain Silence

Do not use phone, TV, radio, computer, unle
there is a medical emergency

5S

1 C

s

Remain in place

Ignore fire alarm fire evacuation will be
signaled by PA announcement and confirme
with a second announcement

\T

Be prepared to remain in secure status for
extended time- Remain calm and wait for
assistance from law enforcement or

admin/emg personnel

\_

When situation is under control and it is safe
leave the room, the admin/emg personnel wi
make an announcement which will be
confirmed by a second announcement

— 0

Administrative Hold

Verbal Announcement
over PA System

10

Nonassigned staff will report
to the office for assignment

N/

Lock outside doors and do no
release or admit anyone to th

school

N7

Continue normal
instruction/activities

A4

Await instructions from
admin/emg personnel

EMERGENCY RESPONSE

—
re—

% S

LTS |

3
q’? hi 1>
B0 =0 |
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PART | -Provisions
Applicable to All Staff
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PREAMBLE AND DEFINITIONS

PREAMBLE:

The Boad of Education of the School District of Lodi and its professional employees recognize that the
development and operation of an educational program of the highest quality is a common responsibility. Thi
is a responsibility, which for its effective discharrequires collaboration among the School Board, the
administrative staff and all school district employees.

1.01 About this Handbook
A. Employees CoveredThisHandbookis provided as a reference document for the School District
of Lodi (hereinafterreferred o as A Di stricto) empl oyees.

B. Disclaimer: The contents of thislandbookare presented as a matter of information only. The
plans, policies and procedures described are not conditions of employment. The District reserve
the right to modify, revoke, suspidnterminate, or change any or all such plans, policies, or
procedures, in whole or in part, at any timieh implementation of new provisions to occur 14
calendar days after notification to employees of the chalrfyelanguage which appears in this
Handlookis not intended to create, nor is it to be construed to constitute, a contract between the
District and any one or all of its employees or a guaranty of continued employment.
Notwithstanding any provisions of thisandbook employment may be terminatad any time,
except as explicitly provided for in any other pertinent section ofHaisdbookor individual
contract.

In case of a direct conflict between thlandbookyules, regulations or policies of the Board and
any specific provisions of an inddual contract or collective bargaining agreement, the individual
contract or collective bargaining agreemsimall control.

This Employee Handbook intended to provide employees with information regarding policies,
procedures, ethics, expectations atahdards of the District; however, thlandbookshould not

be considered all inclusive. Copies of Board Policies and Administrative Regulations are available
in each administrative office to all personnel. It is important that each employee is awae of t
policies and procedures related to his/her position. The rights and obligations of all employees art
governed by all applicable laws and regulations, including, but not limited by enumeration to the
following: Federal laws and regulations, the laws hd Gtate of Wisconsin, Wisconsin State
Administrative Code and the policies of the School District of Lodi.

1.02 Definitions
A. Administrative Employees Administrative Employees are defined as persons who are required

to have a contract under118.24, Wis. Sts. and other supervisory administrative personnel
designated by the District, including Directors and Specialists.

B. Discipline For purposes of access to the grie
employment action that results in a disagipliy suspension or disciplinadye mot i o n . ADi

for purposes of access to the grievance procedurenbésclude any verbal notices, warnings,
or reminders

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

1. Regqular FullTime Employee:Regular fulltime employees are defined one who
is regularly scheduled to woat least forty (40) hours per week.
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2. Regular Parfime Employee:Regular partime employees ardefined as one who
works a school year or more, but less than forty (40) hours per week.

3. Exclusions: A regular fulttime or regular partime employee does not include
substitute or temporary employees as defined in this Section.

D. Seasonal/Summer ScHdémployees:Seasonal employees who are hired for a specific period of
time usually related to the seasonal needs of the District. A summer school employee is define
as an employee who is hired to work for the District during the summer school session.

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

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

E. Substitute/Temporary EmployeeSubstitute/Temporary Employees are defined as persons hired
on a limited basistoreggae a r egul ar empl oyee during the
or for specific projects for a specific length of time.sAbstitute/temporary employee has no
expectation of continued employment.

F. Supervisor The District will identify the individuak mp | oyeed6s supervisor
description.

G. Teacher:Teachers are defined as persons hired under a contractsutit®®1 and 118.22 Wis.
Stats.

H. Termination: Termination is defined as an involuntary separation from employment. A
terminaton will result in the loss of length of service and other employment benefits. For the
purposes of this document, Aiterminationo
resignation or a nereappointment of an exti@urricular assignment or layoff

1.03 General Personnel Policies
This Employment Handboois subservient to, and does not supersede the provisions set forth in District
policies.

SECTION 2 EMPLOYMENT LAW

2.01 Equal Opportunity

It is the policy of the District that no person may be illegalscdiminated against in employment by reason

of their sex, sexual orientation, race, color, religion, national origin, age, political affiliation, citizenship, arrest
or conviction record, ancestry, creed, pregnancy, nharitparental status, militarsewvice, use or nonuse of

l awf ul products off the employerds premises duri

Reasonable accommodations shall be made for qualified individuals with a disability, unless suct
accommodations would imposa andue 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 beaefitprivileges or employment compared

to those enjoyed by employees without disabilities.
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Requests for accommodatiommder the Americans with Disabilities Act or under the Wisconsin Fair
Employment Act from current employees must be made in writing in accordance with District Selcy.
School Board Policy No511

2.02 Discrimination and Harassment

The District is committe to providing fair and equal employment opportunities and to providing a professional
work environment free of all forms of illegal discrimination, including harassment. The District shall not
tolerate harassment based on any personal characteristibe@sdyove in section 2.01. Harassment and other
unacceptable activities that could alter conditions of employment, or from a basis for personnel decisions, ¢
i nterfere wit hk performanoepareospeeifecdigohibitexlr Sexual harassment, etter
committed by supervisory or neupervisory personnel, is unlawful and also specifically prohibited. In
addition, the District shall not tolerate acts of fmnployees (volunteers, vendors, visitors, etc.) that have the
effect of harassing Districtngployees in the workplace. Harassment can occur as a result of a single incident
or a pattern of behavior where the purpose or effect of such behavior is to create an intimidating, hostile, ¢
offensive working environment. Harassment encompasses a larga of physical and verbal behavior that

can include, but is not limited to, the following:

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

C. Jokes, insults or slurs directed toward the protected groups set forth abokeofmments
are unacceptable whether or not the individual within the protected class is present in the
workplace or overhear them and whether or not a member of a class professes to tolerate suc
remarks);

D. Taunting based on personal characteristics descaibaee intended to provoke an employee;
and/or

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

All employees are responsible for ensuring that discriminatimhharassment do not occur. It is the intent of
the District to comply with both the letter and spirit of the law in making certain illegal discrimination does
not exist in its policies, regulations and operations. Anyone who believes that he or sherht®elsubject

of discrimination or harassment or has knowledge of violations of this policy shall report the matter in
accordance with established complaint procedures provided in Section 2.02 of this Handbook and Board Polic
No.511 All reports regardig employee discrimination or harassment shall be taken seriously, treated fairly
and promptly and thoroughly investigated. Individual privacy shall be protected to the extent possible. Ther
shall be no retaliation against any person who files a complaihr this policy. The District shall take
appropriate and necessary action to eliminate employee discrimination or harassment. Actions that result
di scrimination on a basis not related to ane emp
harassment shall be subject to disciplinary action, up to and including dismissal.

In addition, supervisory employees who fail to respond to discrimination or harassment complaints or to ac
on their knowledge of violation of this policy will likewise Bubject to disciplinary actionp to and including
dismissalSee School Board Policy N&11, 411, 411.2 411.1and 411 Rule

2.03 Equal Opportunity Complaints

The District encourages informal resolution of complaints under this policy. A formal comgsatation
procedure is available, however, to address allegations of violations of the policy in the District. . Informal
and for mal complaints must foll ow t budinedbelewt $eect 6
School Board Policy No411Rule.
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INTRODUCTION:

The following procedures were developed to assure conaglianith State and Federal lanaspng with

District policies, pertaining to discrimination, including harassment and bullying, and sexual harassment
These procedures are intended to provide information and guidance for administrators, staff, students, and t
public.

COMPLAINT PROCEDURES:

Any employee who believes that he or she has been discriminated against or harassed or bullied, includil
sexual harassment, in violation of District policy should follow the complaint procedures as follows:

Informal Complaint Procedure:

Step 1. The persowho believes he or she is being subjected to discrimination, including harassment or
bullying, or sexual harassment, is encouraged to advise the person who is engaging in such conduct of his
her objection to the acts of discrimination.

Step 2: If a Dstrict employee is being discriminated against or harassed or bullied, including sexual
harassment, he or she should advise his or her immediate supervisor of the allegations. The supervisor sk
discuss the allegations with the other person to attemaftfeot relief. If the person who is alleged to be
engaged in the acts of discrimination is the supervisor, the person to be advised is the person who is responsi
for the oversight of the supervisor. In the case of principals and other central offiicéstichtors, this person
would be theéDistrict Administrator In the case of thBistrict Administratoror Board of Education Members,
complaints should be made to the Board President; or in the case of the Board President, the complaint shoi
be made t@ Board of Education member.

Step 3: If, in the judgment of the complainant, Step 2 would be ineffective or the complainant does not wist
to discuss the matter with the supervisor or the principal, or the results of Step 2 are unsuccessful, the pers
may report the complaint directly to thgistrict AdministratofSection 504 Coordinator. The complaint may

be transmitted verbally or in writing, at the discretion of the complainant, but shall also be in written format.
The District AdministratofSection 5@ Coordinator or his/her designee shall meet with the complainant as
soon as possible, and usually within five (5) business days to discuss the complaintDisfFioe
AdministratofSection 504 Coordinator or his/her designee shall then investigatentipdagat and reply to

the complainant as soon as possible after completion of the investigation. If in the judgmemisfritte
AdministratofSection 504 Coordinator or his/her designee and/or the complainant, the matter warrants forma
action, the comlaint shall be filed according to the formal complaint procedure. The formal complaint
procedure shall be processed in a timely and orderly manner according to the complaint procedure outline
below.

Formal Complaint Procedure:

The District AdministratofSection 504 Coordinator or his/her designee shall be responsible for processing
formal discrimination complaints, including harassment and bullying complaints, and

sexual harassment, and shall be further responsible for coordinating District obligatienstate and federal

laws concerning discrimination, including harassment and bullying, and sexual harassment.

Step 1: The formal complaint shall be submitted toDtstrict AdministratofSection 504 Coordinator using

the Discrimination/Harassment Cptaint form (See Appendix D). Upon receipt of the complaint, the

District AdministratofSection 504 Coordinator shall assign it to a designee. The formal complaint should
describe the specific nature of the discrimination, including harassment or gulliysexual harassmeatnd

should include the times, dates, locations and other details of the alleged discrimination. The written complair
shall also include the name of the person allegedly engaged in the alleged discrimination.

The District AdministratorSection 504 Coordinator designee shall thoroughly investigate the complaint. In
doing so, he or she will notify the person accused of the complaint and the specifics thereof. The accuse
individual shall be interviewed and permitted to respond talllegations, including verbally and in a signed
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statement. Théistrict AdministratofSection 504 Coordinator designehall respond in writing to the
complainant and shall advise him or her of the findings of the investigation and the action taken by the Distric
in response to the complaint. The accused shall also be informed of the outcome of the complaint, includin
any disciplinary actions that shall be taken.

Step 2: If the complainant wishes to appeal the decision @figtiect AdministratofSection 504 Coordinator
designee, he or she may submit a signed statement of appealOsttict Administratorwithin five (5)
business days after receipt of thestrict AdministratofSection 504 Coordinator designee response to the
complaint. TheDistrict Administratorshall meet with all parties involved, formulate a conclusion, and respond
in writing to the complainanuithin fifteen (15) business days. If the complainant is not a student who is a
member of a protected category identifiacBoard policy411, the decision of th®istrict Administratoris

final. If the complainant in a protected category does not apipealecision at this step, the matter shall be
deemed resolved and no further action shall be taken.

2.04 Fair Labor Standards Act

Certain types of workers are exempt from the minimum wage and overtime pay provisions, including bone
fide executive, administriee and professional employees who meet regulatory requirements under the Fair
Labor Standards Act (FLSA)Notification of rights under the FLSA as set forth in the employment poster
section in thiHandbook.

2.05 Family and Medical Leave Act

The District preides leave in compliance with state and federal Family and Medical Leavdldws. Di st r |
FMLA policy is set forth in Appendix C to this Handbook. In addition, specific information about the federal
law is included below. Any other leaves of absesroeided under District policies run concurrently with any
leaves taken under state or federal Family and Medical Leave laws.

A. Notification of Benefits and Leave Right§he District posts the text of a required federal notice
regarding federal FMLA empl/ee entitlements and obligations in each building and on district
website under payroll notices. See 29 U.8.8619(a)29C.F. §825.300 (a)(1). In addition, as
required by federal law, a copy of the notice is included in Appendix C to this Handbadok an
can also be viewed at this link:

http://www.dol.gov/whd/fmla/finalrule/FMLAP oster. pdf

B. Eligibility Notice: When an employee request FMLA leave, or when the Disiidquires
knowl edge that an empl oy @uallysg reéasoa,thBistrictanyst b e
notify the employee of the employeebs elig
absent extenuating circumstancgee29 C.F.R.§825.300(b)

C. Rights and Responsibilities Notic&he District shall provide written notice outihg specific
obligations of an employee eligible for federal FMLA which explains any consequences of not
meeting those obligations. See. 29 C.F.R § 825.300(c). The District uses a form created by th
U.S. Dept. of Labor, Notice of Eligibility and Rights &Responsibilities (FMLAJo provide
information. A copy of a blank version of this form can be viewed at
http://www.dol.gov/whd/fmla/finalrule/WH381.pdf

D. Designation NoticeThe District ale uses a form created by the Department of Labanfofim
employees in writing whether leave requested under the FMLA hasdatermined to be
cover ed und e r Depthofdabbridésiggnation Nbtic& (Family and Medical Leave
Act). A copy of a laink version of this form can be viewed at,
http://www.dol.gov/whd/forms/WkB82.pdf See29 C.F.R. § 825.300(d).
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SECTION 3 GENERAL EMPLOYMENT PRACTICES AND EXPECTATIONS
3.01 District Expectations

The School District of Lodi expects all of its employees to exhibit a professional and courteous attitude towar
other employes, parents, community members and students. Employees are expected to provide quality wor
efforts, maintain confidentiality, work collabatively and efficiently, andomply with all applicable Board
policies, work rules, job descriptions, terms of tHendbookand applicable legal obligations.

Employees are expected to adhere to the standards of conduct delineated in applicable Board of Educati
policies, administrative regulations/procedures and any requirements or standards attendant to #heis statur
a district employee.

The following delineation of employment practices is for informational purposes and is not intended to be ar
exhaustive list of all employment expectations that may be found in applicable Board policies, work rules, jok
descriptons,andterms of this handbook or applicable legal requirements.

3.02 Accident/Incident Reports

All accidents/incidents occurring on District property, school buses or during the course ofsporesured
activities, including field trips and other awayests, are to be reported to the building principal/immediate
supervisor immediately. Reports should cover property damage as well as personal injury. A complete
accident report form must be submitted to the building principal /immediate supervisostiud piayroll
department within twentfour (24) hours or the next scheduled district workday. In the event of a work
related accident or injury, p |l e a HandmakSectibntbiepagd/o r k
44,

3.03 Attendance

The success arefficiency of the District relies on the timely and consistent attendance of its employees.
Employees must notify their immediate supervisor or designee of any absence or departure from schedul
work hours through compliance with the provisions desdrilmethe policy relating to the reason for the
absence. Certain absences require prior approval; all absences or departures from scheduled work ho
require employees to provide their immediate supervisors with prior notification that they will befabsent

all or part of their regularly scheduled work days.

Employees will be considered tardy if they arrive at work after the start of their regularly scheduled workdays
without a valid reason for their late arrivals, as determined by the District, raovdnptification to their
immediate supervisors. Employees who are aldsemtart or all of a regularlgcheduled work day without

prior notification to their immediate supervisors, and approval from their immediate supervisors when requirec
by policy, will result in said absensebeing considered unexcusedExcessive absences (including
tardiness), unexcused absences, abuse of leave, or other failures to comply with District policies
instructions may result in discipline, up to and including tertioma

3.04 Mandatory Reporting i Child Abuse and Threats to Safety
A. Every school employee who has reasonable cause to suspect that a child, seen by the person in
course of professional duties, has been abused or neglected or who has reason to believe tha
child, seen by the person in the course of professional duties, has been threatened with abuse
neglect, and that abuse or neglect of the child will occur, shall report as provide for below in
section B.

B. A person required to report shall immeeiatnform, by telehone or personally, the applicable
districtadministrative personnel and the County Department of S8eialices or the sheriff or
city, village, or town police department of the facts and circumstances contributing to a
suspicion of cHd abuse or neglect or of unborn child abuse or to a belief that abuse or
neglect will occurSeeBoard of Education Policy No.454
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C. Child Abuse and Neglect Mandatory ReportingWisconsin lawrequires all employees of
Wisconsin public school districts to report suspected child abuse and neglect, Wis. Stat. Sec
48.981(2)(a)16m. All employees must receive training proviokedhe Department of Public
Instruction within six months of initial hiring to comply with Wisconsin Act 81. Employees are
considered to be anyone who receives an annual statement of wages for tax purgbéasr()V
from the school district.

New Employes and Coaches:

View theMandatory Reporting of Child Abuse and Neglediraining for all School Employees
webcastAt the end of the webcast, participants should print out a dated completion certificate to
document their viewing. This webcastigailableto be watched at any time and is 16 minutes in
length. You must turn in the completion certificate to the HuResourcesffice, Kris Lehman,

to complete the employment process.

If you need assistance with accessing the training video or accessmputan please talk with
your supervisor or the District Office.

Video URL: http://sspw.dpi.wi.gov/sspw can

Link is also on school district website: click on Forms/Payroll/Employment Forms/Payroll Forms,
scroll to AChild Abuse and Neglect Mandator:

D. Staff as mandatory reporters are required to report any threat made by an individual to the healt|
and safety of students, school employees or public. The report needs to be made to lav
enforcementAny person or institution participating in good faith in making of a report under
(ACT 143) this section shall have immunity from any liability, civil or criminal, that results by
reason of the action Whomever violates this section by failure to repagused may be fined
not more than $1,000 or imprisoned not more than six (6) months or both.

3.05 Communications

The District is committed to providing technology resources that allow employees to communicate effectively
with all employees in the District. n t he Districtds effort to main
responsibility and cooperation is required of employees to use the following core software programs an
technology resourcesin employee who violates awy thedistrict acceptablesg standards or otherwise uses

an electronic communication device or software to send pornographic, harassing or material deemed to |
inappropriate to another employee or student will be subject to discipline including termination of
employment.

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

2. The Distrct may review email logs and /or messages at its discretion. Because all computer
hardware, digital communication devices and software belong to the District, users have no
reasonable expectation of privacy, including the use of District andisbrict email, text
message and other forms of digital communicationsye@i cemai |, Twitter

etc. The use of the Districtébés technology
revoked at any time.

3. Electronic mail transmissions and others e o f the Districtos e
systems or devices by employees shall not be considered confidential and may be monitorec
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at any time by designated District staff to ensure appropriate use. This monitoring may
include, but is not limited by enumeration to, activity logging, visaanning, and content
scanning. Participation in computerediated conversationA&tiussion forums for
instructional purposes must be approved by Director of Instruction or District administration.
External electronic storage devices are subject to monitoring if used with District resources.

B. User ResponsibilitiedNetwork/Internet usergtudents and District employees), likaditional
library users or those participating in field trips, are responsible for their actions in accessing
available resources. The following standards will apply to all users (students and employees) o
the Néwork/Internet:

1. The user in whose name a system account is issued will be responsible at all times for the
proper use. Users may not access another
an administrator or immediate supervisor.

2. The system mayot be used for illegal purposes, in support of illegal activities, or for any
other activity prohibited by District policy.

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

4. A user must not knowingly attempt to access imappate material. If a user accidentally
reaches such material, the user must immediately back out of the area on the Interne
containing educationally inappropriate material. The user must then notify the building
administrator and/or immediate supervisd the site address that should be added to the
filtering software, so that it can be removed from accessibility.

5. A user may not disable internet tracing software or implement a private browsing feature on
District computers or networks. Browsing histahall only be deleted by authorizstaff or
in accordance with the Districtds technol

D. Electronic Communications with StudentEmployees are prohibited from communicating with
students who are enrolled in the District thgbielectronic media, except as set forth herein. An
employee is not subject to this prohibition to the extent the employee has a preexisting social ol
family relationship with the student.

The following definitions apply for purposes of this section oeciEbnic communication with
Students:

fAut horized Personnel 06 includes classroom t
directors of instruction, coaches, campus athletic coordinators, athletic trainers, and any othe
employee designated ivriting by theDistrict Administratoror principal.

AfiCommuni cated means t o c¢ onwvwaycomnuiicatiomas well asn &
a dialogue between two or more people. A public communication by an employee that is not
targeted at studente ( g . , a posting on tretorkepagmt aoblog 06 s
not a communication; however, the employee may be subject to District regulations on persona
electronic communications. Unsolicited contact from a student through electronis isee a
communication.

AEl ectronic mediaodo includes all forms of so
the following: text messaging, instant messaging, electronic mail (email), Web logs (blogs),
electronic forums (chat rooms), videohar i ng Websites (e. g., You-
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posted on the Internet, andlwsioctiearlE,n elLtiwokrekd |
forms of telecommunication such as landlines, cell phones, anthagsa applications.

E. Limited Electronic Communication with StudentsAuthorized Personnel may communicate
through electronic media with students who areemntty enrolled in the District only within the
following guidelines:

1. The employee shall i mit communications
professional responsibilities (e.g., for classroom teachers, matters relating to class work,
homewok, and tests).

2. If an employee receives an unsolicited electronic contact from a student that is not within the
empl oyeebs professional r es pwmatterd rdating totlase s
work, homework, and tests), the employee shatlfespond to the student using any electronic
media except to address a health or safety emergency.

3. The employee is prohibited from communicating with students through a personal social
network page; the employee must create a separate social neavgrep ( ipr of es s i
for this purpose. The employee must enable administration and parents to access th
empl oyeebs professional page.

4. Only a teacher, coach, trainer, or other employee who ahas-curricular duty may
communicate with students thrdugext messaging. The employee may communicate only
with students who patrticipate in the extracurricular activity over which the employee has
responsibility.

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

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

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

b. Confidentiality of student records.

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

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

E. Retention of Electroni€ommunications and other Electronic Mediahe district archivesll
nonspam emails sent and/ or received on the
record retention schedule.

F. Electronic Recording:Employees shall not electronically reddsy audio, or other means, any
conversations or meetings unless each and every person present has been notified and consent:
being electronically recorded. Unless dealing with an emergency (bomb threatpetsons
wishing to record a meeting muditain consent from anyone arriving late to any such meeting.
Employees shall not electronically record telephone conversatidess all persons participating
in the telephone conversation hasansented to be electronically recorded. These provisions are
not intended to limit orestrict electronic recording of publicly posted Board meetings, grievance
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hearings and any othBoard sanctioned meeting recorded in accordance with Board policy. These
provisions are not intended to limit or restrict electronic recordings involving authorized
investigations conducted by District personnel, or authorized agents of the Disteietctoonic
recordings that are authorized by the District, e.g. surveillance videos, extracurricular activities,
voicemail recordings.

G. Compliance with Federal, State and Local Lawvar all electronic media, employees are subject
to certain state and fede laws, local policies, and administrative regulations, ewden
communicating regarding personal and private matters, regardless of whether the
employee is using private or public equipment, on or off District property. These
restrictions include:

1. Corfidentiality of student records.

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

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

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

H. Personal Web Page€mployees may not misrepresent the District by creating, or posting any
content to, any persal or norauthorized website that purports to be an official/authorized
website of the District. No employee may purport to speak on behalf of the District through any
personal or other neauthorized website.

I. Disclaimer:The Districtis altecpromidedysoshnean fdas
District does not make any warranties, whether expressed or implied, including without limitation,
those of merchantability and fithess for a particular purpose with respect to any services providec
by the system and any information or software contained therein. The District does not warrant
that the functions or services performed by, or that the information or software contained on the
system wil |l meet the syst eemwilkeamnfesuptedoogeadr r e n
free, or that defects will be corrected. Opinions, advice, services, and all other information
expressed by system users, information providers, service providers, or othepathyrd
individuals in the systems are thagfethe individual or entity and not the District. The District
will cooperate fully with local, state, or federal officials in any investigation concerning or relating
to misuse of the District 8ee BaildefEducaton Patiesc o mi
No.522.71, 443.5and 731.1

3.06 Confidentiality

Pupil information employees obtain as the result of their employment with the District is confidential and
protected by law unless such information has been designated as pupil directory data asrsbbfmdh

Policy. Individual employees are not permitted to decide which pupil information is directory information such
that it can be disclosed. Employees should check with their immediate supervisor before disclosing any pur
information they obtaitecause of their position as an employee of the DisTriw.law and respect for our
students require that student issues are only discussed with employees and parents who need to know
information. In addition to student information, requests forrigistecords shall be referred to the appropriate
administrator.

Student records shall be maintained in the School District to assist school personnel in providing appropria
educational experiences for each student in the District.
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For purposes of Board policy and its implementing guidelines, student records will include data kept in any
form regarding students. Confidentiality provisashall apply to information maintained in record form and
oral exchanges regarding the contents of such record inform&genBoard of EducationPolicy No. 347

Rule

3.07 Conflict of Interest

A conflict of interest is defined as any judgment, action oricelahip that may benefit an employee or

another party the employee is affiliated with because of the em@layeep o s i t i on Empldydes t h e
are asked to avoid outside activity that may compete with or be in conflict with the best interesistfitt.
Employees must disclose to their immediate supervisor information of any transaction that may be considere
a conflict of interest as soon as they know the facts. No employee may:

9 Act as an agent or solicitor for the sale of school books lisgpp equipment; solicit or promote such
sales to individuals or the District; or receive any fee or reward for any such sales.

1 Receive rebates, gifts, discounts or other favors from individuals or companies wishing to do busines
with the District.

9 Use his or her position to obtain financial gain or anything of substantial value for the private benefit
of himself or herself or his or her immediate family, or for an organization with which he or she is
associated.

9 Solicit or receive anything of valueiuant to an understanding that his/her official action or inaction
or judgment would be influenced.

Any employee who violates this policy will be subject to discipline, up to and including termination, and any
other penalties under state la&®ee Boardof Education Policy No522.41

3.08 Contracts and Conflict of Interest

No employee may negotiate or bid for, or enter into a contract in which the employee has a private monetatr
interest, direct or indirect, if at the same time the employee is authorizeguimeceby law to participate in

the employee's capacity as an employee in the making of that contract or to perform in regard to that contra
some official function requiring the exercise of discretion on the employee's part. No employee may, in the
emplogyee's capacity as an employee, participate in the making of a contract in which the employee has a priva
monetary interest, direct or indirect, or performs in regard to that contract some function requiring the exercis
of discretion on the employee'srp&ee Wis. Stats946.13(1)(a) and (b).

3.09 Copyright

A variety of machines and equipment for reproducing materials to assist staff in carrying out their educationg
assignments are available to staff in both the school and home setting. Infringercgmraghted material,
whether prose, poetry, graphic images, pictorial images, sculptural works, performance, music, video, G
computerprogrammed materials or the like, is a serious offense against federal law, a violation of Board policy
and contrary tothical standards required of staff. Employees are further advised that copyright provisions
apply to all forms of digital media. It is important to note that a copyright may exist for a work or material
regardless of whether such material is marked avitbpyright notice. All reproduction, display, performance,
and/or modification of copyrighted material shall be conducted strictly in accordance with applicable
provisions of | aw. Unl ess ot her wi se al ioomustde as
acquired from the copyright owner prior to reproductionnmdterial in any form.Questions regarding
copyright shall be directed to tiastrict Administratoror Library/Media Specialist.

3.10 Criminal Background Checks/Charges/Convictions for Actve EmployeesObligation to

Report Criminal Record
Every District employee shall notify his/her immediate supervisor or administrator as soon as possible, but n
more than three calendar days after any arresttmednt, conviction, no contesit guilty plea, or other
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adjudication of the employee for any felony, any offense involving moral turpitude, and any of the other
offenses as indicated below:

A. Crimes involving school property or funds;

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

C. Crimes that occur wholly or in part on school property or at a sedpaisored activity;

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

E. A misdemeanor which violates the public trust.

The requirement to report a conviction or deferred adjudication shall not apply to minor traffic offenses.
However, an offense of operating under the influence, revocatisuspension dfcense, and driving after
revocation or suspension must be reported if the employee drives or operates a District vehicle or piece |
mobile equipment or transports students or staff in any vehicle. Failure to report under this section may resu
in disciplinary action, up to andcluding termination. Such report shall be made as soon as possible, but in
no circumstance more than three calendar days after the event giving rise to the duty to report. The Distri
may conduct criminal history and background checks on its employees.

A conviction of a crime shall not be an automatic basis for termination. However, it is not employment
discrimination because of arrest record to suspend from employment any individual who is subject to a pendir
criminal charge if the circumstances betcharge substantially relate to the circumstances of the particular
job. It is also not employment discrimination because of conviction record to bar or terminate from
employment any individual who has been convicted of any felony, misdemeanor oroffdrere the
circumstances of which substantially relate to the circumstances of the particular job. It is not employmen
discrimination for the District because of conviction record to terminate from employment an individual who
has been convicted of dday and who has not been pardoned for that felony.

If an employee is arrested during employment with the District, the District will determine whether the
circumstances of the offense substanti athdDistrictel a
determines there is a substantial relationship, the District may place the employee on unpaid administrati
|l eave pending the Districtés further investigatd.i

3.11 District Property

The District may supply an employee with equipment or sappb assist the employee in performing his/her
job duties All employees are expected to show reasonable care for any equipment issued and to tak
precautions for theft. Employees cannot take District property for personal use or gain. Any equipmeait, unus
suppli es, or keys issued must be returned prior
limited by enumeration: employee identification badges and the key for building entry. District equipment
borrowed for shorterm use should breturned the first workday after project completion.

A. Facility Access Cards and KeyBuilding access card and key requests should be submitted to the
appropriate building contact person. Each employee is responsible for the security of all acces:
cards ad keys issued to them. Access cards and keys will be issued consistent with job
responsibility and actual need. School District of Lodi keys shall not be duplicated. Lost or stolen
access cards and/or keys must be reported to appropriate supervisor telsndeiaployees will
be charged five ($5.00) dollars for replacement of access cards and-twer{$25.00) dollars
per replacement core up to maximum of one hundred ($100.00) dollars for keys that are lost,
stolen, not returned upon termination, sepanadr retirement.

B. Employees Responsibility for After Hour and Weekend Building Us@ployees have access to
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district buildings during normal operational hours Monday through Friday (6:30 a.m. to 10:30
p.m.) and may work in buildings during these hours and weekéfrdployees can access
buildings from 7:00 a.m. to 8:00 p.m. on weekeriisployees working in buildings arwl/on
weekends are responsible to ensure windows and doodomed and locked and that any
electrical equipment and lights are turned off before leaving their work area. Upon
departure from building employee is responsible to ensure the door(s) whesxiththe
building are locked and secured. Employees using building during off hours/weekend
should exercise personal safety in doing Barectors/Coaches need to make prior
arrangements through athletic director/principal and facility coordinataidibg access

is needed outside these designated hours.

Appliances and Electrical Apparatuall appliances, electrical apparatus, extension cords,-three
way adapters, ground adaptors, lamps, refrigerators, microwaves and any other electrica
apparatusnust be ULtested, appropriately labeled and building management approved before
being placed in any School District of Lodi owned or leased facility. If there is an operational cost
(energy/electricity) associated with an approved appliance or ele@gparatus the employee

will be billed a yearly fee, nerefundable, at the beginning of each school year in September. If
fee is not paid within 30 days the appliance or electrical appandiuse removed by building
management from the district facilitif repeated violations occur the employee may be subject

to disciplinary action.

Firearms or Weapongzirearms and /or weapons are not allowed in School District of Lodi owned
or leased buildings, on a school bus or at any school related event asdutiState Statute s.
948.605 andBoard of Education Policy N0.832 Exceptions include: A person who is employed

in this state by a public agency as a law enforcement officer, a qualified out of state law
enforcement officer or a state certified comngesvarden acting in his or her official capacity.

Animals: Animals are not allowed in school buildings, parking lots, and athletic facilities of the

School District of Lodi unless administratively approved as part of a classroom curriculum,
building piogram or are canine assistance for hearing, sight or physically impaired individuals.
See Board of Education Policy N0.383 383.1 and 383.1 Rule

3.12 Drug-, Alcohol-, and TobacceFree Workplace
The District seeks to provide a safe dftge workplace for albf its employees.

A Prohibited ActsDrugs and Alcohol The manufacture, distribution, dispensation, possession, use

B

of or presence under the influence of alcol@zardousnhalants, controlled substances or
substances represented to be such, syntheiigsdr unauthorized prescription medication is
prohibited on school premises or at school activities. In addition, the District prohibits an
employee from engaging in the manufacture, distribution, dispensation, possession, or use o
illegal drugs, contribed substances or unauthorized prescription medication at any time and in any
location even where the employee is not on District premises or on work time. Employees of the
school system shall not possess, use, or distribute any illicit drug or aldoénvdiage as defined

in Wisconsin Statutes while on school premises or while responsible for chaperoning students or
school sponsored trips. Any employee who vi
be disciplined, up to and including dischardd. school employees shall cooperate with law
enforcement agencies in investigations concerning any violation of this proigerBoard of
Education Policy No.522.1& 41 U.S.C. 702(a) (1) (A).

Tobacco ProductsEmployees shall not use or possess tobgeoducts on District premises, in
District vehicles, nor in the presence of students at school or salated activitiesEmployees
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are also prohibited from the use of/smokin
cigarettes, clove cigarettes and any other lighted smoking devise for burning tobacco, nicotine ol
any other substance on School District of LpdimisesEmployees who violate this policy will

be subject to disciplinary action, up to and including termination from employS8emBoard of
Education Policy N0522.1& § 120.12(20), Wis. Stats

C DrugFree Awareness PrograrAs required by the Fedas Drug Free Workplace Act, the District
shall establish a drug free awareness program to inform employees about theafalnggrabuse
in the workplace, t he Di sftee workplades anyavdilable grugo f
counseling, rehabthtion and (if applicable) employee assistant abuse programs, and the penalties
that may be imposed upon employees for drug abuse violadibns.S.C.§702(a) (1)

D Reasonable Suspicion Testingsll employees shall be required to undergo alcohol and drug
testing at any time the District has reasonable suspicion to believe that the employee has violate
the Districtés policy concerning alcohol an
may be conducted when there is reasonable suspichmliewve that the employee has used or is
using drugs or alcohol prior to reporting for duty, or while on duty, or prior to or while attending
any District function on or off District pr
exists mustbe based on specific, contemporaneous, accurate observations concerning the
appearance, behavior, speech or body odors of the employee. A trained supervisor must make t
observations. Refusal to consent to testing will result in disciplinary action, aqdtoncluding
termination of employment.

E Additional Testing and RequirementE mp | oyees required to poss
license will be required to undergo any drug testing required by relevant law, Board policy, and
administrative rules. Furermore, before working for the District, a driver must complete and turn
i n t he AAcknowl edgement and Acceptance
Policy/ Procedures. o (Appendix D)

F Notification of Conviction:As a further condition of employment, an emyde who is engaged
in the performance of a federal grant shall notifyBstrict Administratorof any criminal drug
statute conviction for a violation occurring in the workplace no later than three days after such
conviction. Within ten days of receivirggich noticefrom the employee or any other soufcihe
District shall notify the federal granting agency of the conviction. 41 U.S.C. 702 (a) (1) (D). After
receiving notice from an employee of a conviction for any drug statue violation occurring
workplace, the District shall either (1) take appropriate personnel action against the employee, uf
to and including termination of employment, or (2) require the employee to participate
satisfactorily in a drug abuse assistance or rehabilitation program apfoosedh purposes by
a federal, state, or local health agency, law enforcement agency, or other appropriate agency 4
U.S.C 703 (This notice complies with notice requirements imposed by the federal Drug Free
Workplace Act (41 U.S.C. 70)).

G Consequencesf Violation: Empl| oyees who violate the Dist
alcohol or drug use shall be subject to disciplinary sanctign) and including terminatidnom
employment with the District, and referral to appropriate law enforceroéfitials for
prosecuti on. Compliance with the Districtds
employment. In its sole discretion, the District may allow an employaadergo evaluation for
alcoholism or drug addiction and successfuliynplete any recommended treatment, in lieu of
termination.See Board ofEducation Policy No.522.1and 41 U.S.C. 702 (a0) (1) (A)

3.13 False Reports

Employees may be disciplined for filing false reports or written or oral statements including but not bmited t
thefollowingiacci dent reports, attendance r ep o-enp®yment ns u
statements, sick leave requests, student records, tax withholding forms and work reports. Providing fals
written or oral statements will resuh disciplinary action up to and including termination of employment.

School District of Lodi Employee Handbook Page 31



3.14 Financial Controls and Oversight

The employee shighdhere to all internal controls that deter amshitor all fraud or financiaimpropriety in

the District. Any person who suspects fraud or financial impropriety in the District shall report the suspicions
immediately to any supervisor, thgistrict Administrator or designee, the Board President, or local law
enforcement. Reports of suspected fraud or financial impropriety shall be tasatedfidential to the extent
permitted by law. Limited disclosure may be necessary to complete a full investyatitocomply with law.

Each employee who supervises or prepares District financial reports or transactions shall set an example
honest and ethical behavior and shall actively monitor his or her area of responsibility for fraud and financia
impropriety.Neither the Board nor any District employee shall unlawfully retaliate against a person who in
good faith reports perceived fraud or financial impropri&ge Board of Education Policy No662.1and

664.

3.15 Fraud and Financial Impropriety
The District pranibits fraud and financial impropriety, as defined below, in the actions of its Board members,
employees, vendors, contractors, consultants, volunteers, and others seeking or maintaining a busine
relationship with the District.
A Fraud and financial imppriety shall include but is not limited to the following:
1. forgery or unauthorized alteration of any document or account belonging to the District;

2. forgery or unauthorized alteration of a check, bank draft, or any other financial document;

3. misappropriatin of funds, securities, supplies, or other District assets, including employee
time;

4. impropriety in the handling of money or reporting of District financial transactoailure
to follow District policies regarding the handling Bfistrict funds orfinancial records,
including activity and/or student account aedord

5. profiteering as a result of insider knowledge of District information or activities;
6. unauthorized disclosure of confidential or proprietary information to outside parties;
7. unauthoized disclosure of investment activities engaged in or contemplated by the District;

8. accepting or seeking anything of material value from contractors, vendarheorpersons
providing services or materials to the District, except as otherwise pefimttaw or District

policy.
9. inappropriately destroying, removing, or using records, furniture, fixtures, or equipment;
10. failure to provide financial records required by state or local entities;
11. failure to disclose conflicts of interest as required by da District policy;
12. disposing of District property for personal gain or benefit and,
13. any other dishonest act regarding the finances of the District.

B Fraud InvestigationsIf an employee is found to have committed fraud or financial impropriety,
the District Administratoror designee shall take or recommend appropdesplinary action,
which may include termination of employment. When circumstances warrant, the Bindt
Administrator or designee may refer matters to appropriate law enfemer regulatory

authorities. In cases involving monetary loss to the District, the District may seek to recover lost
or misappropriated funds.
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3.16 Gambling
Gambling on Districbwned or leased premises is prohibited at all times except as part of approved Board of
Education fundraiser. Gambling during the workday on or off District property is prohibited.

3.17 Gifts and Sale of Goods and Services

A. Gifts: An empl oyee or a member of the employee
or indirectly, any gift, money, gratuity, or other consideration or favor of any kind from anyone
other than the District that a reasonable person would uaddrafas intended to influence official
action or judgment of the employee in executing decigiaking authority affecting the District
its employees or students. It shall not be considered a violation of this policy for an employee to
receive entertainnmt, food, refreshments, meals, health screenings, amenities, foodstuffs, or
beverages that are provided in connection with a conference sponsored by an established ¢
recognized statewide association of school board officials or by an umbrella or affiliate
organization of such statewide association of school board officials. Exceptions to this policy are
acceptance of minor items, which are generally distributed to all by companies through public
relations programs. Teachers should accept only gifts ofnteledue from studentdNote:
Immediate family shall have the same definition as used in Section 11.01. (for consideration
spouse, parents, domestic partner, children, brother, sister, grandchildren, grandparent, stej
relation or the same relationship aggntal herein of the employee and his/her spouse. (And for
children over 18 while maintainindgependenstatus and parents-law).

I't is the Distr b2R4)w individuals to geclifeRyiftd, gratujties Mrdavors
from any outside manization or individual doing business or seeking tddsiness with the
District. Gifts that are intended for the benefit of the District should be referred idtret
Administratorf or pr oper processing undelicitatbnsendbe st r
terms of§ 118.27, Wis. Stat<ifts of nominal or of insubstantial value and services offered for a
reason unrelated to the employeesd positio
influence a decision could be accepted. Lagjits to employees as an individual and gifts of
more than a nominal or insignificant value should be graciously decieaise refer t§ 19.59,

Wis. Statsfor information on conflicts of interest and for gifts and solicitations.

B. Sale of Goods andeBvices No District employee may receive for his or her personal benefit
anything of value from any person other than his or her employing Distgetligoromote
the sale of or act as an agent or solicitor for the sale of any goods or servicepublanychool
pupil while on the property of his or her employing District or at an activity of his or her employing
District. § 118.12, Wis. Stats

3.18 Honesty

Honesty is a core value in the District. Employees shall not misrepresent any facts relaiegasitioe with

the District either orally or in writing including, but not limited to, District documents such as time sheets, job
applications, pupil records, etc.

3.19 Investigations

A. Expectation of Cooperationit the discretion of the District, an emgke may be compelled to
answer guestions relating to his or her job or position in the Distrigglating to the job or
position of another empl oy e e toicoopetath er refisabta r i
respond to questions during such awmestigation or inquiry may constitute insubordination,
thereby providing a basis for discipline or discharge. See Paragraph B below as to specia
circumstances when the employee is being questioned with regard to alleged misconduct whicl
may also constitte criminal conduct.

B. Investigation interplay with potential criminal condudtthe subject of the investigation
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may invole criminal conduct by an employee, that employee shall be given a Garrity Warning
by the District prior to the initiation of any questioning related to the potential criminal conduct.
In essence, a Garrity Warning: (1) advises the employee that hedsitilésl to the Constitutional

right not to be compelled to criminally incriminate himself/herself; (2) warns the employee that
the refusal to answer questions relating to his or her job or position will subject the employee to
discipline, including dischrge; and (3) any statements or information obtained by the District as
a result of the employeebs statements may
criminal proceeding, although the empl oyeebd
for District discipline purposes

C. Administrative LeaveAt the discretion of the District, an employee may be placed on non
disciplinary paid or unpaid leave pending the outcome of any investigation initiated by the District.

3.20 Licensure/Certification
Eachemployee who is required to be licensed or certified by law must provide the District with a copy
of the current license or certificate to be maintained in his or her personnel file. Personnel files can b
found in the School District Office. Employeesaxpected to know the expiration date of their
license/certification and meet theguerements for rdicensure orcertification in a timely manner. A
teaching contract with any person not legally authorized to teach the named subject or at the nhame
schwl shall be void. All teaching contracts shall terminate if, and when, the authority to teach
terminates.

Each Food Service employee working 6 hours or more will be reimbursed for SNA membership and
certification fees.

3.21 Nepotism

A. Applicants for employmenin the District shall be selectedthout regard to a relationship by
affinity or consanguinity, which they may have with a current employee of the District, except
that the District may refuse to hire or promote a person into a position when the paditieport
to an individual who is the spouse of the person considered for hire or promotion, or when the
position will report to an individual with whom the person has a relationship by affinity or
consanguinity. In addition, to avoid possible condlicif interest,which may result from
employment procedures, an employee who is related by affinity or consanguinity to another
employee or applicant shall not participate in any decision to hire, retain, promote, evaluate or
determine the salary of thatrgen.

B. Definition: for the purposes of thidandbooka fir el ati onship by affir
includes, but is not limited to, a relationship which an individual has with his or her spouse,
designated partner, fathgrlaw, motherin-law, broherin-law, sisterin-law, sonin-law,
daughtefin-law, adoptive sibling, adoptive child, adoptive parent, adoptive first cousin, a financial
dependentored ependent |[for example sharing the s
¢ 0 n s a n g udefindd tagy a@relatianship which an individual has with a blood relative that
extends to first cousin. The phrase fAdeci si

C. Employee Reporting Requiremenghould a District employee be called upopaaticipate in a
decision to hire, retain, promote, evaluate, or determine the salary of a person related to him o
her by affinity or consanguinity, as defined above, the employee shall refrain from patrticipating
in such decision and shall instead deledais or her decision making authority regarding that
person to th®istrict Administratoror his or her designee. Should Bistrict Administratorbe
called upon to participate in a decision to hire, retain, promote, evaluate or determine the salary o
aperson related to him or her by affinity or consanguinity as defined aboveshe shall refrain
from participating in such decision and shall instead deldgsta her decision making authority
in regard to the employment status of that persondge€ision to hire, retain, promote, evaluate,
etc,) to another employee of the District.
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3.22 Operators of District Vehicles,Mobile Equipment and Persons WhaReceive
Travel

A

Allowances for Mileage Reimbursement:

The District shall reimburse employees an amount equal to the Internal Revenue Service (IRS
business travel rate per mile to each employee required by the Disthittednis or her personal
vehicle during the course of performing duties for the District. Forms to be used to report mileage
shall be available in the district office, and on district website. All mileaigpebursements shall

be approvedby administratn prior to reimbursement payment being processed/paid.

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 supersbr(s) immediately of any driving citation or conviction of a traffic violation,
including citations or convictions resulting from the @i®n of a personal vehicl8upervisors
receiving such notice willimmediatehytify theDistrict Administrator Peyment for any citations
received while driving a District vehicle is the responsibility of the driver.

Commer ci al Dr i v draddgionioithe reotice requifer@ddtk i paragraph A, above
and pursuant to CDL Requirements, a CDL driver musifynbis/her employer, in writing and
within 30 days, of a conviction of any traffic violation regardless of the type of vehicle being
driven at the time of the violation.

. Drivers: All drivers of motor vehicles owned by the District or drivers of anyriguservice used

for the transportation of pupils shall be under written contract with the BReedWis. Stat §
121.52(2).

Personal Transportation Utilized for School Use:

1. Car Insurance: The District discourages employees from transporting studentkein t
personal vehicles. Employees who do transport students for school activities in their cars shal
carry minimum insurance policy limits of $500,000 combined single limit (CSL) liability,
$250,000/$500,000 bodily injury and $100,000 property damageni#nom of private car
transportation will be utilized. Employees must notify and receive written approval from the
building principal prior to transporting students in private cars for school activities. Such
approval shall be in compliance with all applite state and federal laws and administrative
code provisions and shall include, but not be limited by enumeration, a review of the
empl oyeeds driving recor dSeaWid Stagri21655a mi na't

2. Personal Vehicle ReimbursemenRamaje to personal vehicles while used as authorized
above for transporting students for school activities may be reimbursed by the District, in its
di screti on, provided the Districtés maxin
amount to a maximumnaount of one thousand dollars ($1,000.00). No such reimbursement
shall be provided where the employee is found to be liable in any degree for the damage tc
the personal vehicle.

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

3.23 Outside Employment

Outside employment is regarded as employment for compensation that is not within the duties an
responsibilities of the empsystgmeReGanelrskati notbehibitad o s i |
from holding employment outside the Distras long as such employment does not interfere with assigned
school duties as determined by the District. The Board of Education expects employees to devote maximu
effort to the position in which employed. An employee will not perform any duties retated outside job
during regular working hours or for professional employees during the additional time that the responsibilities
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of the Districtdos position require; nor wi | | an
performing outside work. When the periods of work are such that certain evenings, days or vacation perioc
are duty free, the employesay use such offluty time for the purposes of néschool employmentSee

Board of Education Policy N0539.1

3.24 Personal Appearance/Staff Dress Code

District employees are judged not only by their
expectation that every e mp thehigb stahdardawe et maurselvescasa i s
District. Employees are expected to presenwvellgroomed, professionappearance and to practice good
personal hygiene. Remember, to our shisleparents and the public, employees represent the District. The
District expects that all employees are neat, clean, and wear appropriate dress for work that is in good ta:
and suitable for the job at hand. The District will not tolerate dress g fitim school employees that the
principal or supervisor considers disruptive, inappropriate, or which adversely affects the educationa
atmosphere.

Appropriate safety gear shall also be worn at all times as deemed necessary. This includes approprie
footwear for employees who shall not wear open toed oroslishoes during regular work hours (e.g.,
custodial, cleaning, maintenance, transportation, and food service).

Food Service employees shall wear shirts approved by their superviseslimshoes colored slacks or
capris. No tight jeans or stretch pants/shorts are allowed.

3.25 Personal Property

A. Liability: The District does not assume any responsibility for loss, theft or damages to personal
property. In order to minimize risk, the District advis®ployees not to carry unnecessary
amounts of cash or other valuables. If employees bring personal items to work, they are expecte
to exercise reasonable care to safeguard them. The District is not liable for vandalism, theft or an
damage to cars parked school property. This includes any poterdmmage occurring during a
police search of district buildings and grounds. The District carries no accident insurance or othel
insurance coverage for any loss or injury for which the District does not égadaésponsibility.

B. Search of Personal EffectEmployees should have no expectation of privacy to items contained
in plain view, for exampl e, but not l i mited
property, items left on top of or withidesks and cabinets, lockers, etc. Items not in plain view
and contained within personal property, e.g. purse, satchel, wallet, coat, backpack, etc., may b
searched in accordance with applicable state and federal law. (Note: See Section 3.35 fo
informaton on the search of district property.)

3.26 Personnel Files

An employee shall have the right to review personnel documents, upon request and consistent with tf
timelines and content limitations specified in Wis. Stat. § 103.13, at least two times pearcgarivhile

in the presence of tHaistrict Administratoror his/her designee.

The employee is entitled to examine any personnel documents which are used or which have been used
determining that empl oyeebs (q urarsferf additianal icanpensatiorg r
termination or other disciplinary action, and certain madirecords. This examinatiomust be
accomplished in the presence of the person officially charged bRigect Administratorwith
custody of those documenihe removal of this file from the safekeeping place will be done by the
of ficial personnel file custodian. The empl
removed from theisual presence of the official custodian. An employee shall havégtite upon request,

to receive copies of any documents permitted to be reviewed pursuant to Wis. Stat. § 103.13 contained in tl
personnel file except those delineated tD3.13(6), Wisconsin Statutagpon payment of the cost for making
such a copy. Aemployee who is involved in a current grievance against the District may designate in writing
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a representative of the emp y eedés uni on, coll ective bargaining
inspect the records which have a bearing on the resolution of the grievance.

After reviewing his or her personnel records, the employee has the right to request thatheardfe
believes to be inaccurate or obsolete be removed from his or her file. If the District denies the request, tr
employee has the right to file a written rebuttal statement and have that rebuttal attached to theetispdted

If the District irtends to release the disputed record to a third party, the District must also release the
attached employee rebuttal statement to the third [@&it93.13(4) Wis. Stats.

If an employee requests copies of any items contained in their personnel fitertiseciopied shall be
documented and summarized with employee signing the summary indicating they received the copied items

3.27 Personneli Student Relations

All District personnel will recognize and respect the rights of students, as established byateanstfederal

law. Employees shall, at all times, maintain a professional relationship and exhibit a professional demeanor |
their interactions with students. Further, employees shall refrain from engagingdotemg or conduct of a
sexual natureverbal or physical) directed toward a student, including, but not limited to, sexual advances,
activities involving sexual innuendo, or requests for sexual favors or sexually explicit language or
conversation. Employees shall not form inappropriate soci@mantic relationships with students, regardless

of whether or not the student is 18 years old. Employees shall not use profane or obscene language or gestt
in the workplace.

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

3.28 Physical Examination/Drug Testing

A. Examinaion: Upon initial employment and thereafter, physical examinations shall be required of
District employees in accordance with section 118.25 of the Wisconsin statutes. Freedom fromn
tuberculosis in a communicable form is a condition of employment. Uptal ieinployment,
evidence that employees are of sound health, sufficient to perform the essential functions of thei
assignment, is necessary to make binding the offer of employment or the initial contract, as
applicable, with the District.

B. Drug Testing All applicants prior tostartingemployment ocommencing dransfer shall take
and pass a drug test. Cost of this test wil
choice.

C. Fitness for Duty:The District may require a physical, driggt and/or mental examination at the
expense of the District where the District has a reasonable doubt concerning the current ability o
the employee to perform the duties of his or her job consistent with the limitations imposed by
applicable stateanéfd er al | aw. Failure to comply with
certification of being drug free and/or of sufficiently sound health to perform duties assigned may
result in discipline up to and including discharge/termination.

3.29 Political Activity

Employees are free to engage in political activity outside of work hoursoatiet extent that it does not
adversely affect the performance of job duties, working relatipagtri District operations. Wheangaging

in political activity or engagig in discussion of issues of public importance, employeesxpeeted to ensure

that their actions and positions are not attributed to the Employer. Employer resources may not be used f
promoting a particular candidate or pictl party or for advocatg aparticular position on an issue that has
become identified as the viewpoint of a particular candidate or party.

Definition of #EmEmplogeesemay nitaise@raptogeerssources for political
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activities. Employer resources include office supplies, electronic equipment includhiaigfacsimile
and photocopying machines, bulletin boards and other public sifblsesof bulletin boards requires
authorization of the building principal and is-tifhits to public use.)

Definition of APalittisad @padivi i t@iseirmependent bfe ¢
your role as an employee. The followingidglines are not exhaustive, but are intended to help in
differentiating between those activities that may be viewed as harmful to workplace functioning and
those activities that gener al ltoyyemplayéritestrimonst si d e
and intervention. Employees are expected to avoid the following political activities:

1 Using working hours or employer resources to solicit money or signatures or to make political
contributions;

1 Using nonwork hours to solicit catributions, signatures or services from other employees who
are on work time;

9 Posting political materials in areas open to the public;
T Using the employerds mailing address as the

1 Providing employer mailingsis to any individual or organization for political solicitations if this
information is not generally available to the publidofe the use and distribution of employer
mailing lists to outside parties always requires prior authorization includingsassasent of
whether fees should be charged to cover production costs);

1 Providing a forum for an individual candidate to promote his or her campaign without giving an
eqgual opportunity to other candidates, for the same office, to participate in the forum;

9 Political advocacy in the form of clothing items, armbands and buttons that cause a disruption in
operations and/or violate the rights of others including the right to be free from discrimination,
harassment and intimidation in the workplace.

These guidlines are not intended to discourage discussion of controversial issues in the classroom, if an
when such discussions are consistent with District curriculum guidelines and teaching methods.

This policy is not intended to limit the effuty activities & employees where District buildings and property
are made available to community groups for meetings and gatherings.

Nothing in this policy limits the rights of the District to sponsor 4pamtisan political forums or forums in
support of District initiives, such as building referendums. Nothing in this policy places restrictions on the
Districtds freedom to invite speakers with poli
public.

3.30 Position Descriptions

Position descriptions are dlable for inspection for each Disttiemployee. At a minimum, thdescriptions

will include the job title and description, the minimum qualifications, and the essential functions of the
position.

3.31 Severance from Employment
An employee's employment relatiship shall be broken and terminated by:
A. Termination pursuant to the terms of thlandbookand the employede #dividual contract [if
any];

B. voluntary resignation;
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C. retirement;

D.nonrenewal of the employeebs contract, [ on|
are provided under the Wisconsin statutes];

E. failure to return to work following recall from layoffithin fourteen (14) calendar days of receipt
of notice to do so [only applicable to employees where layoff rights are expressly provided for in
other sections of thislandbook];

F. the employee having been on layoff for twelve (12) consecutive months gpplicable to
employees where layoff rights are expressly provided for in other sections ldatidbook;

G. failure to return to work the day following the expiration of an authorized leave of absence; and
H. Job abandonment.

3.32 Solicitations

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

3.33 Student Code of Conduct andHandbook
The Student Code of Conduct amndbndbooki s availabl e onl ine at t h

www.lodi.k12.wi.us

3.34 Employee (Whistleblower) Protection
A. Complaint Procedure:lf any employee of the District reasonably believes that some policy,
practice, or activity of the District is in violation of law, a written complaint must be filed by that
employee with thd®istrict Administrator If the complaint is about a practice or activity of the
District Administrator the complaint must be filed with the Board President.

B. Purpose: It is the intent of the District to adhere to all laws and regulations that apply to the
Distric t and the underlying purpose of this ¢
compliance. The support of all employees is necessary to achieving compliance with various laws
and regulations.

C. Anti-Retaliation: An employee is protected frorataliation only if the employee promptly brings
the alleged unlawful policy, practice, or activity to the attention of the District and provides the
District with a reasonable opportunity to investigate and correct the alleged unlawful policy,
practice, oract i vity pursuant to the Districtbds c
protection described below is only available to employees who comply with this requirement. The
protection against retaliation that is described below dmtslimit the Distict from taking
disciplinary or other employment action, including termination, against an employee where that
discipline or employment action is not bas:¢
under this policy. The District will not retaletigainst an employee who in good faith has made
a protest or raised a complaint against some policy, practice, or activity of the District, or of
another individual or entity with whom the District has a business relationship, on the basis of a
reasonabldelief that the policypractice, or activity is in violation of law or a clear mandate of
public policy. The District will not retaliate against an employee who discloses or threatens to
disclose to a supervisor or a public body, any policy, practicactority of the District that the
employee reasonably believes is in violation of lava @ule or regulation mandated pursuant to
law or is in violation of a clear mandatemfblic policy concerning the health, safety, welfare, or
protection of the envio n me nt . Not hing herein shal/l I i mi
against retaliation for filing a complaint or participating in an investigation or legal proceeding, if
such actions are protected by state and/or federal law.
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3.35 Work Spaces, Including Desks, Lockers, etc.

Employees shall have no expectation of privacy with respect to any item or document stored in or on
District-owned property, which includes, but is not limited to, computers, electronic equipment, desks, filing
cabinets, mailboxes, lockers, tables, shelves, and other storage spaces in or out of the classroom. According
the District may at any time amalits sole discretion conduct a search of such property, regardless of whether
the searched areas or items of furniture are locked or unlocked except as provided for under section 3.z
subsection B of thelandbook

3.36 Work Made for Hire

Occasionally an enbpyee has questions regarding the use of materials to be included in books or other
commercial materials. Such materials created by the employee may include lesson plans, staff developme
presentations or tests/test items. Any work preparecngployeavithin the scope ohis/her employment

is owned by the District. Under federal copyriagh
guestions regarding ownership or copyrights on materials prepared within the scope of his/her employmelr
should consult with his/her supervisor.

3.37 Workplace Safety
A. Adherence to Safety RulesAll employees shall adhere to District safety rules esglilations

and shall report unsafe conditions or practices to the appropriate supervisor. Fire safety is at
essetfial element of having a safe working environment. Employees should know the following:

1. Location of fire alarms;
2. Location of fire extinguishers;
3. Evacuation routes; and
4. Whom to notify in case of fire.

Employees need to take precautions to preventffioas 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.

B. Reporting Requirement:An employee shall report in writing all cases of accidentnqury
incurred in the performance of duties, on school propertgt schoolactivities, to theDistrict
Administratoror his/her designee, who shall acknowledge receipt of such report and keep the staff
involved informed of action taken. Employees shddb report, in writing, each accident and/or
injury involving a student, employee or school visitor that he/she witnesses. In addition, all
employees are expected to report any unsafe practices or conditions affecting persons, property
equipment.

C. Weamns Prohibition: Firearmsand dangerous weapons are prohibited in all Disudtdings
and in accordance with all applicable laws. Licensed peace officers who are serving in their official
capacities are the only persons excepted from this prohibEiogarms and dangerous weapons
have the definitions set forth in the following statutory provisidvis. Stat88119.25, 120.13(1),
941.235, 948.60, 948.605, 948.61.

D. Disaster Preparednesall employees must become familiar with building procedurdékérevent
of emergency such as fire, tornado, intruders, etc. When drills are staged, every staff member an
student must follow proper procedures.
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3.38 Violence/Bullying in the Workplace
A. Expectations:Violent behavior of any kind or threats of violence, either direct or implied, which
may relate to the school environment, are prohibited. The District will levate such conduct
by its employees, members of the public, contractors, or visitors. An employee who exhibits
violent behavior shall be subject to disciplinary action up to and including termination and may
also be referred to law enforcemeBiee Bard of Education Policy No411.1

B. Prohibited Behavior Violence in the workplace may include, but is not limited to, the following

list of prohibited behaviors directed at or by an employee, supervisor or visitor:

1.

2.

8.

9.

Assault or battery.

Blatant or intentioal disregard for the safety or wddeing of others.
Commission of a violent felony or misdemeanor.

Dangerous or threatening horseplay or roughhousing.

Direct threats or physical intimidation.

Loud, disruptive, profane or obscene language or gesthatsate clearly not part of the
typical school district learning environment.

Physical restraint, confinement.
Possession of weapons of any kind on District property [please see section 3.36].

Stalking.

10. Any other act that a reasonable person wouldgheecas constituting a threat of violence.

C. Reporting Procedure:An employee who is the victim of violence, believes he/she has been

threatened with violence, or witnesses an act or threat of violence towards anyone else shall tak
the following steps:

1.

If an emergency exists and the situation is one of immediate danger, the employee shall contac
the local law enforcement by dialing191, and may take whatever emergency steps are
available and appropriate to protect him/herself from immediate harm,asulgaving the

area.

If the situation is not one of immediate danger, the employee shall report the incident
to the appropriate supervisor or his/her designee as soon as possible and complete th
Workplace Violence Incident Report Form that is includethisHandbook (See Appendix

D)

An employee who has received a restraining order, temporary or permanent, against ar
individual, who may impact the employee at work [e.g. verbal or physical contact or proximity
has been prohibited or restricted], shalimediately supply a copy dhe signed order to
his/her supervisor. The supervisor shall provide copies to the other appropriate supervisors
and inform other employees on anreeded basis.

D. Investigation and Investigation Finding§:he District will investigate all complaints filed and

may investigate other situations where no
attention. Retaliation against a person who makes a-igatbd complaint regarding violent
behavior or threats of violence d®to him/her is also prohibited. In appropriate circumstances,
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the District will inform the reporting indidual of the results of the investigation. To the extent
possible, the District will maintain the confidentiality of the reporting employee and the
investigation, but may need to disclose results in appropriate circumstance (e.g., in order to
protect indvidual safety or to conduct an adequate investigation). The District will not tolerate
retaliation against any employee who in good faith reports workplace violence.

SECTION 4 GRIEVANCE PROCEDURE
The District has adopted a grievance procedure to resolagces by employees concerning discipline,
termination, and workplace safety. A copy of that policy is contained in AppBnalixhis Handbook

SECTION 5 PAY PERIODS

5.01 Annualized Payroll Cycle
A. Staff who begin the fiscal year on leave, but dohateapplicable leave available for such leave,
payroll will be commensurate upon payment for actual work completed.

B. Contracted Employees undgt18.22 Wis. StatuteS:he payroll cycle shall be on a ten (10) month
basis and all employees (ReguEmployees, Regular Fdlme and Regular Patime) scheduled
to work as school year employees shall be placed on a twenty (20) payroll cycle.

C. Calendar Year Employeeall employees scheduled or contracted to work a full calendar year (260
days) will e placed on a twentfpur (24) payroll cycle.

5.02 Payroll Dates
The payroll dates shall be on or before th® d8d the 3t of each month. The first pay date of the school year
for school year contracted employees will be Septembér 15

5.03 DirectDeposit Payment Method

All employees shall participate in a direct payroll deposit plan. Direct deposit statements will be made availabl
electronically in each Empl oyee Access Account
Direct depositchanges may be made after giving thirty (30) calendar days notice in writing. Each hourly
employee shall, with each electronic payroll deposit slip, receive information indicating the number of hours
for which straight time hourly pay is received and thenher of hours for which the overtime rate of pay is
received. Each contracted employee shall, with each electronic payroll deposit slip, receive information on th
empl oyeebs salary received.

5.04 Definitionsfor Payroll Purposes Only
A Day: A day shall ruin from 12:00 midnight (12:00 a.m.) to 11:59 p.m.

B Week: A week shall run from 12:00 midnight (12:00 a.m.) Sunday until 11:59 p.m. the following
Saturday.

C Pay Period:The pay periods shall begin on théahd 16 and end on the 1Bandlast dayof each
month.

5.05 Salary Deferralsi Tax Sheltered Annuities (TSA)

The district wildl mai ntain a TSA program withou
contribution amounts. Employees shall have the opportunity to participatelistiie t 6 s | nt er nal
Service (IRS) Code 403(b) Savings Program and invest their money through salary deferral in annuities ar
ot her qualifying I RS Code 403(b)(7) investment v

SECTI ON 6 VWIO®OKEERSATION

6. 01 Workerbés Compensation Coverage and Repo
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All employees shall be coveredbyo¥ k er 6 s Compensation I nsurance
the job shall report the injury to the business office prior to seeking medical attentiafl gadsible.

In the event of an emergency, the employee shall notify his/her immediate sapevihin twenty

four (24) hours after the occurrence of the injury or as soon as practical. The employee shall fill out ar
incident report form. The required form is attached as an appendix tdahdbookand is available

from district office/payroll(See Appendix D)

6.02 Benefitswhi | e on Wor kerd6s Compensation
The employee will receive his/ her workerds col
district designated dental and health insurance contributions through the final dayistahyear the
injury occurred in (fiscal year is July dune 30).

6.03 InjuriesNot Covered by Workerds Compensation
Some types of injuries suffered while at worKk
insurance. Examples of naoverel injuries suffered at work include, but are not limited by
enumeration to, the following:

A. Injuries because of a ssffflicted wound.
B.Ilnjuries sustained because of an employeeobs
C. Injuries sustained while an employee does an activity of@lgtprivatenature.

SECTION 7 SICK LEAVE

7.01 SickLeave Earned

A. Contracted Employees und®t18.22 Wis. Statutes (Teacherdjach employee shall be credited
with one (1) day of paid sick leave for each month of employment to a maximum of ten (10) days
per contract year.

B. Regular Employees and Regular Flilne Employees:Each employee shall be credited one (1)
day of paid sick leave for each month of employment to a maximum of twelve (12) per fiscal year.

C. Crediting of Sick LeaveSick leave thoughredited at the beginning of each fiscal year (Jéfyisd
vested only upon completion of the work year. Any employee terminated or resigning before the
endof a work/contract year will be credited only with those days earned at the time employment is
seveed.

D. Regqular Partime Employees Regular partime employees will receive sick leave credit on a pro
rated basis based upon percent (%) of atiimé 40 hour position.

E. Insteadof earning sickeaveFood Service employees working less tiaimours pe day will be
awarded a perfeettendance bonus of $100if not absent without pay for full school year (August
1% thru June 36).

7.02 SickLeave Accumulation
Sick leaveearnedy full-time and partime employees will accumulate to a maximum of d29s.Sick leave
donated by other employees under 7.03 C does not accumulate.

7.03 Sick Leave Use
A. Contracted employees under 118.22 (teachers) and 118.24: (Administrators/Directors/Specialists
shall use sick leave in hadlay (0.5) increments. Hourly griioyees shall use sick leave in fifteen
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(15) minute increments for any absence from work due to:

1.

2.

Personal illnessr injury of the employee:

Up to ten (10) days per fiscal year may be used to care for the illness, injury or medical or denta
appointments that cannot be scheduled out s
for an empl oy e eménbersofherhaisholdandthee childsen.

Leave for the purpose of bone marrow or organ donation as required under Wisconsin Act 345

Medical or dental appointments for any employee that cannot be scheduled outside of the
empl oy e e 6 s eduledgvark haursimay be takien in 15 minute increnitassignment
is covered by an internal substitute or no substitute is hired to cover time missed for the

appointment.

B. Documentation

A. The district may require documentation from an employee, theirsgp parent, household
member, or childrends physician or other
a. Sick leave is taken for three (3) or more consecutive work days;
b. Sick leave is taken for five or more work days within a period of twenty (20)
consecutive work day®r
c. The empl oyeebs supervisor has reasonahb

B. Documentation must either:

a. Describe the illness of injury such t
conclude he sick leave was warranted ariidthe employeewas personally ill or
injured, that they can safely return to work: or

b. State that the employee was under the care of a physician or health care provider, tha
they were unable to work on the days the sick leave was taken, and if the employee
was personajlill or injured, that they can safely return to work.

c. If the employee is unable to provide documentation from a physician or other health
care provider, but the supervisor has reasonable grounds to conclude that the sick
leave was warranted, the supervismay approve the sick leave. A written
justification must accompany the approval.

C. When aremployeds off work due to personal iliness or illness in the farailynedical emergency
and has depletear, based on the state of their illness, is expectekpieteall accumulated paid
leavefor the school yeatthe individual may:

1 Make a request to thdistrict office (district administrator or his/her designee) for up to
fifteen (15) daysf sick leave but not more than would be needed to make up thé tot
number of unpaid days for the school ygarbe donated by othelistrict employeesA
day of donated sick lea will be commensurate with the actual scheduled work day of
the requesting employee. (e.g. a-fithe employee day would teéght (8) houravhereas
a parttime employee day could be two hours, four hours, five anehaliehours, etc.)

The district office (district administrator or his/her designee) will notify district staff of
the leave request, approve the leave donations, and documentriber of leave days
donated by each individual district staff member from their respective accumulated
district leave bank total.

1 Up to an additional 15 days of sick leabet not more than would be needed to make up
the total number of unpaid daysrfthe school yeacan be donated from a spouse or
domestic partner, when both are employed in the School District of Lodi, if an unexpected
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emergency situation would arise. If additional days are needed beyond the 30 day cap.
those individuals receiving the donated days will have the option of appearing before the
Board of Education to ask for further consideration.

1 Only Food Service staff, who currently earn sick leave, may make a donation request.

1 The Board of Education obDistrict Administratorif so designated will notify the
individual of approval.

1 The District Administratorwill provide the Board with a list of empyees who will be
donatingleavedays.

Any donation of paid leave will not extend other benefits paid by the district that would normally
expire without the donation.

D. If an employee has requested a sick leave day (requested at least 24 houasde)aoh a day that
there is a school cancellation, due to inclement weather or other school closing emergency, th
employee will not have a sick day deduction assessed to their accumulated sick leave bank. If th
employee is n FMLA leave on a day of scol cancellation a sick day deduction will be made from
their accumulated sick leave bank.

7.04 FamilyMedical Leave

The FMSA (29U.S.C. & 2612 (a)(1)(C) gives eligible employees the right to take up to twelve (12) weeks

of leave within a twelve (1®)onth period in order to care for the spouse, or a son, daughter or parent, of the
employee, if such spouse, son, daughter, or parent has a serious health coteliticed. and Family Leave

will be granted in accordance with Federal Family Medical Leave vatigions. In the event the employee

does not have sufficient accrued leave or employment time to qualify for full leave under FMLA, the Board
may approve a leave of absence without pay for a reasonable period of time. At the conclusion of such approw
unpaid leave the employee will be reinstat@ke Appendix E FMLA Leave Request Form.

7.05 UnusedSick Leave and Sick Leave Pay Out

Employees whose accrued sick leave bank totals one hundred twenty (120) days or more at the beginning o
fiscal year July ) will be paid $15 per day of sick leave in excess of one hundred twenty (120) remaining at
the end of the fiscal year in the final payroll (June 30th) of the Wek.leave donateldy other employees
under 7.03s not paid out.

7.06 SickLeaveand Long-Term Disability
I n the event an employee becomes -erimidigabilitylirsurahoer L
program, the employee will no longer receive paid sick leave.

7.07 OverusedSick Leave

If an employee were to leave thésDict prior to earning all the sick leave that he/she was credited, a sum
egual to the sick leave days not earned will be deducted from the remaining compensation owed the individu
employee. Deductions will be based on one (1) day of paid sick leenedgaer month of employment, to a
maximum of twelve (12) days per fiscal year.

7.08 ReportingProcedure

Except in emergency situations or situations beyond the control of the individual emplogeayloyee is
required tocall AESOPnNot less than ninet§90) minutes before his/her normal daily starting time of his/her
need to be absent for one of the reasons stated above in 7.03.

7.09 Holidaysduring Sick Leave
In the event that a paid holiday falls within a period when an employee is using accusiclategive, it shall
be charged as a paid holiday and not deducted fr
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SECTION 8 COURT ORDERED CIVIL LEAVE

8.01 Jury Duty Leave/Court Ordered Leave

Any employee required to serve jury duty or answer a subpoena will receive full pay for up to five (5) working
days basedontlemp | o gumeat&adary and any compensatieceived by hirther with respect to serving

jury duty, except for mileage, shall be provided within seven (7) days of receipt to the District. This leave will
not be deducted from the employeebs accumul at ed

8.02 EmployeeNotice

An employee must ndti his or her immediate supervisor as soon as notice of jury duty is received.

Also, the employee is expected to contact his or her immediate supervisor immediately upon termination ¢
jury duty or when temporarily relieved of jury duty.

SECTION 9 BEREAVEMENT LEAVE

9.01 BereavemerniFuneral Leave

An employee shall be allowed up to five (5) days off to travel to, make preparations for, anc attesral

and related servicesf a friend or family memberSuch days shall be deducted from the leropy e e 6 s
accumulated sick leave.

9.02 Additional Bereavement Leave

In extenuating circumstances, additional days may be granted Disthiet Administratoror his/her designee

at his/her discretion. Such additional days, at the option of the employee, shakiumedefrom the
empl oyeebds accumulated sick | eave if the empl oye

9.03 Part-time Employee

Eligible parttime employees will receive bereavement leave on agieal basis based upon their % of FTE

or numberof hours they are schedulemlwork. The prorated amount shall be based on the assumption that a
full-time employee works forty (40) hours per week.

9.04 BereavementLeave Increments
Bereavement leav&hallbe used in one half (0.5) day increments.

SECTION 10 PAID TIME OFF

10.01 Riid Time Off
A. Contracted Employees undg&t18.22 Wis. Statutes (Teacher&ach employee shall be credited
with three (3)days ofpaid time offper contract yearPaid timeoff mustbe approved in advance
by the employeeds i mmediate supervisor (Pri

B. Regular Employees and Reqular Rirthe EmployeesEach employee shall be creditidee (3)
days ofpaid time offper year.Paid timeoff mustb e approved in advanc
immediate supervisor. (Principal/Director)

C. Regular Partime Employes: Parttime employees shall be credited wjithid timeoff ona pre
rated basis based upon the number of hours/% of a full time equivéferieythey aremployed.
Paid timeoff day mu s t be approved in advance by th
(Principal/Director)

D. Paid timeoff is Non-Cumulative An employee will be paid $100.00 for each unuday ofpaid
time off atthe end of the contract year in the final payroll of the year. This payment is subject to
all applicable payroll taxes. Payout Ilwbe prorated based on percent (%) of FRihe
eqguivalency Employee must complete full length of Board approved contract to be eligible for
district PTO payment of unused time.
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10.02 Paid Time off Restrictions

A. Paid time offshall not be requested on days which extend any district calendar vacation/break
periods School calendar vacatidweak @riods are defirg as Labor Day, Memorial Day,
Thanksgiving BreakWinter Break, Spring Break, and yeamd dismissal. The district recognizes
that situations may arise where schedutnjy  ft+io-&licief et i me o0 events or
an empl oyeeo6s ocfofntmaoyl .b eP ariedq uteisrhee ilef ome d he s
the request may or may not be approved at the discretion of the district administrator under the
following guidelines:

AThe event i s deemed siot wmatiioonnce in a |ifet
AThe employee has paitime off available

AThe request is made at least sixty (60) days prior to the event.

AThe number of prarranged substitute requests for the day(s) does not exceed three (3). If the
number of district prarranged subdtite requests exceed the limit of three (3) rbguest
will only be considered if prarranged coverage can be obtained for the day or days requested.

B. Paid time offshall not be used to attend Association membership meetings, legislation tallies,
engae in job actions such as picketing or demonstrating, or to participate in activities designed to
embarrass or discredit the district

10.03 Approvalof Paid Time Off

A. Paid time off requestshall be maden writing, to the appropriate employee superviae far in
advance as possible, normally not less than five (5) days.

B. The supervisor has the right toitially approve ornot approve all requestscluding those
indicated as fionce in a |ifetimeo situati on

C. No more than three (3) employees in theritismay takepaid time offon any day that school is
in session unless thRistrict Administratorgr ant s appr oval to excee
|l ifetimeodo situation.

D. No more than two (2) Food Service employees may khgaahtime offin the districton any day.

10.04 PaidTime Off Increments
Employees contracted und8i18.22 or 118.24 shall ugaid time offin half-day (0.5) increments
hourly employees shall ugaid time offin fifteen (15) minute increments.

10.05 Late Start/Early Release i Paid Time Off Use

If a late start or early release is implemented by the distiieexempt staff (excluding custodiaidintenance

staff) at the request and approval of their supervisor (Principal/Director) can come into wsigy do
complete their work assigment. If an employee does not work during the designatedthateor early release

time they will not be compensated for this time, but benefits will not be subject to the prorating of benefits
rule.

SECTION 11 UNIFORMED SERVICES LEAVE

11.01 thiformed Service Leave of Absence
Employees will be granted Uniformed Services Leave and Military Family Leave in accordance with the
provisions of applicable state and federal law.
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SECTION 12 UNPAID LEAVES OF ABSENCE

12.01Eligibility for Unpaid Leave:
An employee including new hires must have exhausted or used all available paid leave to be eligible to app
for unpaid leave

12.02Application Procedures

All requests for other unpaid leave of absence, other than emergencies, must be submitted to the District
least fifteen (15) days prior to the anticipated beginning of the leave. Such application will be reviewed anc
processed by the Board of Education or if so designate®igtdct Administratorand shall be granted or
denied at their/his/her sole discretion. An employee cannot substitute unpaid leave for other leave tim
available (i.e. sick opaid time off. The wpaid leave of absence shall not exceed one (1) calendar year

12 03 BenefitsDuring Leave:
1. Length of service and other benefits shall not accrue during an unpaid leave of absence.

2. The employee may continue health insurance during the leave of altsersmitting the full

premium amounts to the District. Theexpematin
is contingent upon the health insurance carrier allowing such a béhefie premium is not
received prior to the firstday ofthembnt t he empl oyeebs insurance

3. During the approved unpaid leave, the employee shall retain accumulated paid leave, but shall nc
accrue any additional paid leave during the approved unpaid leave.

12.04Sabbatical Leave:

Employees who have served the district for a minimum of ten (10) years will be eligible to apply for sabbatical
leave, taken in semester increments for up to one (1) year, for the purposes of professional development
study. Such leave shall require approvairi the Board of Education and be submitted at least one (1) semester

prior to the beginning of the leave. The employee on such leave shall not be eligible for any continuation o
salary or paid benefits while on this leave, nor shall the employee aocal@xperience.

1205 ReligiousHolidays:

The District shall allow absence from work without loss of pay for the purposes of observing religious holidays
providing the doctrine of the employeebs rheli gi
employee from working on such holiday. It is further provided that the employee shall perform compensatory
work as assigned by tiistrict Administratoror her/his @signeeduring the school year in which the absence
occurred. Failure to perform ttmompensatory work by the end of the school year shall result in a pay
deduction.

1206 Contract i Day Cancellations:

On the day of prescheduled paid leavday (sick/PTO)employeeswill not be assessed a deduction from
accumulated paid &ve if there isa contractday cancellation. If there is a contract /work day cancellation,
during an employeebs extended | eave (FMLA), t he
Reference: 7.08 Sick Leave Usé Part D)

1207 PlacementUpon Return from L eave:

The employee shall notify the Board of EducatioDwtrict Administrator i f so designat ed
intent to return to work at least seven (7) days prior to the expiration of the leave. If the employee does nc
provide such notice he/shéll be deemed to have resigned from his/her position with the District as of the
expiration date of the leave. Upon return from any leave of absence, the employee may be returned to his
her former position, if available. If the former position is awtilable as determined by the District, the
employee shall be returned, if reasonable to do so, to a position equivalent in terms of percentage of contre
unl ess the employeeds percentage of cont mwhdais wa s
applicable.

School District of Lodi Employee Handbook Page 8



12.08 Unpaid Leave and Paid Time Off:
A requestfor unpaid leave will only be honored if the employeeus of applicable leave and it does NOT
extend a district calendar/break period per the restrictions on paid time off as specified in subsection 10.02.

SECTION 13 BENEFITS APPLICABLE TO ALL EMPLOYEES

13.01 FlexibleSpending Account
The District will provde an Internal Revenue Service authorized flexible spending account [FSA] under
applicable sections of the Internal Revenue C&l&05, § 106, § 125 and § 129) to permit employees to
reduce their salary and contribute to an FSA to cover the followingnees:

A. Payment of insurance premium amounts (IR006);

B. Permitted medical expenses not covered by the insurance plan (IRC § 105), and

C. Dependent care costs (IRC 8§ 129) subject to the limitations set forth in the Internal Revenue
Service Code.

D. EligibleEmp | oy ee: You are an AEIligible Employee
Lodi or any affiliate who has adopted the I
you are any of the following:

1 Aleased employee.

1 A nonresident alien who peived no U.S. earned income

1 A parttime employee who is expected to work less than 20 hours per week.
1 Retirees

Payments and the designation of amounts to be ¢
procedures, rules and regulatiomd t he plands administrating agen
contingent upon the continuance of this benefit under the applicable Internal Revenue Code (§etiions

§ 106, § 125 and § 129)

13.02 Liability Insurance
Employees shallbecowerd f or | i ability in accordance with th

13.03 WisconsirRetirement System (WRS) Contributions
A. The Board agrees to contribute the employer 6:
requiredWRS contribution as required by state statute requirements. Under no circumstances shall th
Board pay the employeebs required WRS contril

B. A new employee who was initially employed on or after July 1, 2011, who had no prior employment
with a particpating WRS employer would be evaluated undetetimgbility requirements of:

a. Expected to work at least 880 hours for teachers and school district educational support
personnel.

And

b. Expected to be employed for at least one year (365 consecutive days a3éap year) from
empl oyeebs date of hire.

C. A new employee hired on or after July 1, 2011 who had any employment pattieipating?WRS
employer prior to July 1, 2011, is evaluated under the old eligibility requirements of:
a. Expected to work 440 hosifor teachers and school district educational support personnel.
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And

b. Expected to be employed for at least one y8é5 ¢consecutivalays, 366 in leap year) from
empl oyeebs date of hire.

13.04 AlternateBenefit Plan (ABP) in Lieu of Health Insurance
Empl oyees who qualify for partici pdutwhoohoosen t |
not to participaten the district offered health insurance plan wéteivea five hundred ($500.00)
payment in lieu of health insurance providing the employee completes a full contract and/or schoo
calendar year. Notification of waiving insurance must be provided witiity {30) days of contract
or employment approval to district business offieayment in lieu of insurance will be prated
based on employees FTE/percent of-fufie employment

A. The Board may, at its discretion, discontinue the cash compamsatiieu of health insurance
benefit by providing the participating employees with written notice of not less than sixty (60)
days and an fiopen enroll mentd opportunity t

B. Any employee who qualifies for partigpion in the District group health insurance plan may
waive such participation and elect to receive compensation in lieu of the health indfa@aeiite
Where the District employs both spouses, either each spouse may elect to take a single plan «
only ore of the two may elect to participate in the family plan as previously defined in the
Handbooklf one spouse takes the single plan and the other elects not to enroll in insurance, ther
he/she would be eligible for the cash in lieu of insurance benefihelfspouse takes the family
plan, then the remaining spouse is not eligible for the cash in lieu of insurance benefit.

C. Employees eligible for insurance (as limited above) may annuallgsehaonsistent with the
terms of the Flexible Spending Accountipia Section 13.01 between:

1. Participation in the Districtos heal t h ¢
applicable part of thelandbookcovering such employees, or

2. A payment equal to the amount listed in the applicable part dfidmelbookcovering such
employees into the employees Section 125 §800.00 for a fulltime employee)

D. Compensation: Patime employees who are at least a .50intle equivalency (FTE who select
the cash compensation shall receive arpted amount of the Birict contribution based upon the
partt i me empl oy e e 6 dimepemployneentt age of f ul |

E. The compensation amount shall be paid to the employee as additional taxable earnings which ar
not subject to Wisconsin Retirement System (WRS) contributiahetextent permitted by WRS
rule or law, with the appropriate employee F.I.C.A., state and federal taxes deducted from the
empl oyeebs payroll check.

F. Beginning Eligibility Date for Alternative Benefit Plan Payments:

1. New Employees Payments shall be basedn t he empl oyeebds elig
empl oyees, this constitutes the employeebd
health coverage must enroll in the plan priotthe empl oyeebds first
Thereafter, an annualegltion must be made prior to the beginning of each plan benefit year
(January 1). However, the District will use the same rule for contributions as for health
insurance payments: if the empl dyftherdomth f i r
no ABP contributiongrer e qui red i n that mont h. I f the
is on the 1 through the 18 of the month, the district will contribute the payment.

2. Current Employees Current employees changing to the ABP when peedity applicable
Il nt ernal Revenue Code section 125 fndcafete
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for the health insurance and begin the ABP on the first payroll of any month. Absent a mid
year (January through December) cafeteria section 125 exception (such as an employe
getting married, loss of spouse coverage, etc.), employees must make a written annua
cafeteria plan year. Once the employee is eligible to begin ABP status, contributions will begin
in that month.

13.05 COBRALaw Continuation of District Health Plan Participation
Under state law and the Federal Consolidated Omnibus Budget RiatiomcAc t o f 1 9 8 band i CC

Ssubsequent amendments to the Act, employees cove
for continuation of health care coverage under
gross misconducp r r educti on in hours. COBRA regulations

dependents to el ect continuation coverage upon
empl oyeeds entitl ement t o Me dstawsaunder,famdy ca/ergge ordhen t
empl oyerdés filing of a bankruptcy proceeding.

All employees, as well as their qualified dependents, will receive notice of mandated insurance continuatiol
benefits at the time of hire or whenever the plan covdadbe employee begins. If a qualifying event occurs,
which entitles the employee and /or qualified dependents to continuation coverage, the plan administrator wi
notify the qualified beneficiaries of their right to elect continuation coverage. Unibesnise agreed,
continued participation i(SeeAppendixDy at the partici

13.06 Benefits Enrollment:

The district shall have an open enrollment period for employee benefits between May 15 and June 15 for tt
following school year. Duringhis period, eligible employees may enroll in or change their elections for
District sponsored benefits.

Outside of the open enrollment period, employees may be eligible to enroll in or change their benefit
elections due to qualifying events or otheceimstances. Each carrier shall determine the conditions under
which a benefit enrollment of change may occur, subject to the provisions of state and federal laws.

An employee may dignroll from any benefit at any time. The District shall not be liabiefy
consegquences arising f r-emolfeoma Bistrigtlspoysered benefitdoeogranms i o r

SECTION 14 WORK STOPPAGE

Employees of the District shall not engage in, condone, assist or support any strike, slowdown, or sanction,
withhad in full or in part any services to the District. In the event of a violation of this Section, the District
may take whatevdalisciplinary action it deemappropriate up to and including discharge.
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PART Il -STAFF WITH
INDIVIDUAL CONTRACTS
UNDER §118.22,
PROFESSIONAL/EXEMPT NON
SUPERVISORY EMPLOYEES

Part Il: Teachers and Guidance Counselors
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SECTION 1 INDIVIDUAL TEACHER CONTRACTS

1.01 Teachers will be issued individual contracts, which must be signed and returned by the teacher &
required by Wisconsin statute

The individual contract will include the following infoation:
a. The number of days of employment.
b. The salary which the teacher will be paid.
c. The teacher 0s-tineequivadtent{Falge of f ul |

SECTION 2 DISCIPLINE , TERMINATION AND NONRENEWAL

2.01 Standard for Nonrenewal for Teachers

Teachers employed indlDistrict are subject to nenenewal pursuant to Wis. Stat. Sec. 118.22. No teacher
will be nonrenewed for arbitrary and capricious reasons. Arbitrary and capricious shall be deinadtam

that is either so unreasonable as to be without rati@sid lor the result of unconsidered, willful, or irrational
choice. Nothing in this provision shall be construed as applying Wt. $118.22 to patime teachers.

2.02 Standard for Discipline and Termination
A. No teacher will be disciplined for arbitrary acdpricious reasons. Arbitrary and capricious shall be
defined as an action which is either so unreasonable as to be without rational basis or the result «
unconsidered, willful or irrational choicBiscipline or termination should be based on :

1. There isa factual basis for the discipline or terminatiotine factual basis must support a
finding of administrator conduct in which the District has a disciplinary or termination
interest; and

2. Reasonableness of the penalliye particular discipline or termétion imposed by the District
must not be unreasonable.

B. Ateacher may be terminated duringtfeear of the teacherés indivi
t hat are fAgood and sufficiento as deter mi ne
teater contracts.

2.03 Representation

In the event any employee is called to a meeting with representatives of the District for the purpose of issuin
discipline or discharge, the District shall advise the employee of his or her right teanégtien prior to he
meeting In the event the employee chooses to have representation, ¢tiegmaay be delayed, at the
discretion of the District, until appropriate representation may be obtdfitled.employee elects to waive his

or her opportunity to meet th®istrict may make its decision without conducting an employee meeting.
Nothing in this provision prevents the District from removing an employee from the workifplaceediate

action is required.

2.04 Disciplinary Materials

Copies of any disciplinary material(shall be provided to the employee before such material is placed in an
empl oyeebs personnel file. The empl oyee shall h a
reply to said materials.

SECTION 3 PROFESSIONAL HOURS/WORKDAY

3.01 Normal Hours of Work
Teachers are professional employees as defined by the federal Fair Labor Standards Act and the Wiscon
Municipal Employee Relations A& 111.70(1)(L), Wis. Stats.
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Al t hough professionalsdéd work is not | imited to &
hours fulltime employees are expected to be at school are considered to be eight{§)enalay Monday
through Friday including a dutiyee thirty (30) minute lunch period. The actual workday for each building
shall be established by the Board.

Teaching is a salaried position and it is expected that time will be spent beyond the redwdaywo complete
required tasks including, but not limited to, student supervision, attending sgudored events such as
field trips, open houses and graduation, and meeting with students, parents, community members atr
colleagues as necessary asdlaected by the District.

Full-time teachers of grades E2 will be assigned 30830 minutes per day aflassroom instructioand
other student contact assignments. The district may also assign teachers to egtedemincontact duties
during normahours of work.

The administration will appoint subject to Board approval, the curriculum department and building level
Chairperson. Compensation will be peratoricular schedule.

3.02 Administratively Called Meetings

Staff Meetings Teachers attendamc a t staff meetings is considere
responsibility. Administratively called meetings may begin thirty (30) minutes before the normal workday
begins or go thirty (30) minutes later at the end of the normal work day.difiaiatration shall provide two

(2) day advance notices of all such meetings. A teacher may be excused from a meeting by the administra
in charge. Teachers so excused must take the responsibility to be briefed/informed on meeting proceedings

3.03 Atendanceat School Events

Teachers are required to attend all mandatory administratively required school events. These events althou
not limited by enumeration, may be an open house, Paeatther conferences, music programs or parent
meetings that camh be scheduled during the regular/normal work day.

3.04 Consultationwith Parents

Each teacher shall consult with parents so that parents recogaizegortant role they play ishaping the
educational attitude of their children. Such consultation Ingaiyp the form of phone calls, progress reports, in
person appointments in addition to the scheduled parent/teacher conferences. Teachers are expected to |
weekly grade updates for parent review on the district student information system (i.e. Gdimjpels).

3.05 EmergencySchool Closures

In the event the District is closed or an individual building(s) is closed, full or partial day closures may be
made up at the discretion of the District. The District shall, at a minimum makd time necessaryo
guarantee the receipt of state aids and/or necessary to meet the minimum annual school year requirement:
the State of Wisconsin, Teachers shall not receive additional compensation in the event the District require
time to be made up with or withoptipils.

3.06 SchoolCalendar

The school calendar shall be determined by the Board. The determination of the structure of the days, e.
instructional, irservice, workdays, etc., shall be at the discretion of the Board. The normal contract calendal
(excluding extended contract, @our r i cul ar or extra dai |-hpndradsninétyg n me
(190) days/ ondaundred ninett hr ee (193) days for new teacher 6s
three (3) paid holidays. (Memorial Day, Labaaypand Thanksgiving Day).

SECTION 4 PROFESSIONAL GROWTH

4.01 Requirementto Remain Current
All teachers shall engage in independent and active efforts to maintain high standards of individual
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excellence. Such efforts shall include keeping current in each specific and applicable area of instruction, Boal
established curriculum, as well as continuing study of thefgsedagogy. In addition to maintaining high
standards of excellence for the students and school, the teacher will make him/herself available during tt
contractual year and day to his/her colleagues for assistance, to the District for services beyond thos
specifically required as part of his/her individual contractual duties, and to the community as a valuable
resource.

4.02 LicenseRenewal and Professional Development
The School District of Lodi encourages all staff members to set gmalgrow professinally, and to
continually work to improve performance.

A. Department of Public Instruction- License Renewal All licensed staff are required to meet
licensure requirements of the Wisconsin Department of Public Instruction and provide a copy of
their currentvalid license to the district.

B. Credit Reimbursement The Board of Education will reimburse a teacher up to maximum one
hundred dollars ($100.00) per undergraduate credit or up to one hundred-fivertypllars
($125.00) per graduate credit if theareds ar e admi ni stratively ap
professional growth (compensation) plan. Requests for credit reimbursement must be accompanie
with the receipt of payment in the amount being requested for reimbursement, an official grade
report indicating the class has been completed and verification from supervising
administrator/director that credit or credits were approved as part of a professional growth plan.
Credits earned through National Board Certificaton process may also be apprqyed aka
professional growth plan and be reimbursed in the same manner.

C. A total of two professional release days will be granted for any teacher in the process of actively
pursuing National Board Certification.

SECTION 5 TEACHER SUPERVISION AND EVALUA TION

5.01 General Provisions

The objective of supervision and evaluation of teachers shall be guidance and help provided in a positive we
so that students are better educatetihe School District of Lodi will follow the CESA6/ Educator
Effectiveness Modl with the followingancillary elements

A. Supervisory personnel shall condiab (2) formal observationsofie(1) announced and one (1)
unannounceddf each teacher who is in his/her first three (3) years of teaching in the District.
addition tothetwo (2) formal observations supervisory personnel will conduct three unannounced
(3) walkthrough observations of each teacher who is in his/her first three (3) years of teaching in
the District.All formal, informal, and walkhrough observations wilbe completed by Mag5™.

On formal recommendation of administration a teacher may be moved to the thrpefessional
growthcycle aftertheir first or second/ear of teaching in the district.

B. Supervisory personnel shall minimally complete two fdrenaluations (one announcédone
unannounced) in a three (3) year period for each teacher who has been in the system more than thi
(3) years. The evaluation process shall be completed by Mayriaddition to the two (2)
formal observations supésery personnel will conducbne (1) unannounced walthrough
observation of each teachmrery yeawho has been in the system more than thregg@rs

C. The two (2) formal evaluation observation visits shall last for a minimum offimey(45) minues

in |l ength. The teacherds performance shall
D. The evaluator shall schedule a time to meet

Feedback Fter(1®avorkdays. hrherteacher and the leador shall both acknowledge

t hat they reviewed the AFor mal Observationl/
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evaluator shall be able to make comments on the form and have copies of the form. If deficiencie:
are noted recommendations for improvement will be noted as part of the form.

E.If deficiencies are noted and r elcnopmnoevnedraetnito i
the teacher may request and will be granted a conference betweeriherself and the supervisor
within ten (10) working days if possible. A written summary of the conference will be provided to
the teacher as soon as practicablg,denerally withinten (10) working days after the conference
is held.

a. A teacher who is placed on a performance Improvement Plan (PIP) will have a minimum of
one semester or equivalent of 90 contract days from the date of the PIP revieteivith
supervisorto demonstrate progress toward meeting the defined PIP goals.

b. A teacher who is placed on a Performance Improvement Plan (PIP) will not be eligible for
either district performance or professional growth compensation in their ensuing contract year.
They will again become eligible for district performance and professional growth
compensation if they successfully complete their PIP requirements and have been
recommended for reinstatement to the district performance and professional growth
compensatioplan by their supervising principal or director

F. Teachers shall be given the opportunity to see any matteiaik placed in their file§.he teachers
will acknowledge in writing that they have read the material in the file by affixing their signatur
The teachers shall have the right to respond in writing to any material placed in their files. Response
shall also be placed in the files.

G. Teachers on an administrator evaluation cycle year will be required to submit their documentatior
log by April unless mutually agreed by both staff member/administrator to extend this due date
deadline.

H. Teacher surveys may be used as a means to improve classroom instruction. Administration ma
request that a teacher develop a student or parent survey ancedhalyesult for instructional or
communication improvement purposes.

I. Video recording may be used as a means to improve classroom instriéctiomistration may
request that a teacher do a classroom video of a minimum of 30 minutes to reviewlgzelfana
instructional improvement purposes.

5.02 Evaluators

Every teacher in the District will be supervised and evaluated by an administrator and/or his/her designee
determined by Administration. The administrator may be a certified building pin@ipsistant principal,
District Administrator assistanbDistrict Administrator or any other individual designated at the discretion of
the administrator. The administrator may be a District employee or-Bisttict employee.

SECTION 6 TEACHER ASSIGNMENTS, VACANCIES AND TRANSFERS

6.01 Teacher Assignments, Vacancies and Transfers
A. Determination of AssignmeniTeachers will be assigned or transferred bydtis&rict Administrator
of the District and/or his/her designee.

B. Assignment Preference Considéwa: Teachers may express in writing to thH¥strict
Administratorand/or his/her designee their preferences of a) school; b) grade level; or ¢) subject. If
a teacherwishes to be transferred to another position which may open duringuthener,
applicatonfor a transfer should be made in writing to Bhistrict Administrator Consideration shall
be given to these requests, butlligtrict Administratoretains full discretion to make assignments.

C. Job Posting When a position becomes vacant or a nesitfon is created, notice of such available
position shall normally be posted for a minimum of five (5) days.
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D. Proces for Filling Vacancies The District retains the right to select the most qualified applicant
for any position. The term applicant refers to both internal candidates and external candidates fo
the position.

E. Involuntary Transfers When the District dermines that an involuntary transfer of an employee is
necessary, the District will transfer the employee at its discretion.

6.02 Teacher Absence and Substitutes

When a regular teacher is to be absent from school and a substitute is needed, it potisdbiléy of the
teacher to callutomated Substitute Placement and Absence Management System (AE$089ible, such
notification should be made the evening prior to the time of absence, or before 6:00 a.m. This will help tc
provide time for obtainig a substitute teacher.

6.03 Extended Contracts

Additional contract days may be added to the contracted school calendar for each teacher at the discretion
the District. Teachers shall be compensated for said days by dividing their contract salaybymiier of
contracted days and multiplying the daily rate by the percent (%) dirhdl equivalency and then multiply

that number times the number of contracted days. Days may be scheduled in full or partial day increments.

6.04 Summer School Assignmes
All current teachers in the district may apply for summer schooliposiin the same manner as ristrict
teachers. Employees teaching summer school shall be given a summer school contract.

Teachers of summer school shall be paidistrict acadene ratefor teaching time and for 30 minute paid
preparation time for each hour of class each day classes are in session, unless provided otherwise by
District. (See Appendix PaBi Co-Curricular, Athletic and Extra GGurricular)

Substitute Teadr will be paid for prep time if assigned teacher is absent for three or more days. Summer
School Substitute Teachers will be paid the academic rate for number of hours worked as Substitute Teach
Support/hourly summer school substitutes will be paignabdistrict substitute rate.

6.05 PartTime Teachersand Overload Assignments

For teachers with less than ftilne contracts, the workloads and compensation shall beaped according

to the percentage of a fulme contract held by such teachersefercentage of a fuflme contract will be
arrived at by comparing the number and/or percentage of Teaching Days of itie@gerson with those

of full-time people. Paiime teachers will be expected to attend the entire new Staff Orientatiosaththgt

they begin teaching in Lodi, Pditne teachers will attend a percentage of paresmther conferences,
workdays, and iservice equivalent to the percentage of their contract. If requested to attend additional hour:
of conferences, work days, iorservice, partime teachers shall be compensated according to the provisions
of the CoeCurricular Activity Compensation section of this handbook.

The paritime equivalency will be determined by multiplying the hours per day at school (8) by thievmart

FTE to determine the minimum/maximum assigned minutes of instruction peN@&E : Staff travel time
between buildings in shared positions will be included in calculating min/max assigned minutes of Instructior
per day.See sample table below as anstration.

School District of Lodi
FTE Calculations

Employee Number of Hours per Min/Max Assigned
FTE Day at School Minutes of Instruction per
(8 hours x FTE) Day
(Min/Max x FTE
1.0 8 300 to 330 minutes
.75 8x.75=6 225 to 247.5 minute;




Employee Number of Hours per Min/Max Assigned

FTE Day at School Minutes of Instruction per
(8 hours x FTE) Day
(Min/Max x FTE
7 8x7=5.6 210 to 231 minutes
5 hours & 36 minutey
.66 8 x.66 =5.28 198 to 217.8 minute;
5 hours & 17 minutey
.27 8x.27 =216 81 to 89.1 minute

2 hours & 10 minutes
A teacher who is contracted to workan overload will be compensated on the number of minutes above
the maximum assigned minutes of instruction per day based on their per diem.

6.06 Job Sharing

The School Disict of Lodi believes that a jebharing partnership may be beneficial in some cases for the
di strict, staff and student s. A fAjob sharingo i
provide the opportunity for two employees to shafell-time equivalent position in the bargaining unit. A
job-sharing partnership may be approved under the guidelines below:

A.  Proposal/Continuity of Educational Prograhwo (2)currentemployees shall write and submit a
proposal to their building princi on or before January L5If approved, the building principal
will forward the proposal to thBistrict Administratorby February 18. The proposal will be
presented to the Board of Education for approval at its regular March m@édtengroposal shia
be resubmitted for the second ye8ubsequent years will not require resubmissions of the
proposal unless a substantial change is made in the FTE division of houfscetsprehensive
proposal shall include the division of hours (FTE/days): thefplatihe consistency of curriculum,
classroom rules and discipline; lesson plan development; report cards; the division of committee
work; and as equal an amount of prep time as possible. The proposal should address the anticipat
length of the agreemennh@termination provisions. Teachers must be certified and licensed to
teach subjects/grade levels involved in the job share.

Job Sharing teachers would agree to return to work full time if thehjabing partner could not
complete the agreement for amason and a suitable lotgrm substitute could not be hired.

Salary and Fringe Benefit$he district will not incur additional salary or fringe benefit costs resulting
from an approved job sharing partnership. Job sharing partners agreentieatneetings may require
attendance without additional pay. Both teachers would be required to attend parent conferences, staff
meetings, irservice, etc. Leave allocations would be-pated based on the FTE split.

B. End of AgreementA job sharing agrament is between the district and two (2) individuals. A new
proposal would need to be submitted if the partnership is broken for any reason. In the event tha
a job share is discontinued, the district will give consideration teslaring individuals when
filling vacant positions. The District does not guarantee that a position will be available at the
termination of the joksharing partnership.

SECTION 7 REDUCTION IN FORCE, POSITIONS & HOURS

7.01 Reasons for Reduction in Force
In the event the Board deteimas to reduce the number of positighdl layoff) or the number ohours in any
full-time position (partial layoff), the provisions set forth in this section shall apply.
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7.02 Notice of Reduction

The District will provide notice of layoff in accordance with the timelines set forghlith8.22, Wis. Stats.
The layoff notice shall specify the effective date of theotgythe right to a private conferencmder
§ 118.22, Wis. Stats and will refer the employee to the Reduction in Force provision liattibook.
Nothing in this provision shall be construed as applying Wis. Stat Sec. 118.22-timpaeachers.

7.03 Seletion for Reduction

The educational needs of the district viaé the primeconsiderationn determining teaching staff reduction.

The district educational needs will be identified and determined by administration through normal channel ir
accord with its onstituted authority. The following guidelines will be used in conjunction with the educational
needs of the district to determine employees to be laid off.

A.  Attrition: Normal attrition resulting from employee retirements or resignation will be relied on
the extent that iadministrativelyfeasible to reducing staff.

B. Voluntary Layoff Volunteers will be considered for layofk request fovolunteers will be sent
to all certified teaching staff. If a certified teacher does volunteer for layoff, heilsbe afforded
all rights of a laid off employee under this handbook article.

C. Staff Certification:Administration will review staff certification, skills and training background
to determine how to best meet district educational needs.

D. Performance: Unsatisfactory performance will be used to determine employee layoff.
Unsatisfactory performance is defined as being placed on a Professional Improvement Plan fo
two consecutive semesters.

E. Length of ServiceiLength of servie is defined as the length of service to the School District of
Lodi commencing on the most recent date of hire. No distinction will be made betweimédull
and paritime employees in calculating length of service.

1. Length of Service Tiebreaker: Inglevent that two or more employees start on the same
date, the employee to be laid off will be decided by a lottery drawing supervised by the
affected staff and at least two administrators.

2. Length of Service Listing: The district will annually prodused distribute a length of
service list by October®l Employees will have until October "L &fter distribution of the
length of service list to raise any questions regarding their length of service record or the
district list will be deemed c¢eect fromthe at point forward.

F. Layoff and RehiringThe rehiring of teachers who have been laid off will be determined by district
educational needs. A teacher who has been partially or fully laid off may be recalled up to a perioc
of one (1) year aftahe effective date of the layoff. If recalled and the teacher refused the recall
all layoff rights terminate with the recall refusal

7.04 Insurance Benefits Following Layoff
Please see Part |, Section 13, COBRA subsection 13.05 for a full explanation oféastoatinuation options.

7.05 Accrued Benefits
Laid off teachers shall suffer no loss of sick leave or any other accrued benefits if recalled. Sick leave day
and other leave time shall not accrue while a teacher is on full layoff status.

Rejectionofanbf er of recall shall terminate the teache
benefits of the teacher.
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7.06 Other Employment During Layoff
No teacher on full or partial layoff shall be precluded from securing othdogment while on layoff status.

SECTION 8 INSURANCES

8.01 Dental Insurance

Teachers who are at least a .5-fithe equivalency (FTE) ah wh o meet the dent al
requirements shall be eligible to participate in the group dental insurance plan provided by the Board. Th
insurance carrier(s), programs(s), and coverages will be selected and determined by the Board.

A.  Eligibility:
1. Minimum Hours for Eligibility Hours worked beyond those set forth in the individwaltract
shall not be used to determine insurance eligibility or insurance contributions. Such hours
excluded may include, but are not limited to, the followiegtended contracts, summer
classes, caurricular assignments, substitute assignments, etc.

2. Both Spouses Employed by the Distriftboth spouses are employed by the District and are
eligible for insurance, the employees shall be eligible for two spigles orone family plan.
The premium contributions for spouses shall be no different than the premium contribution
for a similarly situated employee whose spouse does not work for the District. As such, the
following options exist for such spouses:

a. Covemge under one family plan; or
b. Two single plans.

B. Commencement and Termination of BenefitSoverage will commence on tffiest day of the
monthaftert h e e mdilstalgy efedptoyment and continue provided employment with the
District continues durig such period. The insurance benefits described in Haisdbook
terminate according to the following schedule:

1. If ateacher resigns or is terminated during the term of his/her individual contract, District
coverage shaliease othe last day of the nmbh that the resignation or terminatibacomes
effective.

2. If ateacher resigns or is terminated after completing the school year, his/her insurance benefit
shall terminate as of August 31.

3. If a teacher retires at the end of the contracted year destmance will terminate at the end
of the plan year. If a teacher retires fyigar dental insurance will terminate at the end of their
last employment month.

C. Premium Contributions
1. Single Coverage:For teachers who aia least 0.75 FTE angligible for and select single
coverage, the District shall pap0%of the single premiumTeachers between 0.5 and 0.74
FTE shall h a comtributidngroraded.s t r i ct 6s

2. Family Coverage:For teachers who aw least 0.75 FTERNd eligiblefor the select faity
coverage, the District shall pA¥0%of the family premium.Teachers between 0.5 and 0.74
FTE shall have the Districtés contributio

8.02 HealthInsurance

Teachers who are at | east . 50 FTE uieemetts shdll be ehgible t t
to participate in the group health insurance plan provided by the Board. The insurance carrier(s), program(s
and coverages will be selected and determined by the Board.
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A.  Eligibility:
1. Minimum Hours for Eligibility: Hours worked beyond those set forth in the individual
contract shall not be used to determine insurance eligibility or insurantréatons. Such
hours excluded may include, but are not limited to, the following: extended contracts, summer
classes, caurricular assignments, substitute assignments, etc.

2. Both Spouses Employed by the Distritt both spouses are employed by thetEiét and are
eligible for insurance, the employees shall be eligible for two single plaorsedamily plan.
The premium contributions for spouses shall be no different than the premium contribution
for a similarly situated employee whose spouse doesvark for the District. As such, the
following options exist for each spouse:

a. Coverage under one family plan; or
b. Two single plans.

B. Commencement and Termination of BenefitSoverage will commence dhefirst day of the
monthaftert h e e mdiistaay efer@psoyment and continue provided employment with the
District continues during such period. The insurance benefits described imahidgbook
terminate according to the following schedule:

1. If a teacher resigns or is terminated during the terniséiiér individual contract,
District coverage shall cease on the last day of the month in which the resignation or
termination becomes effective.

2. If ateacher resigns or is terminated after completing the school year, his/her insurance benefit
shall teminate as of August 31.

3. If a teacher retires at the end of a contract year health insurance will terminate at the end o
the plan year. If a teacher retires ryighr. If a teacher retires migkar health insurance will
terminate at the end of their laghgloyment month.

C. Premium Contributions:

1. Single Coverage:For teachers whare at least 0.75 FTE amdigible for and select single
coverage, the District shall pay no more th&®80 of the single premiunileachers between
0.5and 0.74 FTEshalehv e t he Di stricto6s contribution
percentage of employment.

A. Family Coverage For teachers who agd least 0.75 FTE angligible for the select family
coveragethe District shall pay no more thal%6000f the famiy premium. Teachers
bet ween 0.5 and 0.74 FTE shal/l have the L
teacherds percentage of empl oyment.

8.03 Life Insurance

Teachers who are at | east a .50 FTEremxnentd salivbieo m:
eligible/required to participate in the group life insurance plan provided by the Board. The insurance carrier(s)
program(s), and coverages will be selected and determined by the Board.

A.  Minimum Hours for Eligibility: Hours worked beyonthose set forth in the individual contract
shall not be used to determine insurance eligibility or insurance contributions. Such hours
excluded may include, but not be limited by enumeration, the following: extended contracts,
summer classes, @rricula assignments, substitute assignments, etc.

B. Commencement and Termination of BenefitSoverage will commence on tliiest day ofthe
monthaftert h e e mfilstalagy efe@poyment and continue provided employment with the
District continues duringueh period. The life insurance benefits described irthisdbookshall
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cease at the end of the month in whicheadceh er 6 s r esi gnati on or ter

Premium ContributionsThe District shall pa00% of the monthly premiubtowardthecost of a group
term life insurance policyp to a maximum $50,000 coverage limRarttime teachers shall have the
Districtds contribution prorated consistent wi

8.04 Longterm Disability

Teachers who are at least a .50 FTE and who meetthé lengm di sabi l ity insurer
shall be eligible/required tagpticipate in the group loatgrm disability insurance plan provided by the Board.
The insurance carrier(s), programs(s), aoderages will be selecteshd determinetly the Board.

A. To meet our definition of disability, you must not be able to engageyirsabstantial gainful
activity (GA) because of a medicaltleterminable physical or mental impairment(s)
1 The is expected to result in death, of
1 That has lasted or is expected to last for continuous period of at least 12 months.
1 The employee has the rigtat apply for long term disability as the provider determines who
is or is not eligible.

B. Minimum Hours for Eligibility: Hours worked beyond those set forth in the individual contract
shall not be used to determine insurance eligibility or insurance lootibris. Such hours
excluded may include, but not be limited by enumeration, the following: extended contracts,
summer classes, @urricular assignments, substitute assignments, etc.

C. Commencement and Termination of BenefitSoverage will commence ohdfirst day of the
monthaftert h e e mdiistalagy efedptoyment and continue provided employment with the
District continues during such period. The letlegm disability insurance benefits described in this
Handbookterminate according to the follamg schedule:

1. If a teacher resigns or is terminated during the term of his/her individual contract, District
coverage shall cease on the last day of the month in which the resignation or termination
becomes effective.

2. If a teacher resigns or is termindtafter completing the school year, his/her kbegn
disability insurance benefits shall terminate on the last eligible district payroll date.

D. Premium ContributionsThe District shall pay00% of the premium toward the cost of |etegm
disability insuance up to a maximum premium of 0.5% of salary

SECTION 9 RESIGNATION FROM EMPLOYMENT
9.01 Employeesare subject to the resignation provision and liquidated damages as outlined in the district

teacher contrac{See Appendix Ci Teacher Contract)

SECTION 10 SEVERANCE PAY

10.01 Upon severance from the district, and after a minimum of fifteen y1& a r s 6 to the district,c e
teachers shall be eligible for severance pay. A retiring teacher shall be paid $20.00 per day for all accumulat
sick leave a teacher leaving the district before retirement shall be paid $10.00 per day for all accumulated sic
leave.

SECTION 11 POST-EMPLOYMENT BENEFITS

11.01 UnusedSick Leave and Sick Leave Pay Out
Unused sick leave is cumulative to a total of one hundvedty (120) days.
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Teachers whose accrued sick leave totals less than one hundred twenty (120) days at the beginpeay of the
and who have not used sick leave that year will receive a paymentbfindeed ($100.00) in the final payroll
of the year. This payment is subject to all applicable payroll taxes.

Teachers whose accrued sick leave totals one hundred twentydéy&@r more at the beginning thfe year
will be paid fifteen dollars ($15) per day of sick leave in excess of one hundred twenty (120) days remaining
at the end of the year in the final payroll of the year. This payment is subject to all applicabllepess.

11.02 PostEmployment Benefits

A.

Any teacher, hired before July 1, 2012, who is a minimum age ofsfifixen (57) and has sixteen
(16) years of service in the District, may be eligible for the benefit in Paragraph C., below, subject to
Board ajproval.

Written application for retirement must be submitted on or before February 1 for a teacher who wishe:
to voluntarily retire at the end of the school year or at the end of the first semester of the following
school year. The application shalldaémitted to the Board for approval, and the Board may accept
or reject any application for retirement.

Teachers who, on or after July 1, 2012, are eligible for and approved for retirement pursuant tc
paragraphs A and B above, shall receive the foliguienefit, as applicable.

1. Teachers hired on or before July 1, 1993, and who have completedieméukquivalency

(1.0 FTE) for each of the three years prior to retirement, shall receive an annual contribution
of six thousand dollars ($6,000) for fi¢®) years into a distriesponsored 403(b). Teachers
hired during the time period above, but who have not completedtinfellequivalency (1.0

FTE) for each of the three years prior to retirement, shall receive for five years an annual
contribution intoa districtsponsored 403(b), and this annual contribution will berpted

based on the average FTE for the teacher for the three years prior to retirement.

. Teachers hired on or before July 1, 1998, but after July 1, 1993, and who have completed ¢

full-time equivalency (1.0 FTE) for each of the three years prior to retirement, shall receive
an annual contribution of five thousand dollars ($5,000) for five (5) years into a eistrict
sponsored 403(b). Teachers hired during the time period above, bbhawhoot completed

a full-time equivalency (1.0 FTE) for each of the three years prior to retirement, shall receive
for five years an annuatontribution into a distriecsponsored 403(b), and this annual
contribution will be prerated based on the averdg€E for the teacher for the three years
prior to retirement.

. Teachers hired on or before July 1, 2003, but after July 1, 1998, and have completed a full

time equivalency (1.0 FTE) for each of the three years prior to retirementresteille an
annua contribution of four thousand dollars ($4,000) for five (5) years into a district
sponsored 403(b). Teachers hired during the time period above, but who heomplated

a full-time equivalency (1.0 FTE) for each of the three years priati@men, shall receive

for five years an annual contribution into a distdpobnsored 403(b), and this annual
contribution will be prerated based on the average FTE for the teacher for the three years
prior to retirement.

. Teachers hired on or before July2D08, but after July 1, 2003, and who have completed a

full-time equivalency (1.0 FTE) for each of the three years prior to retirement, shall receive
an annual contribution of three thousand dollars ($3,000) for five (5) years into a-district
sponsored @3(b). Teachers hired during the time period above, but who have not completed
a full-time equivalency (1.0 FTE) for each of the three years prior to retirement, shall receive
for five years an annual contribution into a distdpbnsored 403(b), and shiannual
contribution will be prerated based on the average FTE for the teacher for the three years
prior to retirement.
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5. Teachers hired before July 1, 2012, but after July 1, 2008, and who have completed a full
time equivalency (1.0 FTE) for each of the three years prior to retirement, shall receive an
annual contribution of two thousand dollars ($2,000) for five (5) syéato a district
sponsored 403(b). Teachers hired during the time period above, but who have not complete
a full-time equivalency (1.0 FTE) for each of the three years prior to retirement, shall receive
for five years an annual contribution into a d@tsponsored 403(b), and this annual
contribution will be prerated based on the average FTE for the teacher for the three years
prior to retirement.

6. Teachers hired on or after July 1, 2012, are not eligible for a dispactisored 403(b) benefit.

7. Disbursement Plan: the district will submit an annual payment to the 403(b) administrator
within 30 days after successful completion of the remaining period pri@titement and
around the same date each following year until the benefit has been fadid in

8. If the retired teacher dies before all contributions to the 403(b) plan have been made as
provided above, the District shall make in one lump sum all remaining 403(b) contributions
before the end of the month in which the retired teacher digecstiapplicable contribution
limits. Under IRS regulations no contributions to the 403(b) plan may be made after the month
in which the retired teacher dies and no such contributions shall be made. It is the
responsibility ofiltyhea or entoitridd/ ttehaec Dersd g ifc

The additional terms and conditions of the 403(b) are provided in the 403(b) Plan document. The
Board in its sole discretion shall select the administrator of the 403(b) and may make any angendmen
to the 403(b) Plan that are not consistent with this section.

D. Allteachers (including those hired on or after July 1, 2012) shall receive a contribution to a district
sponsored Health Reimbursement Arrangement (HRA) in the amount of seven hundfiy and
dollars ($750) for each year of completed service in the District beginning with the@03Zchool
year. Deposits shall be made on an annual basis within thirty (30) days after the successful completic
of each year. Upon retirement, teachery mae the HRA contributions only to pay for health
insurance premiums. Paitne employees who work less than thirty (30) hours per week will receive
a prorated portion of this annual contributioheachers will be eligible to receive this benefit only
after reaching age fifsgeven (57) and completing seven (7) years of employment with the District
and upon retirement, subject to application and approval by the Board, as provided in paragraph B
above If the retired teacher dies leaving a balance imbigARA, the surviving spouse of the retired
teacher may continue to submit for reimbursement for health insurance premiums paid by the
surviving spouse for the surviving spouse until the HRA balance is exhausted or until the surviving
spouseds heveradmésfirstwhi ¢
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PART Il -
Non -EXEMPT Staff without

individual contracts under 8
118.22 , WIS. Stats. Or §118.24,
Wis. Stats.

PART Il - SUPPORT STAFF: DIST RICT OFFICE STAFF, EDUCATIONAL
ASSISTANTS, ADMINISTRATIVE ASSISTANTS, FOOD SERVICE AND
CUSTODIANS/ MAINTENANCE
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SECTION 1 DISCIPLINE AND DISCHARGE

1.01 Representation

In the event any employee is called to a meeting with representatives o$thet Rir the purposes of issuing
discipline or discharge, or for the purpose of investigating circumstances that may lead to discipline ol
discharge, the District shall advise the employee of his or her right to representation prior to the meeting. |
the event the employee chooses to have representation, the meeting shall be delayed until appropric
Association representation may be obtaindd. employee will be terminatetbr arbitrary or capricious
reasonsArbitrary and capricious shall be definedasaction that is either so unreasonable as to be without
rational basis or the result of unconsidered, willful, or irrational chbioghing in this provision shall prevent

the District from removing an employee from the work place if immediate asti@yuired.

1.02 Disciplinary Materials

Copies of any disciplinary material(s) shall be provided to the employee before such material is placed in a
empl oyeebs personnel file. The empl oyee shalerl h a
reply to said material.

SECTION 2 HOURS OF WORK AND WORK SCHEDULE

2.01 Building Administrative Assistants

All building Administrative Assistantsvill work on a two hundred (200) day contract will have benefits
awarded and calculated on the 200 daledale. The 200day schedule will be determined by their
principal/supervisor. The school year for an Administrative Assistant will be schexiisedontinuous block
of time starting before the first day of the fall semester and ending after the spnegjese Leave will need
to be taken for scheduled days not worked as part of theid@p@pproved calendar/work schedule.

Summer work may be assignbdyondthe minimum 200  day schedule. Summer work will be mutually
arranged by the employee and th@incipal/supervisoto work beyondan AdministrativeAs si st ant 0 ¢
day schedule.

2.02Letter of Appointment

Each employee typically shall be issued an annual letter of appointment that shall be consistent with, bt
subservient to, thi$landbookand Boad policy, on or before June B®f each fiscal year. The letter of
appointment shall identify the employee, the date of hire, the position(s) that the employee is employed fol
the length of the work &, the length of the work dagnd the pay rate fdhe position. Specific assignment

and hours cannot be guaranteed but an effort will be made to place the employee in a similar position (i.€
assignment, wages and hours) as the one currently held.

A new letter of appointment shall be issued in casdsotfers, promotions, demotions, and partial or full
layoff. In the case of a change of assignment, the employee shall be provided with at least fourteen (1«
calendar days notice of the change of assignment, if practicable, as determined by theratilpninist

2.03 RegularWorkday and Starting and Ending Times
A regular fulltime workday is eight (8) hours, excluding lunchtime. Because of different schedule

requirements, employeesd starting, | uncnrdocationsd f i
An empl oyeeds i mmediate supervisor wild/l schedul
District reserves the right to establish work schedules that best serve the instructional and approved commun
use functions inthe Distrit 6 s bui | di ngs.

2.04 RegularWork Week

A regular work week is forty (40) hours or less. The regular work week is five (5) consecutive days, unless th
immediate supervisor assigns the employee to a different work schedule. This section shall notumsiconstr
as a guarantee or limitation on the number of hours per day or hours in a work week which may bedschedul
or required by the District.
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2.05 Parttime Employees
A schedule of hours shall be prepared foriane employees. Such schedule shall be made known to the
affected employees.

2.06 Additional Hours and Overtimei Approval and Assignment

A. Approval: In order for anemployee to work beyond his or her regularly scheduled hours in any
week, prior approval must be obtained from the immediate supervisor.
Any exception to this policy requires the
supervisor/administration.

B. Assignment: Non-emergency scheduled overtime assignments will usually be filled using
volunteers first, with as much notice as possible, and if insufficient volunteers are found, the work
will be assigned to a qualified employee(s) as determined by shecDi

C. Pay Rate for OvertimeTime worked over forty (40) hours per week is paid at one andhalfie
(1.5) rate. Time over forty (40) hours per week does not include sick, vacation, holiday, or personal
leave time. All overtime must be approved for paymt by a supervisord¢
empl oyeeds time card. For the sole purpose c
of overtime pay, a week is defined as a pay period starting at 12:00 a.m. on Sunday and ending :
11:59 p.m. on Satday.

D. Additional hours and overtime approval and assignment for food service actiVita&:schedules
for activities and special occasions outside of the regularly scheduled work hours will be assignec
by the Food Service Director and will be paidreee mp | o negulardaurly rate.

2.07 LunchPeriod

A. Regular employees who work five and three quarters to six {®yBours or more per day will be
entitled to a duty free, unpaid thirty (30) minute lunch period.

B. Food Service employees who work fif® or more hours per day will be entitled to a duty free,
unpaid thirty (30) minutéunch periodor paidfifteen (15) minutebreakas scheduled by the Food
Service Director.

2.08 Time Sheets or other Form of Electronic Tracking of Hours Worked

Time shets or an electronic time card system shall be used by all employees. Time sheets or electronic tim
cards are due in the payroll office on thé' #id one day after the last day of the month. Regular time and
overtime submitted on the %&vill be paid onthe 3" of the month. Regular and overtime submitted at the
end of the month will be paid on the™&f the following month.

2.09 EmergencySchool Closing

A. Full-time custodians/maintenance staff to work their regularly scheduled hours unless atealtern
schedule is determined by administration.

B. All other employees shall not report to work on days when the school to which they are assigned is
closed due to inclement weather or situations beyond the control of the District, but work may be
available asscheduled by administration. Any employee not at work when school is closed for an
emergency shall not be paid for that day. Employees shall be required to make days up in the evel
that the District schedules make days.

If an administrative assistaréducationahssistanor other norexempt staff member (neexempt
means not a teacher, director, speciabsiministrator or an employee with an individual district
contract) has PTO time available they can sulbonitsePTO time to
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be paid for a day when school is closed due to inclement weather or other emergency that caus
school to be closed. The employee must Ha® time available to exercise this option.

Nonexempt stafivho do not report to work and who do not use available PTO time due to a school
closure situation will not be paid (unpaid) for the day. The unpaid time will not be subject to the
prorating ofbenefits rule.

C. If employees report to work and a decision to close schools is made after that time, those employee
will only be paid for the actual hours worked.

D. If possible dastrict office staff will report to work when school is closed due to incléemaather or
situationbeyond the control of the district.

SECTION 3 REDUCTION IN FORCE, POSITIONS, HOURS & TERMINATION

3.01 Reason$or Layoff
In the event the Board determines to reduce the number of positions (full layoff) or the number of hgurs in an
position (partial layoff), the provisions set forth in this section shall apply.

3.02 Layoff Notices

The District will give at least thirty (30) calendar days notice of layoff, if practicable. The layoff notice shall
specify the effective date of layofthat it is the responsibility of the employee to keep the District informed
in writing of any changes in the employeeb6s addr
Reduction in Force provision in thisandbook

3.03 Selectiorfor Reduction

The needs of the district will be the prime consideration in determining staff reduction. The district needs will
be identified and determined by administration through normal channel in accord with its constituted authority
The following guiddéines will be used in conjunction with the district needs to determine employees to be laid
off.

A. Attrition: Normal attrition resulting from employee retirements or resignation will be relied on the
extent that is administratively feasible to reducindfsta

B. Voluntary Layoff Volunteers will be considered for layoff. A request for volunteers will be sent to
all support staff. If an employee does volunteer for layoff, he/she will be afforded all rights of a laid
off employee under this handbook article.

C. Staff Skills and Training:Administration will review staff skills and training background to
determine how to best meet district needs.

D. PerformancetUnsatisfactory performance will be used to determine employee layoff. Unsatisfactory
performancds defined as being placed on a Professional Improvement Plawdaonsecutive
semesters as a result of not meeting the improvement goals of an individual Professiona
Improvement Plan.

E. Length of Service:Length of service is defined as the dém of service to the School District of
Lodi commencing on the most recent date of hire within the affected labor group (i.e. Food Service
or Lodi Educational Support StaffLESA or District Office). No distinction will be made between
full-time and partime employees in calculating length of service.

1. Length of Service Tiebreaker: In the event that two or more employees start on the same
date, the employee to be laid off will be decided by a lottery drawing supervised by the
affected staff andtdeast two administrators.
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2. Length of Service Listing: The district will annually produce and distribute gtHeof
service list by October®l Employees will have until October M &fter distribution of the
length of service list to raise any questions regarding their length of service record or the
district list will be deemed correct from the at point forevar

F. Layoff and Rehiring: The rehiring of staff that has been laid off will be determined by district needs.
An employee who has been partially or fully laid off may be recalled up to a period of one (1) year
after the effective date of the layoff. If releml and the employee refuses the recall all layoff rights
terminate with the recall refusal

3.04 Reductionin Hours

Employees who are reduced in hours shall not lose any benefits they have accrued. Benefits are defined as ¢
leave and vacation timamed as an employee in the District. Reduced in time employees shall be treated a
parttime employees under thisandbook.

3.05 InsuranceBenefits during Layoff
Please see Part I, Section 13 COBRA, subsection 13.05 for an explanation of insurangatmmtptions.

3.06 AccruedBenefits during Layoff

Laid-off employees shall suffer no loss of sick leave, vacation or any other accrued benefits if recalled. Sicl
leave days and vacation time shall not accrue while an employeeult lagdff status. Rejectionof an offer

of recall shall terminate the employeeds empl oy
employee.

3.07 OtherEmployment during Layoff
No employee on full or partial layoff shall be precluded from securing etmployment while on layoff
status.

3.08 Termination of Contract.

The termination of employment initiated by the employer shall be submitted in written form thirty (30) days
prior to termination date except where a continuation of employment would imothee best interest of the
children of this district.

3.09 Severance Pay

A.  Support Staff (Educational Assistants, Administrative Assistants, Custodial and Maintenance
Upon severance from the district, and after a minimum of five (5) years serviceDistihiet, a
retiring employee shall be paid $6.00 per hour for all unused accumulated sick leave; an employe
leaving the District before retirement shall receive $3.50 per hour for all unused accumulated sick
leave. For the purpose of severametiringshall be defined ashen the employee is 55 years of
age or greater. Employees who are terminated for cause shall not be eligible for this benefit.
Unused personal days are not paid out upon severance.

B. District Office Support Staff After six (6) yearof contracted service to the district, a support
staff leaving the district will be compensated for all accumulated sick days at a rate of 50% of the
current hourly rate at the time of retirement, and 25% of the current hourly rate if employment
ceases por to retirement.

C. Food Service Staff After fifteen (15) years of contracted service to the district, an employee
leaving the district will be compensated for all accumulated sick days up to one hundred twenty
(120) days. These days will be paid at theerof $20.00 per day at the time of retirement (at age
55 or older), and $10.00 per day if employment ceases prior to retirement. These daily rates will
be paid to fulitime employees, those working six (6) hours or more per day in their last contract
yea. Parttime employees (working less than six (6) hours per day) will receive a proration of
these rates based upon the average number of hours worked in the last contracted year.
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D. Voluntary Quit An employee who isesigning fromher/his position will give (2) two weeks
written notice to the school district. Those employees who resign without the (2) two weeks
written notice tahe district will receive no vacation or severance pay.

SECTION 4 ASSIGNMENTS, VACANCIES AND TRANSFERS

4.01Job Posting

When a position becomes vacant or a new position is created, notice of such available posting will normall
be posted internalland/or externally for a minimum of five (5) working days. The District retains the right to
temporarily fill vacant positions at its discretion during the posting and selection period.

4.02Interviews
An employee who applies for a vacant position, ptiothe end of the @bing period, may be granted an
interview for the position, and, if qualified, may be awarded the position.

4.03 District Ability to Select the Most Qualified Applicant

The District retains the right to select the most qualified epptifor any position based upon qualifications
directly related to the actual duties of the position (this does not prohibit the District from considering
qualifications that are related to the pios and exceed those minimugualifications listed in té job
description). The term applicant refers to both internal candidates and external candidates for the position.

4.04Physical Examination/Drug Testing

A.  Examination Upon initial employment and thereafter, physical examinations shall be required of
District employees in accordance with section 118.25 of the Wisconsin statutes. Freedom from
tuberculosis in a communicable form is a condition of employment. Upon initial employment,
evidence that employees are of sound health, sufficient to perforrasheatial functions of their
assignment, is necessary to make binding the offer of employment or the initial contract, as
applicable, with the District.

B. Drug Testing All applicants prior tcstartingemployment ocommencing dransfer shall take
and pass drug test. Cost of this test will be paid by the district at a clinic of the Board of
Educationds choice.

C. Fitness of Duty The District may require a physical, drug test and /or mental examination at the
expense of the District where the District hasasonable doubt concerning the curednitity of
the employee to perform the duties of his or her job consistent with the limitations imposed
by applicable state and federal law. Failure to comply with this request or failure to
provide a fichtioo of being drug free and/ior of sufficiently sound health to
perform duties assigned may result in discipline up to and including
discharge/termination.

4.05 District Ability to Determine Job Description
The District retains the right to determithe job descriptions needed for any position

4.06 Involuntary Transfers
When the District determines that an involuntary transfer of an ¢eplis necessary, the Distrigiserves
the right to transfer an employee in the District qualified for the iposit

SECTION 5 PAID VACATIONS

5.01 Notice
Employeesan reviewtheir available vacation hours dme district employee access (Skywangw
employees to the district who are granted contracted vacation time will have their vacation time posted at th
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beginning of their employment with the district. However, vacation days, during the first year of
employment, are vested witthe employee on a monthly prated basis until the first fullear of
service/employment in the School District of Lodi has been completed. See Section 5.04 for additiona
clarification on payment of vacation time if a first year employee quits ornsrtated prior to completing

their first full year of employment.

5.02 Eligible Employees

Non-exempt employees employed in the district prior to July 1, 2012 will receive no reduction in current
earned vacation time. Current and future employees, afterl J@l012, will earn vacations according to the
following chart:

Length of service Days granted

Less than twelve (12) months O:ﬁeeﬁlf)cfzg(‘:"g':cub”ets\fg‘zg)ed
260 Day Employee (hired after July 1) months of employment

After twelve (12) months 10 days

After ten (10) years 15 days

After fifteen (15) years 20 days

After twenty (20) years 25 days
24071 259 Day Employee 1-4 years 3 days

5-9 years 4 days

10+ years 5 days
220-239 Day Employee 1-4 years 2 days

5-9 years 3 days

10+ years 4 days

Vacation allocations are prorated based on the percentage-tifmellequivalency (FTE) as stated on the
employee's letter of appointment with the District, as well as their start date.

5.03 Schedule of Vacation

Vacation time ray be taken in full days or in shorter increments of not less than one hour if arranged with anc
approved by the immediate supervisor. Request for vacation time shall normally be made and approved at le:
five (5) working days prior to taking such leavmwever, Vacation time requested with less than five (5)
working days notice shall be approved by Ehistrict Administratorand/or his/her designee.

5.04 Payment upon Termination/Transfer to a Position

Any employee who terminates his or her employmenafty reason, with two (2) weeks written notice, other
than discharge, or any employee who transfers to a position that is not eligible for vacation, shall be entitle
to the vacation pay remaining in his or her vacation day accumulation bank. Any empthoyessigns without
written two (2) weeks notice to district will not receive vacation pay.

If an employee quits or is terminated during his/her first twelve (12) months of employment in the District,
the employee will not receive accrued vacation pay.

SECTION 6 HOLIDAYS

6.01Holidays Defined

A paid holiday is a day off with pay for the number of hoursrdmular employee normally work3he
foll owing table denotes paid holidays w&_R3I9Mayan
employees240-259 day employees, and 260 day employees.



1-219 220239 24071 259 260 Day
Day Day Day Employee
Employee| Employee Employee

July 4" X X X
Labor Day X X X X
Thanksgiving X X X X
Friday following Thanksgiving X X X
Day preceding Christmas X
Christmas Day X X
Day following Christmas X
Day preceding X
Day
New Year 6s Da X X
Good Friday X X
Memorial Day X X X X

Paid Holidays are subject to the following conditions:
1.  Such holidays will be reimbursed only fitre employee's actual work hours scheduled for that
day.

2. Employees on unpaid leave are not eligible to receive payment for holidays during the unpaid
leave time.

6.02 Holidays Falling on Weekends

If any of the holidays listed above, fall on a Saturdlg,preceding workday shall be observed as the holiday.

If any of the above named holidays falls on a Sunday, the following workday shall be observed as the holida
If Christmas Day falls on a Sunday it will be observed the following Monday and thelldayifig Christmas

will be observed the following Tuesday.

6.03 Holidays Falling on Student Contact Days
If any of the holidays listed above fall on a student contact day, the employees shall work their regular hour
that day, and shall instead receiveagdholiday on a date determined by the Administration.

6.04 Eligibility for Holiday

In order to be eligible for holiday pay, an employee must wtxlet empl oyeebs sche
immediately preceding and following the holiday, unless the employeeais @xcused absence with
pay which has been approved by bistrict Administratorand/or his/her designee.

SECTION 7 JOB RELATED TRAINING AND LICENSURE

7.01 In-Service Training
The District within its discretion may provide appropriate paid inservagrihg to each employee.

SECTION 8 EMPLOYEE EVALUATION

8.01Probation Period

An employeeshallbe considered a probationary employee during his/her initial nine (9) months of
employment with the district. After nine (9) months employment with the clistne employee

shall be considered a ngmobationary employee.
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8.02Evaluation
The primary purpose of evaluatia® to provide continuous improvement in the quality of service to the
community/students/staff of the District and to maintain a competent highly qualified staff.

8.03 Proceduresand Instruments
The District will orient all new employees regarding evaaraprocedures and instruments. If an instrument
is changed, all affected employees will be reoriented.

8.04 Frequency
The frequency of evaluations shall be established at the discretion of the Board. In general, employees will |
evaluated at least tw@) times during their first year of employment with the District.

8.05 Receipiof Evaluation
Each employee shall receive a copy of his or her evaluation. The employee will be expected to sign his or h
evaluation to acknowledge receipt of the same.

8.06 Comments Disputes
The employee may respond in writing with his or her comments attached to the completed evaluation.

8.07 Evaluators
The District shall have the sole right to determine whether or not employees shall be evaluated and by whic
supervisoy personnel.

SECTION 9 RESIGNATION FROM EMPLOYMENT

9.01 Notice of Resignation of Employment

Employees will give written notice of resignation of employment, as soon as possible, but at least ten (10
working days prior to the effective date of resignatitf an employee has overused the holiday, sick or
vacation time earned, the employee will have an amount equal toltleeofahat overused leaweithheld
from his or her | ast paycheck. The Di stnceberefiss o
will terminate on thdast day of district paid up insurance coverage after the resignation is effective

SECTION 10 INSURANCES

10.01 Dentalinsurance

Employees who work 30 hours of a full time equivalency 40 hours and who meet therdentali anc e c a
eligibility requirements shall be eligible to participate in the group dental insurance plan provided by the Board
The insurance carrier(s), program(s), coverage(s) will be selected and determined by the Board.

A. Eligibility:

1. Minimum Haurs for Eligibility: Hours worked beyond those set forth in the letter of
assignment shall not be used to determine insurance eligibility or insurance contributions.
Employees whose hours are reduced during the term of the letter of assignment shall havi
their eligibility and contributions based upon the projected hours, as determined by the
District, in the first month following the month in which the reduction occurred.

3. If the employeeetires at the end of the contracted year dental insurance wilhterat
the end of the plan year. If the employee retires-yair dental insurance will terminate at
the end of their last employment month.

B. Commencement and Termination of Beneft®verage will commence on tfiest day of the
monthafterthe emplog e first day of employment and continue as long as the employee remains
employed in the district. The insurance benefits described itdtmsibookierminate according
to the following schedule:
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If the employee resigns or is terminated during the term of his/her employment with the district
the coverage shall cease on the lastafdize district paid up insurance coverafferathe
resignation or termination is effective

C. Premium Contribution

1. Single CoverageEmployees who are eligible for the select coverage, the district shall pay
100% of single premium.

2. Family CoverageEmployees who are eligible for and select fgrobverage the District
shall payl00%of the family premium.

10.02 Health Insurance

A. Eligibility
1. All contracted employees who work 30 hours of a full time equivalency 40 hours and who
meet the insurance carriers eligibility requirements shall békitp participate in the group
health plan provided by the Board. The insurance carrier(s), coverage(s) will be selected anc
determined by the Board.

2. Employees that do not qualifgr the district healtinsurance plawill be paid$500.00n the
final payroll of the yearThis benefit is earned on a prated fiscal year basis.

B. Commencement and Termination of Beneft®verage will commence on tfiest day of the
monthafterfirst day of employment and continue as long as the employee remains eniployed
the district. The insurance benefits described in thddbookterminate according to the
following schedule:

1. Ifthe employee resigns or is terminated during the term of his/her employment with the district
the coverage shall cease on the last dakeinonth the resignation or termination becomes
effective.

2. If the employeeetires at the end of a contract year health insurance will terminate at the end
of the plan year. Ifmemployeeaetires midyear health insurance will terminate a¢ #nd of
their last employmennonth.

C. Premium Contributions:
The district will contribute $15,600 per year toward the cost of a family health plan and $6,900

toward the cost of a single health plan.

10.03 GroupLife Insurance

A. Minimum Hours for Eligibility:
All contracted employees working 30 hours or more per week oftinfigllequivalency 40 hours
are eligible/required to participate in the group life insurance plan provided by the Board.

B. Commencement and Termination of Beneftt®verage will commence on tfiest day of the
monthafterthefirst day of employment and continue as long as the employee remains employed
in the district. The insurance benefits described in tHisndbookterminate according to the
following schedule:

1. Ifthe employee resigns ortsrminated during the term of his/her employment with the district
the coverage shall cease on the last day of the month the resignation or termination become
effective.
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C. Premium Contributions:
The District will pay100% of the monthly premiuntoward the cost of group term life insurance
policy up to a maximum $50,000 coverage limit

10.04 Long-Term Disability
A. To meet our denition of disability, you must not be able to engage in any substantial gainful
activity (SGA) because of a medicaliigterminable physical or mental impairment(s):

1 Thatis expected to result in death, or

1 That has lasted or expected to last for a contisiperiod of at least 12 months.

1 The employee has the right to apply for long term disability as the provider determines
who is or is not eligible.

B. Commencement and Termination of Benefits:
Coverage will commence on the first day of the month followfefirst day of employment and
continue for a full twelve (12) month period provided employment with the district continues
during such period.

C. Premium Contributions:
The Districtshall pay 100% of the premium toward the cost of {teign disabilityinsurance up
to a maximum premium.of O0.5% of the empl oye

The Longterm disability insurance benefits described in this Handbook terminate according to
the following schedule:

1. If an employee resigns or is terminated district coverage shall cease lasttday of the
month the resignation or termination becomes effective.

10.05 Flexible Benefit Plan

Empl oyees wil|l be eligible to participate in th
for authorized expenditure categories. District shal have the right to retain athonies due and owing to

any terminating employee for whom reimbursement has been made in excess of payroll deducted that tl
employee pursuant to the Plan prior to termination.

10.06 WisconsirRetirement System(WRS) Eligibility

A. The Board agrees to contribute the employer 6:
required WRS contribution as required by state statute requirements. Under no circumstances shall tt
Board pay t he @&MRBtonthbatienbs required

B. A new employee who was initially employed on or after July 1, 2011, who had no prior employment
with a participating WRS employer would be evaluated under the eligibility requirements of:

a. Expected to work at least 880 hours for teactsrd school district educational support
personnel.

And

b. Expected to be employed for at least one year (365 consecutive days, 366 in a leap year) fror
empl oyeebs date of hire.

C. A new employee hired on or after July 1, 2011 who had any employment witticippsing WRS
employer prior to July 1, 2011, is evaluated under the old eligibility requirements of:

a. Expected to work 440 hours for teachers and school district educational support personnel.

And
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b. Expected to be employed for at least one year (@®Secutivadays, 366 in leap year) from
empl oyeebs date of hire.

10.07 PostEmployment Benefitsi Support Staff, Food Service andDistrict Office Support

Staff
A.

Employees shall receive a contribution to a dissmbnsored Health Reimbursement Arrangement
(HRA) in the amount of seven hundred and fifty dollars ($750) for each year of completed service in
the district beginning win the 20122013 school year. Deposits shall be made on an annual basis
within thirty (30) days after the successful completion of each year. Upon retirement, employees may
use the HRA contributions only to pay for health insurance premiumstifdaegmployees who work

less than thirty (30) hours per week will receive a prorated portion of this annual contribution.
Employees will be eligible to receive this benefit only after reaching agesdifgn (57) and
completing seven (7) years of employmeift thie District and upon retirement, subject to application

and approval by the Board, as provided in paragraph B beliotlue retired employee dies leaving a
balance in his/her HRA, the surviving spouse of the retired employee may continue to submit for
reimbursement for health insurance premiums paid by the surviving spouse for the surviving spous
until the HRA balance is exhausted or until

Written application for retirement must be submittedootbefore February 1 for an employee who
wishes to voluntarily retire at the end of the school year or at the end of the first semester of the
following school year. The application shall be submitted to the Board for approval, and the

Board may acceptraeject any application for retirement.

Remaining Contribution to 403(b). Employees hired before July 1, 2012 shall receive the following
benefit upon retirement, and after reaching age-fityen (57) and completing sixteen (16) years of
employmentwith the District, the District will also utilize the applicable formula below to arrive at a
base amount and remaining contribution amount.

1. For employees covered under Part Il of this Handbook, except District Office staff:

a. If the employee wdted an average of 1600 or more hours per year during
each of the final three full years (July 1 through June 30) of employment, the
base amount will be4R00 for each of 5 consecutive years, less the amount
of employer contribution as outlined below

b. If the employee worked an average of 1200 or more but less than 1600 hours
per year during each of the final three full years (July | through June 30) of
employment, the base amount will B8580 for each of fivgs) consecutive
years, less the amount @fployer contribution as outlined below

C. If the employee worked an average of 800 or more but less than 1200 hours
per year during each of the final three full years (July 1 through June 30) of
employment, the base amount will B2190 for each of ¥ie (5) consecutive
years, less the amount of employer contribution as outlined below

2. For all District Office staff covered under Part Il of this Handbook:

a. If the employee has worked in the District for fifteen (15) years or more, the base
amountwill be $3,000 multiplied by fiveless the amount of employer contribution
as outlined below,

b. If the employee has worked in the District for ten (10) years and less than fifteen (15)
years, the base amount will be $1,800 multiplied by, fie®s tle amount of employer
contribution as outlined belaw
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The base amount for the employee will be reduced by the amount of the total HRButmntiabove

to arrive at a remaining contribution amount. @ifté of this remaining contribution amount will be
deposited in Distriesponsored 403(b) annually for five years. The first payment will be made within
thirty (30) days after successfulropletion of the remaining period prior to retirement and around the
same date each following year until the benefit has been paid in full.

For example, an employee may start working for the District on July 1, 2011, and retire from the
District on June0, 2021, after working as a custodian for 10 years and averaging 1800 hours during
each of the final three years of his employment. This employee qualifies under number 1.a. above
and his base amount would be $24,500. The employee should also lasaleHRIA contribution
amount of $7,500. The remaining contribution amount will be $17,000. This remaining contribution
amount will be deposited in five equal annual installments of $3,400.

If the retired employee dies before all contributions to B@(ld) plan have been made as provided
above, the District shall make in one lump sum all remaining 403(b) contributions before the end of
the month in which the retired employee dies, subject to applicable contribution limits. Under IRS
regulations no cdributions to the 403(b) plan may be made after the month in which the retired
employee dies and no such contributions shall be made. It is the responsibility of the retired
empl oyeeds family to nempldydéydeathhe Di strict of
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PART IV -
Staff with individual contracts
under 8§118.24, WIS. St ats., and
Directors , Specialists , or
Coordinators  under contract with
the District
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SECTION 1 DISCIPLINE, TERMINATION AND NONRENEWAL

1.01 Standard for Nonrenewal for Administrators, Directors or Specialist

Administrators directors specialists or coordinatorsemployed in the School District of Lodi are subject to
nonrenewal on a statutory basis, as prescribed in Sec. 118.24 Wis. Stats. Such nonrenewal shall be exclusiv
subject to the proviens of Sec. 118.24 Wis. Statsidais not covered by the grievance procedunder the
Handbook The nonrenewal of an administrator is not a termination under Section 1.02 below.

1.02 Standard for Discipline and Termination

An administrator, directorspecialists, ocoordinatoramay be disciplined or terminated for reasons that are
not arbitrary and capricious. Arbitrary and capricious shall be defined as action which is either so unreasonab
as to be without rational basis or the result of unconsidered, willful or irrational choices. Discipline or
termination decisions should baded on:

A. There is a factual basis for the discipline or terminatitne factual basis must support a finding of
administrator conduct in which the District has a disciplinary or termination interest; and

B. Reasonableness of the penaltiye particular @cipline or termination imposed by the District must
not be unreasonable.

1.03 Disciplinary Materials

Copies of any disciplinary material(s) shall be provided to the administrdi@ctor specialists, or
coordinatordefore such material is placed inameadn i st r at or 0Tbe em@oyes shallhhave thd i |
opportunity to reply to such materials and affix his/her reply to said material.

SECTION 2 JOB RESPONSIBILITIES

2.01 Devotion of Full-Time to Job

Except as is otherwise provided in the administr director,coordinator or specialishs i ndi vi dual
or as approved by the Board of Education, administrattiractors specialists, ocoordinatorsshall devote

full time to the duties and responsibilities normally expectetheir position The administratordirector,
specialists, ocoordinatorsshall not engage in any pursuit which interferes with the proper discharge of such
duties and responsibilities.

2.02 Administrator License or Certificate
Administrators shall maintain a valid license certificate properly registered and issued by the State of
Wisconsin, sufficient to lawfully permit the administrator to perform such duties as may be assigned.

2.03Job Description
The Board shall provide the administratdirector,specialists, ocoominatorswith a written job description
of their servicesduties and obligations.

SECTION 3 PROFESSIONAL GROWTH

3.01 Professional Growth

All administrators directors specialists, andoordinatorsshall engage in independent and active efforts to
maintain ligh standards of individual excellence. Such effects shall include keeping current in best practices
of classroom instruction, state, local curriculum expectations, state assessment standards and the continu
art of pedagogy The employeeshall participte in professional growth activities by participating in
conventions, programs, professional meetings and college level courses. Participation shall be in accordan
with Board rules, policies and statutory requirements.
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3.02 Expense Reimbursement

Necessary expenses will be paid for attendance at programs, professional meetings and Board approv
conventions. College level coursesl e reimbursed for Board pr@pproved attendance upon completion of

the class and awarding of the final grade.

SECTION 4 ADMINISTATOR , DIRECTOR, or SPECIALIST EVALUATIONS

4.01 General Provisions
Administrators directors specialists, ocoordinatorshallreceive written evaluations based on baaddpted
position descriptiondncluding job related activities.

4.02 Evaluation Frequency

Administrators directors specialistsor coordinatorshall be provided with a written evaluation at least once
every threegyears If administrator is placed on a needs improvement plan they will be evalagearly
basis until meeting satisfactory evaluation status.

4.03 Evaluators

The Board of Education is responsible for Bhistrict Administratorevaluation. Thédistrict Administratoris
responsible for the evaluation of other administrators and shall assign evaluations of other
directorspecialistcoordinator positions to administrators who have supervisory, training, knowledge and
skills necessary to evaluate the persm@mssigned to these positions.

SECTION 5 PROFESSIONAL COMPENSATION

5.01 Professional Compensation
Each administratodirector specialists, andoordinatorsshall be compensated in accordance with the terms
of his/her individual contract.

SECTION 6 VACATIO N/COMPENSATORY TIME/HOLIDAYS

A. Administrators directors specialists, and coordinatahkall be entitled to twenty (20) vacation days
per year. Vacation time will be earned on af@ted basis bgdministrators, directors or specialists
who are employedeks than fultime. Administratorsdirectors and specialistéll earn twentyfive
(25) days of vacation after five (5) years of service to the District.

B. Compensatory Time: Administrators granted compensatdime in accordance with the terms of
their individual contract may only use compensatory time duringstodent contact days.

C. Administrators directors coordinatorsspecialists, or coordinatoshall be entitled tpaidtime off
for specified holidays as defined in their individual cants

SECTION 7 INSURANCES

7.01 Dental Insurance

A. Eligibility:
1. All administrator, directqr specialists, anaoordinatorspositions and who meet the dental
i nsurance carrierbés eligibility requireme

insurance plan wvided by the Board. The insurance carrier(s), program(s), coverage(s) will be
selected by the Board.

B. Commencement and Termination of Benefteverage will commence on thiest day of the month
afterthee mpl oyeebs first dayasdhgastherihpoyesremains enplayedc o
in the district. The insurance benefits described in this handbook terminate according to the following
schedule:
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1. Ifthe administrator, directpspecialists, ocoordinatorgesigns or is terminated during the term
of his/her individual contract district coverage shall cease on the last day of the month that the
resignation or termination is effective.

2. If the administrator, directpspecialists, ocoordinatorgetires at the end of the contracted year
dental insurance will terminate at the end of the plan year. |adneinistrator, director or
specialistretires midyear dental insurance will termirgaat the end of their last employment
month.

C.Premium Contributions
1. Single Coverage For fulttime administrators, directgrspecialists, ocoordinatorswho are
eligible for and select single coverage, the district shall A@p%of the single premium

2. Family Coverage:for full-t i me a d mi dirdcter§ spexitlists, @csordinatorsvho are
eligible for and select family coverage the district shall pa@%of the family premium.

7.02 Health Insurance

A. Eligibility:
1. All administrator, diretor, specialists, orcoordinatorspositions and who meet the Health
carrierds eligibility requirements shall/l I

plan provided by the Board. The insurance carrier(s), program(s), and coverage(s) will be
selected and determined by the Board.

B. Commencement and Termination of Benefiieverage will commence on tfiest day of the month
after theemployees first day of employment and continue as long as the employee remains employe
by the district. The isurance benefits described in this handbook terminate according to the following
schedule:

1. If the administrator, directpspecialists, ocoordinatorgesigns or is terminated during the term
of his/her individual contract district coverage shall ceasthe last day of the month that the
resignation or termination is effective.

2. If the administrator, directoispecialists, ocoordinatorsretiresat the end of a contract year
health insurance will terminate at the end of the plan yeam Hdministraor, director or
specialistretires midyear. If a teacher retires migkar health insurance will terminate aé th
end of their last employmentonth.

C. Premium Contribution Administrators Directors Coordinatorsor Specialists will receive a
$15,900%6,900 contribution toward a family/single health pland premium contribution will be
pro-rated for less than 0.75 FTE employd&®emium contribution is proated for less than 0.75 FTE
employees

7.03 Life Insurance

A. Eligibility :
1. All administrators, directorsspecialists, and coordinatoase eligible to participate in the
group life insurance plan provided by the Board.

2. Premium Contributions: The Board will contribut@0% of the monthly premiutoward the
cost of group term life insurancpolicy up to a mgimum $50,000 coverage limit

B. Commencement and Termination of Benefits:
Coverage wild@l commence on the first day of t
and continue as long as the employee remains employed by the district. The inferaefts
described in this handbook terminated according to the following schedule.
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1. If the administrator, director, or specialissigns or is terminated during the term of his/her
individual contract district coverage shall cease on the last day of the month that the
resignation or termination is effective.

2. If the administrator, directorspecialists, or coordinatonetires distict life insurance
premiums shall cease on the last day of the month that the retirement is effective.

7.04 Long Term Disability

A. To meet our definition of disability, you must not be able to engage in any substantial gainful
activity (SGA) because of a medily-determinable physical or mental impairment(s):
1 Thatis expected to result in death, or
9 That has lasted or is expected to last for a continuous period of at least 12 months.
1 The employee has the right to apply for long term disability as the pralétermines who
is or is not eligible.

B. Eligibility:
The School District of Lodi shall provide loftgrm disability insurance to eligible/required
admi ni strator s. elighilityhfor Brdrteimndisability shallde HBosed in the
administratod s i ndi vi dual contract. The insurance

selected and determined by the Board of Education.

C. Commencement and Termination of BenefitS8overage will commence on tfiest day of the
month after themployees fist day of employment and continue as long as the employee remains
employed in the district. The insurance benefits described in this handbook terminate according
to the following schedule:

1. If the administrator, directpispecialists, or coordinatorssigns or is terminated during the
term of his/her individual contract district coverage shall cease the last day of the month that
the resignation or termination is effective.

7.05WisconsinRetirement System (WRS) Collaboration

The School Districtof Lodh gr ees t o cont r i butagministrator, diregpokpecalksts,d s

or coordinatorsagr ees to pay the employeebs required W
requirement.

SECTION 8 PROFESSIONAL DUES

8.01 Professional Dues
The SchooDistrict of Lodi will reimburse the individual administratoretibost of professional dues doe

state professional organization and a portion of the professional dues of one national professional organizati
as outlined in each individual administraice cont r act .

SECTION 9 POSTEMPLOYMENT (RETIREMENT) BENEFITS
Administrators a minimum of fifyseven (57) may apply for retirement.

Health Reimbursement Arrangement (HRAJhe District shall annually credit to an HRA for the benefit of
theadministrata, director and specialisin amount ofeven hundred and fifty dollar$750 for each year of
completed service in the District. Deposits shall be made on an annual basis within thirty (30) days afte
successful completion of each contract yedhe HRAmay only be used during retirement. To be eligible

for this benefit, the School Board must approve of the Administrdi@ctor or specialits r et i r e me
the administrator director or specialismust have at least seven consecutive years ofagment with the
District.

School District of Lodi Employee Handbook Page 82



If the retiredadministrator director specialists, or coordinatotses leaving a balance in los her HRA, the
surviving spouse of the retireemployeemay continue to submit for reimbursement from the HRA for the
surviving spouse until t he HRA balance is exhau:
first.

Total Benefit minughe total HRA Contributions = the Retment 403(b) Contribution.

Upon retirement, the District shall total the amount of contributions made to the HRA for the Administrator
director, specialists, or coordinatofsy subtracting the total HRA contributi®rirom theTotal Benefit (as
defined below), using the following equation:

Total HRA _ The Retirement 403(b

TotalBenefit - contributions Contribution

The total benefit is $55,000. The District may use the Special Pay Plan to make contributiersan for
theadministrator director or specialist

Examplelf the District has made contributions of $12,000 to the HRA for a reBdmgnistrator director or
specialistthe District shall also make a Retirement 403(b) Contribution48{®0($55,000- $12,000 =
$43,000.

The 403(b) Retirement Contribution amount shall be made in equal annual amounts over a five year perio
beginning with the year of retirement, subject to IRS regulations and limitations. If the estipbalyeedies

before dl contributions to the 403(b) plan have been made, the District shall make in one lump sum all
remaining 403(b) contributions before the end of the month in which the retinptbyeedies, subject to
applicable contribution limitations. Under IRS regidas no contributions to the 403(b) plan may be made
after the month in which themployeedies and no such contributions shall be made. It is the responsibility of
the retiredemploye® family to notify the District of the retiredmployeé death.
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PART V -
Appendix
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Appendix A -

Compensation Information

Part |
Staff with contracts under s118.22 T

Professional/exempt non -supervisory employees

Part Il
Non Exempt Staff without Individual Contracts
under s118.22 Wis.  Stats or 118.24 Wis. Stats
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Part |

Professional Compensation Information for staff with contracts under s.118.2P

Professional/Exempt NorSupervisory Employees.

A. Definitions:

Beginning Teacheri a new teacher to the profession with no prior-fiutie teaching experience.
Teachers New to the District’ a new teacher to the School District of Lodi with one or more years
of prior full-time teaching experience
Continuing Teacheri a teacher who was employed the previous year and intends to or has been
offered anl accepted a continuing contract or letter of assurance to teach an ensuing year in the
School District of Lodi.

B. Teacher Compensation

1.01 Starting/Maximum Salary
A. The 2018/19 starting salary for a beginning teacher possessing a Bachelors of Art/Science
degre is $38,000.00. The 2018/19 starting salary for a beginning teacher possessing a
Masterbs degree is $41,150.00.

B. The district BA/BS and Master level stating salary will be established by the Board of
Education on a yearly basis.

C. The district Bachelor ofirt/Science degree maximum salary for 2018/19 is $62,000. The
district Masterds degree maxi mum salary f

1.02 Salary Determination Procesd A Beginning Teacherand Teachers Newo the

District
A. Starting Base Wage (BA/BS or Masters) $ ($38,000 or $41,150)
B. Years of Experience x $1,000.00 $ (limited to 10 years

unl ess administration/ Board deter mine di s
higher experience level.

C. Credits beyond Bachelors or Masters x $200$
D. National Board Certification/Recertification $ ($1,000 or $2,000)
E. Startihg Salaryi Add all the above $

1.03 Advanced Degree/National Board Certification Attainment
A. Acontinuingteacherwhoattans a Mast er 6s Degree wil |l r e
($2,000.00) base wage increase on their ensuing year district contract upon verification of
their degree completion.

B. A continuing teacher who attains their initial National Board Certificationredéive a
one thousand ($1,000.00) dollar base wage increase on their ensuing year district contract
upon verification of their initial National Board Certification. A continuing teacher who has
already achieved National Board Certification and attairertiication status will receive
a onethousand dollar ($1,000.00) base wage increase on their ensuing year district contract
upon verification of their recertification status. The maximum district National Board
certification compensation is capped (lied) at $2,000.00 per teacher.
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1.04 Performance Compensation
A. Beginning Teachers will be evaluated, for district perfmnce compensation purposes, two
consecutive years. Teachers new to the district will be evaluated, for district performance
compensation purposes, two consecutive years unless on formal recommendation of
administratiorthey are moved to three year professal growth after their first year
evaluation review. All evaluations will be conducted using the district approved educator
effectiveness model.

B. Continuing teachers will be evaluated a minimum of once every three years using the
district approved edutar effectiveness model.

C. Performance CompensatiorQualifying Criteria
a. Beginning teachers and t e-3aombsemestdisirietw t o
job description expectations and receive a minimum of four effective or better
summative evaluatioratings in the six Educator Effectiveness performance
standards.

b. Continuing teachers (beyond year three) must meet district job description
expectations and receive a minimum of five effective or better summative evaluation
ratings in the six Educatorfféctiveness performance standards.

D. Performance CompensatiorAward Period
a. Beginning teachers and teachers new to the district (YeaB$ Will receive the
Board established performance compensation for each ensuing contract year if their
supervising achinistrator/director verifies they have successfully met the district
qualifying criteria.

b. Continuing teachers will receive the Board established performance compensation for
each of three ensuing contract years if, during their evaluation year, theivising
administrator/director verifies they have successfully met the district qualifying
criteria.

1.05 Professional GrowthPlan Compensation
A. Professional Growth Plan CompensatioQualifying Criteria

a. Beginning teachers and teachers new to thidi will developanadministratively
approvedone year professional practice goal (PR&part of their educator
effectiveness evaluation process during their first two years in the School District of
Lodi.

b. Continuing teachers will develop an admirasively approvedneyear professional
practice goal (PPYzas part of their educator effectiveness evaluation year.

B. Professional Growth Plan CompensatioAward Period

a. Beginning teachers and teachers new to the district will receive the Board esthblish
professional growth compensation for their ensuing contract year if their supervising
administrator/director verifies they have satisfactorily completeate making
satisfactory progress toward completing their established professional growth
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goal for their ensuing contract year.

b. Continuing teachers will receive the Board established professional growth
compensabn for their ensuing contract year if their supervising
administrator/director verifies thdyave satisfactorily completed or are making
satisfactory progress toward completing their established professional growth goal

1.06 Professional Improvement Plani Not Meeting District Performancei
ProfessionalGrowth Qualifying Criteria
A. A staff member who is placed on a professional improvement plan (PIP) will be deemed to
not be meeting the district performance or professional growth qualifying criteria and will
not be eligible for either performance or professional growth compensation in their ensuing
contract year. (Reference Section 5i(Rart E)

1.07 In-service and Other Training
A. The district may require teachers to attendervice and other training, eithairwhich
may occur outside of the employeeds regul
any) for such training shall be determined by relevant law (FLSA), district policy, and
pertinent employment contracts.

Part Il Non Exempt Staff without Individ ual Contracts under s118.22 Wis. Stat©r s118.24
Wis. Stats.
A. Definitions:
Beginning Employee:a new employee to the district who did not work full or fiemne in the
district during the course of the previous school or fiscal year.

Continuing Employee: an employee who was employed either full or {piane the previous year
and intends to or has been issued and accepted a letter of assurance indicating continued
employment for the ensuing year in the School District of Lodi.

B. Support Staff Compensation

1.01 Starting Wage Determination Proces$ Beginning Employee
A. The hourly wage for beginning support staff employees will be based on their prior work
experience and/or their skill level in meeting the specific job description duties of their
position classificion level as outlined below:

a. Administrative Assistant
i. Levell-%$12.50to $14.50
ii. Levelll-$14.50 to $16.50
ii. Levellll -$16.50to $18.50
iv. Level IV-$18.50 to $20.50

b. Custodial / Maintenance
i. Levell-%$11.50to $14.50
i. Levelll-$14.50 to $16.50
ii. Levellll -$16.50to $18.50
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c. Educational Assistant (Regular and Special Education)
i. Levell-$12.50 to $14.50
ii. Levelll-$14.50 to $16.50
ii. Levellll -$16.50 to $18.50

d. Food Service

i. Levell-%$12.25t0$13.00

i. Levelll-$13.00 to $14.00
ii. Levellll -$14.251t0 $14.75
iv. Level IV-$14.75 to $15.00

1.02 Performance Compensation (Based on the year to year Board of Education
approved per hour base wage increasg.

A. A beginning district employee will serve a nine month probationary period. Their
supervising administrator, director, or supervisor, at the conclusion of their nine month
probationary period using the appropriate Board apga@waluation document, will
submit an evaluation of the employeeds |
document, the supervisor will indicate whether the employee has/has not met the district
performance compensation (evaluation) criteria. Begtneimployees will also be
evaluated as part of their second year of service in the district.

B. A continuing employee will be evaluated a minimum of once every three years using the
appropriate Board approved evaluation document.

C. Performance CompensatiorQualifying Criteria
a. Beginning employees must meet district job description expectations and receive a
satisfactory or better rating in a minimum of 10 of the total 14 evaluation
performance standards as part of their probationary year evaluation arstiosid
full year of employment in the district. After a second year of employment and
evaluation an employee must meet the continuing employee qualifying criteria.

b. Continuing employees must meet district job description expectations and receive a
satishctory or better rating in a minimum of 12 of the total 14 evaluation
performance standards.

D. Performance CompensatiomrAward Period
a. Beginning employees will receive the Board established base performance
compensation for the ensuing year of employmetitair administrator/supervisor
verifies they have met district the district qualifying criteria.

b. Continuing employees will receive the Board established base performance
compensation for each of three ensuing contract years if, during their evaluatipn ye
their administrator/supervisor verifies they have successfully met the district
qualifying criteria.

1.03 Professional Growth Compensation
A. Professional Growth CompensatibiQualifying Criteria
a. Bednning employees will develop an administratively apptowae year
professional practice goal (PPG) aligned to their job responsibilitigaed
to building improvement initiatives, or aligned to district/building instructional goals
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as part @ their performance evaluation year review process

b. New employees will receive the next appropriate Board established professional
growth compensation award if their admintrator/supervisor verifies they have
satisfactorily completed or are making satiséagiprogress toward completing their
established professional growth goal and have met the district job performance
criteria for the previous three years.

c. Continuing emfpyees will develomn administratively approved one year
professional practice goal (PPG) aligned to their job reshititisis, aligned to
building improvement initiatives, or aligned to district/building instructional goals as
part of their grformance evaluation year review process.

B. Professional Growth Compensatibiward Period (See Section 1.04 below for
summary of support staff professional growth award formula)
a. Beginning employees will receive the nexipropriatBoard established
professional growth compensation award if theliminstator/supervisor verifies they
have satisfactorily completed or are maksagisfactoryprogress toward completing
their established professional growth goal and have met the district job performance
criteria for the previous three years.

b. Continuing employees will receive the next appropriate Board established
professional growth compensation award if their administrator/supervisbeser
they have satisfactorily completedare making satisictory progress toward
completing their establishgmtofessionagrowth goal

C. Professional Grothh Compensation Formula
a. Professional Growth Compensation will be awarded to district support staff using the
following formula:
i. Level 1: after 3 years + $.20 per hour (hourly wage + Professional Growth
Award = hourly pay rate.
. Level 2: after 6 years + $.3%r hour (hourly wage + Professional Growth
Award = hourly pay rate.
iii. Level 3: after 9 years + $.50 per hour (hourly wage + Professional Growth
Award = hourly pay rate.
iv. Level 4: after 12 years + $1.00 per hour (hourly wage + Professional
Growth Award = hotly pay rate.
V. Level 5: after 15 years + 1.50 per hour (hourly wage + Professional
Growth Award = hourly pay rate.
Vi. Level 6: after 19 years + $2.00 per hour (hourly wage + Professional
Growth Award = hourly pay rate.
Vii. Level 7: after 21 years + $.50 per hoboirly wage + Professional
Growth Award = hourly pay rate.
Viii. Level 8: after 24 years + $.50 per hour (hourly wage + Professional
Growth Award = hourly pay rate.
iX. Level 9: after 27 years + $.50 per hour (hourly wage + Professional
Growth Award = hourly pay rat
X. Level 10: after 30 years + $.50 per hour (hourly wage + Professional
Growth Award = hourly pay rated.

Note: Length of Service compensation increase becomes effective on the district anniversary
of employment date of the employee.

School District of bdi Employee Handbook Page90



1.04 Professional Improvement Plani Not Meeting District Performancei Professional
Growth Qualifying Criteria

A. A support staff employee whe placed on a staff improvement plan or who is
determined to need improvement in minimum job description responsibilities will be
deemed to not be meeting the district performance or professional growth qualifying
criteria and will not be eligible for dier a performance or professional growth
compensation award for one year. They will again become eligible for performance and
growth compensation awards if their administrator/supervisor verifies they have
successfully met the requirements of their improgat plan and are also satisfactorily
meeting their job description responsibilities.

1.05 In-service and Other Training
A. The district may require a support staff member to attend-aeririce or other training,
either of which may oeguadohourscoimork. iAddigiondl h e e |
compensation (if any) for such training shall be determined by relevant law, district
policy, and pertinent employment guidelines.

1.06 Attendance at Meetings
A. Employees required to attend meetings called or scheduled Histhet outside the
empl oyeebdbs scheduled work day shall be |
hours spent in attendance at such meetings.

Part Ill i Summer Work Compensation
1.01 SummerPay Schedule
A. Regular and paitime employees performing digtr work in the summer shall be paid
in accordance with the following hour s/
wage in effect on Juneé'df the contracted summer work schedule.

a. Summer School Educational Assistant: $11.50 per hour fodistricc employee or
regular rate + $.75 for a district employee.

b. Summer Administrative, Director, or Specialist Assistant: $11.50 per hour fer non
district employee or regular rate + $.75 for a district employee.

c. Summer Custodial Cleaning: $11.50 per houmfam-district employee or regular
rate + $.75 for district employee.

d. Summer Maintenance Cleaning: $11.50 per hour fordistnict employee or regular
rate + $.75 for district employee.

B. Summer employees performing specialized work such as IT or maineewankc
requiring special training will be paid $13.00 per hour unless provided otherwise by the
district.

C. Seasonal patime employees performing duties such as grounds cleaning, snow
removal, building monitoring, etc. shall be paid $11.50 per hour upitesied
otherwise by the district.

D. Regular and patime district staff with individual contracts under 118.22 or 118.24
performing work in the summer will be compensated at the rate of $11.50 per hour
unless provided otherwise by the district.
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E. Substitutes who work in place of a summer school Educational Assistant,
Administrative Assistant, summer custodian or summeaintenance staff shall be paid
$11.50 per hour.

1.02 Call-In Pay
A. Employees called in to work hours, by proper administration/director authority, outside of their
regular work schedule that are not contiguous with their regular work schedule, except as noted
below, shall be paid for no less than one (1) hour of pay. The District, at its discretion, may require
such employee to work the full one (1) hour period. Regular time performed will be rounded to the
nearest quarter hour before calculating compensasgment.
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Appendix B -
Academic/Non -Academic, Co -
curricu lar,

Athletic and Extra Co  -curricular

Compensation Information
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1.01Letter of Assignment
Employees shall assume responsibility for the supervision of the extiaocular activities that are included
in their ldters of assignment. Such activities shall be governed according to the following guidelines:

A. Athletic and extra/caurricular assignments will be offered to the individual who, in the sole
discretion of the Board of Education, is the most qualified eppli In cases where there is a
shortage of applicants the Board of Education may assign athletic and egtraicolar duties.
However, under no circumstances shall a Board member work as a coach, assistant coach, advis
or assistant advisor to an exturricular activity (on either a paid or a volunteer basis).

B. The stipend for athletic and extra/corricular activities shall be specified in the letter of
assignment.

C. The letter of assignment shall not be deemed a contract, and individuals hetldlietic and
extra/caecurricular positions are atill employees.

D. All middle and high school coaches, (contracted and volunteer) will be required to meet WIAA
regulations.

1.02 Payments

Payments for athletic and extra/corricular activities shall be mada accordance with District payroll
procedures. However, wages earned shall be paid at least monthly, with no longer than 31 days between [
periods. Final checks will be issued once all responsibilities, as detertmrthe athletic directorawdo a ¢ h 6 s
handbook, have been completed (keys, reports, etc.).

1.03 Work Schedule

Athletic and extra/c@ ur r i cul ar assignments may occasionall"
workday in his/her other position(s) with the District (e.g., as a teacher)clincases, the employee shall
consult with the supervisor of his/her regular assignment to determine the appropriate course of action. In tt
supervisorbds sole discretion, the empl oyee may
lost duing his/her regular workday; (2) relieved from the requirement to make up the time lost; (3) required
to reschedule the extreurricular activity; or (4) required to take any other action that the supervisor deems
reasonable.

1.04 Evaluation of Extra-Curric ular Assignments

Individuals holding athletic extra/ezurricular assignments shall be evaluated by an administrator assigned by
the District Administrator When determining the manner and frequency of evaluations, the supervisor may
take into accountsudhact or s as (1) the individual 6s exper.i e
from participants, parents, and other stakeholders; (3) any other consideration that a supervisor, in his/h
reasonable discretion, deems appropriate.

1.05 Volunteers

Upon recommendation from athletic director/principal and approval by the Board of Education, an individual
may serve as a volunteer coach/advisor for an extrfia@cular activity. The following guidelines apply to
volunteers:

A. They will not be eligibé for salary/wages, stipend, or benefits;

B. They wi || be covered by the Districtbs genei
coach for the District. However, there is n
for claims made against volunteers by other volunteers or District employees;

C.They will be responsible for their own persc

D. They must consent to a background cheeiagree to have a tubercubkin (TB)test;
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E. They must follow all District activity and athletic policies and procedures and other District policies
as applicable;

F. They accept dire@nd indirect supervision of the head coach; and,

G. They may be dismissed at any time without cause.

1.06 Number of Coaches/Advisors
The number of coaches/advisors assigned to supervise an exuedcalar activity shall be determined
according to Board courricular policy.

1.07 Clinics
Coaches may attend clinics and workshops with expenses paid at the discretion of the school district Per
Board of Education Policy 377.1.

1.08 Athletic Tournaments
Coaches may attend state tournaments for the sport/activityrdnepaching per Board of EducatiBolicy
377.1.

1.09 Extra/Co-Curricular Pay Schedule: Co-Curricular Base for is34,650

A. Co. Curricular Pay Scale

Building Position Activity 1-3year; 4-6year] 7 +year
High School Advisor Academic Decathlon 1.00% 1.23% 1.50%
High School Advisor Art Club 1.00% 1.25% 1.50%
High School Advisor Art Sleuth 1.00% 1.25% 1.50%
High School Advisor Cheerleading (per seasol 4.25% 4.75Y% 5.25%
High School Advisor Color guard 1.00% 1.25% 1.50%
High School Advisor Classi Freshman 1.00% 1.25% 1.50%
High School Advisor Classi Sophomore 1.00% 1.25% 1.50%
High School Advisor Classi Juniors 2.00% 2.50% 3.00%
High School Advisor Classi Seniors 3.50% 4.00% 4.50%
High School Advisor Danz Team 4.25% 4.75% 5.25%
High School Director Extended Choral Service 6.00% 7.00% 8.00%
High School Director Extended Instrumental 6.00% 7.00% 8.00%
High School Advisor Fall Drama 5.00% 5.50% 6.50%
High School Advisor FBLA 4.25% 4.75% 5.25%
High School Advisor FFA 5.00% 5.50% 6. 50%
High Schol Advisori Head Forensics 11.00%  12.00%  13.00%
High School Advisori Asst. Forensics 6.00% 7.00% 8.00%
High School Coordinator Global Exchange 3.50% 4.00% 4.50%
High School Advisor Homecoming 2.00% 2.50% 3.00%
High School Advisor Leadership Council 6.00% 6.75% 8.00%
High School Advisor Link Crew 3.50% 4.00% 4.50%
High School Advisor Math Team 2.00% 2.50% 3.00%
High School Advisor - Head Mock Trial 7.00% 8.00% 9.00%
High School Advisori Asst. Mock Trial 3.50% 4.50% 5.50%
High School Director Musical 7.00% 8.00% 9.00%
High School Director Musical Pit Orchestra 4.00% 5.00% 6.00%




ngh School Director Musical-Vocal 4.00% 5.00% 6.00%
High School Director Musical-Choreography 4.00% 5.00% 6.00%
High School Set Designer Musical /3 Act Play 2.00% 3.00% 4.00%
High School Advisor National Honor Society 1.00% 1.25Y% 1.50%
Newspapei The 3.50% 4.00% 4.50%
High School Advisor Advocate
High School Director Pep Band 4.00% 5.00% 6.00%
High School Advisor Visual Arts Classic 1.00% 1.25% 1.50%
High Scool Advisor Spanish Club 1.00% 1.25% 1.50%
High School Advisor Yearbook 3.50% 4.00% 4.50%
Middle School  |Director Extended Choral Service: 2.50% 3.00% 3.50%
Middle School  |Director Extended Instrumental 4.25% 4.75% 5.25%
Middle School  |Advisor Fair Coordhator 2.00% 2.50% 3.00%
Middle School  |Advisor FFA 5.00% 5.50% 6.50%
Middle School  |Advisor Forensics 2.004  2.50% 3.00%
Middle School  |Advisor Mackenzie Trip Leader 2.00% 2.50% 3.00%
Middle School  |Advisor Pride Council (68) 5.00% 5.50% 6.50%
Middle Sctool Advisor Yearbook 2.00% 2.50% 3.00%
Elementary SchogAdvisor Fair Coordinator 2.00% 2.50% 3.00%
Primary School  |Advisor Fair Coordinator 2.00% 2.50% 3.00%
District PBIS Coaches 2 per building 2.00% 2.50% 3.00%
B. Athletic Coaching Pay Scale:
Building Position Activity 1-3 years | 4-6 years| 7+ years
District Athletic
Director 11.00% | 12.00% | 13.00%
High School Head Coach Baseball 8.00% 9.00% | 10.00%
High School Assistant Coacl] Baseball 5.00% 5.50% 6.50%
High School Head Coach Basketball (B/G) 11.00% | 12.00% | 13.00%
High School Assistant Coacl] Basketball (B/G) 6.00% 7.00% 8.00%
High School Head Coach Cross Country (B/G) 7.00% 8.00% 9.00%
High School Assistant Coacl] Cross Country (B/G) 4.25% 4.75% 5.25%
High School Head Coach Football 11.00% | 12.00% | 13.00%
High School Assistant Coacl] Football 6.00% 7.00% 8.00%
High School Head Coach Golf 7.00% 8.00% 9.00%
High School Assistant Coacl] Golf 3.50% 4.00% 4.50%
High School Head Coach Soccer (B/G) 8.00% 9.00% | 10.00%
High School Assistant Coacl] Soccer (B/G 5.00% 5.50% 6.50%
High School Head Coach Softball 8.00% 9.00% | 10.00%
High School Assistant Coacl] Softball 5.00% 5.50% 6.50%
High School Head Coach Swimming (B/G) 11.00% | 12.00% | 13.00%
High School Assistant Coacl] Swimming (B/G) 6.00% 7.00% 8.00%
High School Head Coach Tennis 7.00% 8.00% 9.00%
High School Assistant Coacl] Tennis 3.50% 4.00% 4.50%
High School Head Coach Track (B/G) 11.00% | 12.00% | 13.00%
High School Assistant Coacl Track (B/G) 5.50% 6.50% 7.50%
High School Head Coach Volleyball 8.00% 9.00% | 10.00%
High School Assistant Coacl| Volleyball 5.00% 5.50% 6.50%
High School Head Coach Wrestling 11.00% | 12.00% | 13.00%




High School Assistant Coacl] Wrestling 6.00% | 7.00% 8.00%
Middle School Head Coach Basketball (B/G) 4.00% 4.25% 4.50%
Middle Schod Assistant Coacl Basketball (B/G) 3.00% 3.5000 4.00%
Middle School Head Coach Cross Country (B/G) 3.50% 4.00% 4.50%
Middle School Assistant Coach Cross Country (B/G) 3.00% 3.50% 4.00%
Middle School Head Coach Track (B/G) 3.50% 4.00% 4.50%
Middle School Assistant Coacl] Track (B/G) 3.00% 3.50% 4.00%
Middle School Head Coach Volleyball 3.50% 4.00% 4.50%
Middle School Assistant Coacl Volleyball 3.00% 3.50% 4.00%
Middle School Head Coach Wrestling 3.50% 4.00% 4.50%
Middle School Assistant Coacl] Wrestling 3.00% 3.50% 4.00%
C. Athletic Eventsi Worker Pay Scale
Event Approx. | Pay Event A.ﬁ’.ﬁ:]céx' Pay
Time $ $
Football 1 Varsity Book 1.66 |35
1 Crowd Control 253 |35 ﬂ. VETEIR7 CIEES 1.66 |35
1 Tickets 25 |35 Swim
{ Clock- Varsity 2.5 35 f Timers Meet 2.5 35
{ Stats- Varsity 25 |35 1 Timers- Invite 4-5 S0
1 JV or JV2 Clock 2 35 9 Ticket Seller Meet 35
{1 JV or JV2 Crowd Control 2 35 1 Ticket Seller Invite | 50
Volleyball Wrestling
1 JV and VClock 2.66 | 60 1 JV and V Book 2 |85
1 JV and V Book 2.66 | 60 1 JV and V Clock 2 |35
1 JV and V Crowd Control | 2.66 |35 f VIV Crowd Control 2 35
IV and V Tickets 25 |35 T JVIV Tickets 25 135
1 Invite - Tickets TBD 50
1 JV or JV2 Book 15 25
15 25 9 Crowd Control Tourney 4 50
TV or V2 Clock 9 Crowd Control Tourney 8 100
9 Crowd Control Tourney 4 50 S MS Book 15 55
I Crowd Control Tourney 8 100 1 MS Clock 1.5 25
9l Ticketsi Tourney S 50 1 MS Crowd Control 15 35
1 Varsity Clock 15 |35 Basketball
{ Varsity Book 15 |35 { JV and V Clock 3.5 |60
9 Tourney Scorebook 8 125 3V and V Book 35 60
T Tourney Clock 8 125 9 JV and V Crowd Control 3.5 50
1 Announce LineUps 5 f JV and V Tickets 25 |35
9 MS Clock (A & B games)| 2.66 | 50 1 JV or JV2 Book 1.5 25
9 MS Book (A & B games)| 2.66 | 50 9 IV or JV2 Clock 1.5 25
11 MS Crowd Control 2.66 |35 { Varsity Book 15 |35
1 Quad Scorebook 253 | 65 1 Varsity Clock 15 35
1 Quad Clock 253 | 65 1 MS Book (2 games) 2.5 50
Cross Country 1 MS Clock (2 games) 2.5 50
1 Time/Workeri Invite 4 70 f MS Crowd Control 25 |35
{ Crowd Controli Invite 4 70 Track
{ Crowd Controt Meet 25 |35 f Event Workers 3.54 |45
1 Timer/Worker- Meet 25 |35 f Head Timer 455 |55
Soccer
7 JV Clock 15 25 Announcer (entire game) 253 |35
1 JV Book 15 25 WIAA Tourn/Crowd Control TBD 35
1 Announce LineUps 5 —
1 Crowd Contradl JV and V 4 50 PAY = PER EVENT
9 Crowd Controli Quad 6.5 70




D. Academic/Non Academic

Activity Pay Scale

Per Hour

Per Event

Annual

Academic Rate ! (Including such areas as
curriculum writing, curricular meetings, summer
schoal, etc.)

$23.00

Special Ed: Attendance at Special Education
IEP meetings before 7:30 a.m. and after 3:30
p.m. or during a prep hour will be compensated
at the: academic rate

$23.00

Special Ed: IEP development outside the
contracted teacher work day will be
compensated for at the: academic rate

$23.00

Weight Room Supervisor

$10.00

Non-Academic Rate (including non-academic
supervision such as field trips, detention,
substituting, dance supervision, etc.)

$20.00/Hour

Department/Bldg. Chairs

$400.00

District Mentor (providing year 1 expectations)

$400.00

District Mentor (providing year 2 expectations)

$200.00

Elementary School Activity Club
(per quarter)

$100.00

Chemical Safety Officer

$800.00

School District of Lodi Employee Handbook

Page98




Append ix C
Contract Forms/Letter of

Appointment
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Q9 Cop,

& %
= @ % TEACHER CONTRACT
z -

e oot 20182019

IT IS HEREBY AGREED, by and between the Board of Education (Board) for the School District
of Lodi (District) and«First_Name»«Last_Namex»(Teacher) a certified teacher legally qualified
to teach in the public schools of the State of Wisconsin, as follows:

That Teacher agrees to perform for the District, during the ternmoautldef compensation hereinafter

set forth, such professional services, including ectnaicular services related to the school program,

as may be, from time to time, assigned to the Teacher by the Board or by authorized members of t|
school district admnistrative staff.

That Teacher shall teach in the District during the school3@H-2019 beginning Augusk8, 2018
for the term of «M__school days»days for a salary consideration as in the amount of
$«Salary_formulax.

This contract is made and shall remain subject to the applicable provisions of Wisconsin Statute:
now existing and as may be hereinafter enacted, and to the rules, regulations, handbooks, and polic
of the Board now exigtg and as may be hereinafter enacted, and Teacher agrees in all respects t
abide by and comply with same. This contract is subject to any applicable collective bargaining
agreement that may be in force and effect during2®0®82019 school year and is bject to
amendment by a subsequent collective bargaining agreement.

If the undersigned teacher breaches this contract or the Board grants a release from this contra
teacher shall pay liquidated damages as follows: any resignation submitted aft&b dunakeprior

to July 15 must be accompanied by a payment of three hundred dollars ($300.00) and after July :
by a payment of four hundred dollars ($400.00).

This contract may be modified or terminated at any time during the term hereof by the muteal writ
agreement of the parties hereto. This cont
eligibility for a State of Wi sconsin teacher
of Wisconsin, and any contract entered intospant to this notice shall be invalid in the absence of
such a license or certificate.

I, the undersigned teacher, represent to the School Board that | am not now under a contract
employment with another school district for any period covered byahiact and | hereby accept
the provisions as set forth in this contract.

TEACHER DATE

ON BEHALF OF BOARD DATE
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School District of Lodi

Co- Curricular Contract
2018 - 19 School Year

It is hereby agreed by the Board of Education, School Distficodi, and «First_Name»
«Last_Name» to enter into a contract for the position @Building» «Position»

«SportActivity»  for the 201819 school year. Monetary reimbursement will be received for

these duties and will be calculated according to the years of experience. As thiscisracodar
assignment, no district fringe benefits will be covered in the contract. This castvatitl only if

the number of students during the first week of practice at the beginning of the season is more thar
the minimum number as per the-corricular policy. A signed contract MUST be received at the
District Office by the date indicated at the bottomto be valid.

The length of this season is determined by the Board approved Co-curricular Charter.

| have had ___ previous years of experience in this activity; therefore I am in my

«M_1213 Years_Exp» year of coachig. The total amount owed for all duties performed
under this contract will be &M_201213»

This contract is subject to the rules, regulations and policies of the Board now existing and as may
be hereinafterenacted, and the pat agree to abide by and comply with the same. The

undersigned will perform such duties as may be reasonably assigned by the District. This contract
shall terminate at the discretion of the Board based on need and will not exceed beyond the period
noted &dove, unless authorized by the parties.

BOARD OF EDUCATION

Employee Signature

Address

Date: / / Recorded inkBOE_Approval» BOE
Minutes

PLEASE NOTE: At the conclusion of this activity, please be sure to contact your
Administrator or Athletic Director to submit the proper forms for
reimbursement.
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