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2022-23 Approved Employee Handbook Modifications 
Foreword 
This Employee Handbook will acquaint you with the Eau Claire Area School District (ECASD) and provide information 
about working conditions, benefits, and some of the policies and expectations affecting your employment. It is important 
to remember that the primary purpose of the ECASD is to educate children, and therefore all employees should be 
acquainted with some of the basic tenets of the ECASD.  
 
Mission: To inspire and prepare our students to live creative, fulfilling and responsible lives. 
 
Vision: We challenge minds, build relationships and nurture individual growth to prepare all students for post-
secondary success. 
 
Equitable Multi-Level System of Supports:  
 
The Wisconsin Equitable Multi-Level System of Supports (E-MLSS) framework guides our District and sets forth a 
holistic vision of an integrated and coherent system of academic, behavioral, social, and emotional supports to ensure 
equitable success for every learner. This framework informs the work of all ECASD staff members. Learn more about 
the Wisconsin E-MLSS at https://dpi.wi.gov/rti or https://www.ecasd.us/District/Departments/Teaching-and-Learning/E-
MLSS.  
 

 
 
Equity Statement: Adopted March 1, 2021 by the Eau Claire Area School Board.  
 
The Eau Claire Area School District (ECASD) is committed to eliminating the systemic racism present in our society and 
schools while building an equitable and inclusive school community. The ECASD acknowledges the historical 
pervasiveness in the events in our state and nation and we must create real and sustainable action to change the 
inequities present in our local systems. Our predominantly White privileged perspective, culture, and system is failing 
our students and families of color. We will increase equity, access, and opportunity by dismantling systemic barriers to 

https://dpi.wi.gov/rti
https://www.ecasd.us/District/Departments/Teaching-and-Learning/E-MLSS
https://www.ecasd.us/District/Departments/Teaching-and-Learning/E-MLSS
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full participation for our marginalized students. In doing so, the ECASD is committed to anti-racist and anti-oppression 
work, racial justice and equity, and system-wide change to mitigate the inequities we have allowed to happen.  
 
Our Shared Understanding  
 
The ECASD understands that oppression is manifested in racism, sexism, homophobia, heterosexism, transphobia, 
ageism, ableism, and other forms of systemic and social exclusion. We understand that there are similarities, 
intersections, and differences between these and other forms of oppression and the ways in which they manifest 
themselves. In particular, patterns of racism against Black and Indigenous People of Color have permeated our society 
and our public schools. As noted in a report by The Civil Rights Project1, Black high school students in Wisconsin are 
suspended at a higher rate than anywhere else in the country, and Wisconsin has the second-highest disparity in 
suspension rates between White and Black elementary school students. For years in the ECASD we have fostered 
organizational policies and practices that have created an achievement gap leaving behind our students of color 
compared to their White peers. Examples and measures include lower test scores, less access to advanced coursework, 
less participation in extracurricular activities, and lower graduation rates. Conversely, the ECASD has over-identified 
students of color who are more likely to have disciplinary referrals and more likely to be identified as needing special 
education services. We acknowledge the systems of power that grant privilege and access unequally such that inequity 
and injustice result, and we are committed to dismantling these systems.  
 
Our Commitment  
 
The Core Values of the ECASD are honesty, respect, responsibility, compassion, courage, and justice, and we recognize 
that these core values have not been equitably applied to all students. As we move forward, we will adhere to these 
core values and use our collective privilege to end systems of oppression. We will ensure our students of color and 
other marginalized students feel safe, welcomed, included, valued, represented, and supported in our school community 
with equitable access and opportunities for success.  
 
The ECASD will explicitly recognize, examine, and address the systemic manifestations of oppression and racism in our 
district, in all aspects of its governance policies, processes, practices, and outcomes. The ECASD will use a lens of equity 
in all decision-making and at all levels, where equity means ensuring opportunities for learning and experiences for all 
students and especially for students who have been historically marginalized. 
 
The ECASD will invite, support, and collaborate with marginalized populations in our district and surrounding 
communities, and create relationships and allyship based on respect, inclusion, trust, consistency, and accountability. We 
welcome the ways this diversity will deepen our shared understanding of the applications of our work, and we will work 
to amplify and prioritize these authentic voices.  
 
The ECASD as a predominantly White system of administrators and educators, will make changes in the core 
organizational structures, institutional practices, and professional behaviors/actions of all privileged voices within our 
system; knowing that White people are the beneficiaries of racial inequality. We recognize that the responsibility of 
being part of the solution requires us all to hold ourselves accountable. We will add our voices to the collective call to 
action to ensure optimum organizational effectiveness and accountability to students we serve.  
 
The ECASD will begin a continuous and ongoing process of professional development for all ECASD administrators, 
leaders, educators, and staff to consider the significance of individual racial identities and privilege when it comes to 
engaging in equity work. Personal growth and self-reflection are a practice of unlearning and relearning, which is both a 
career-long and life-long process. All staff need to be aware of the multiple identities represented in our district and 
their unique perspectives, experiences, and needs.  
 
The ECASD will seek out and increase hiring of a diverse staff, including active recruitment of underrepresented groups 
and more equitable hiring practices, so that the diversity in our district staff and leadership is reflective of the diversity of 
the students we serve.  
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The ECASD will create school culture and climate where discriminatory or oppressive behaviors are not tolerated. 
Simultaneously, the ECASD is committed to purposeful and proactive strategies and changes to facilitate a shift in 
organizational culture to ensure that issues of oppression will be addressed, and clear mechanisms will be identified to 
actively engage and interact throughout the process.  
 
As we move forward in our shared understanding and district commitments, we understand that genuine growth in this 
work related to equity, diversity, and inclusion will push us, will be challenging, and it may be uncomfortable. We work 
towards change not to feel better, but to do better. We understand that if we are not helping to dismantle oppressive 
systems then we are complicit in them. We commit to real conversations, real action, and real change. And we commit 
to moving forward and ensuring that we are true to our values and to positive change and growth. 

 
 

Part 1 – Provisions Applicable to All Staff 

Section 1 – Introduction 

1.01 About this Handbook 

This Employee Handbook is intended to provide all employees with information that is foundational to their 
success as a staff member in the ECASD. Details regarding policies, procedures, ethics, expectations and 
standards of the District are outlined in this Handbook.; hHowever, this Handbook should not be considered all 
inclusive. Copies of Board Policies and Administrative Rules are available to all personnel and are on the school 
district website.  It is important that each employee is aware of the policies and procedures related to his/her 
their position. The rights and obligations of all employees are governed by all applicable laws and regulations, 
including, but not limited to the following:  Federal laws and regulations, the laws of the State of Wisconsin, 
Wisconsin State Administrative Code and the policies of the School Board. 

Section 2 – Employment Law 

2.07 Harassment and Bullying  

… 

All employees are responsible for ensuring that harassment and bullying do not occur.  Anyone who believes 
that he or she has they have been the subject of harassment or bullying or has knowledge of violations of this 
policy shall report the matter in accordance with established complaint procedures. All reports regarding 
employee harassment or bullying shall be taken seriously and promptly and thoroughly investigated. Individual 
privacy shall be protected to the extent possible. There shall be no retaliation against any person who files a 
complaint under this policy, objects to harassment or bullying, or participates in an investigation of harassment 
or bullying. The District shall take appropriate and necessary action to eliminate employee harassment and 
bullying. Actions that are determined to be harassment or bullying shall be subject to disciplinary action, up to 
and including termination. 

… 
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Section 3 – General Employment Practices and Expectations 

3.03 Attendance 

The District expects employees to make every reasonable effort to be present for work.  Employees are 
expected to adhere to their assigned schedule.  For the schools to operate effectively, employees are expected 
to perform all assigned duties and work all scheduled hours during each designated workday, unless the 
employee has received approved leave.  Breaks and meal periods may only be taken during times designated by 
the employee’s supervisor/building administrator and as further specified in other parts of this Handbook.  Any 
deviation from assigned hours must have prior approval from the employee’s supervisor/building administrator.  

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

A.  All absences should be reported in AESOP the District’s absence management system (within an hour of the 
employee’s normal daily starting time, and preferably before 6 a.m. if a substitute is required) or on the 
appropriate absence forms. 

B.  Employees will have planned absences approved by their supervisors. and, when applicable, fill out absence 
slips upon returning to work. 

Any time spent not working during an employee’s scheduled day must be accounted for in AESOP or on the 
appropriate absence forms using the appropriate absence procedures.  The District will monitor attendance and 
absence patterns. Falsification of records, and/or improper modification of time worked records, and/or failure 
to account for time spent not working will be investigated and will result in disciplinary action up to and 
including termination.  Failure to notify the District of an absence and failure to report to work on such day 
could result in disciplinary action up to and including termination.  

3.04 Bulletin Boards 

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

3.06 Communications 

… 

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

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

b. confidentiality of student records; and, 
c. confidentiality of other District records, including educator evaluations, credit card numbers, and 

private email addresses.  

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

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

… 

 



2022-2023 ECASD Employee Handbook Modifications 
Approved at School Board Meeting 08.15.22  5 

3.08 Conflict of Interest  

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

http://www.ecasd.us/ECASD/media/District-Site/PDFs/Board%20Policies/153.pdf 

https://go.boarddocs.com/wi/ecasd/Board.nsf/goto?open&id=9N5MLN5BC866#  

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

Every District employee shall notify his/her their immediate supervisor or the appropriate administrator as soon 
as possible, but no more than five calendar days after any arrest, indictment, conviction, no contest or guilty 
plea, or other adjudication of the employee for any felony, any offense involving moral turpitude, and any of the 
other offenses as indicated below: 

A.  crimes involving school property or funds; 
B.   crimes involving attempt by fraudulent or unauthorized means to obtain or alter any certificate or permit 

that would entitle any person to hold or obtain a position as an educator; 

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

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

E.    a misdemeanor which violates the public trust. 
The requirement to report a conviction or deferred adjudication shall not apply to minor traffic offenses. 
However, an offense of operating under the influence, revocation or suspension of license, and driving after 
revocation or suspension must be reported if the employee drives or operates a District vehicle or a piece of 
mobile equipment or transports students or staff in any vehicle.   Failure to report under this section may result 
in disciplinary action, up to and including termination. Such report shall be made as soon as possible, but in no 
circumstance more than three calendar days after the event giving rise to the duty to report. The District may 
conduct criminal history and background checks on its employees.  An arrest, indictment or conviction of a 
crime shall not be an automatic basis for an adverse employment action. Conviction of a non-felonious crime 
shall not be an automatic basis for an adverse employment action.  The District shall consider the following 
factors in determining what action, if any, should be taken against an employee who is convicted of a non-
felonious crime during employment with the District: 

A. the nature of the offense; 

B. the date of the offense; 

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

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

3.13 Drug, Alcohol, and Tobacco-Free Workplace 

… 

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

http://www.ecasd.us/ECASD/media/District-Site/PDFs/Board%20Policies/153.pdf
http://www.ecasd.us/ECASD/media/District-Site/PDFs/Board%20Policies/153.pdf
https://go.boarddocs.com/wi/ecasd/Board.nsf/goto?open&id=9N5MLN5BC866
https://go.boarddocs.com/wi/ecasd/Board.nsf/goto?open&id=9N5MLN5BC866
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3.14 Emergency School Closures 

….. 

Accounting for Time Worked During Emergency School Closures 

To determine if the Emergency School Closure is a paid day, each staff member should utilize the following 
process. 
 
Does the position the staff member holds have work to do on the Closure day? 

• If yes:  
o Determine with supervisor if the work can be done remotely or on site 
o If the staff member elects to not do the work, they account for the absence as appropriate in 

AESOP the District’s absence management system. 
• If no: 

o The staff member can use a paid leave day (personal or vacation) to account for the day or take 
a day without pay.  

….. 

3.17 Financial Controls and Oversight 

The employee shall adhere to all internal controls that deter and monitor all fraud or financial impropriety in the 
District. Any person who suspects fraud or financial impropriety in the District shall report the suspicions 
immediately to any supervisor, and/or the Superintendent or designee. Reports of suspected fraud or financial 
impropriety shall be treated as confidential to the extent permitted by law. Limited disclosure may be necessary 
to complete a full investigation or to comply with law. Each employee who supervises or prepares District 
financial reports or transactions shall set an example of honest and ethical behavior and shall actively monitor his 
or her their area of responsibility for fraud and financial impropriety.  Neither the Board nor any District 
employee shall unlawfully retaliate against a person who in good faith reports perceived fraud or financial 
impropriety.  

3.20 Investigations  

A. Expectation of Cooperation:  In the event of a District investigation or inquiry, every District employee has 
an affirmative duty to provide to his/her their supervisor(s) or any other District official assigned to 
investigate all relevant and factual information about matters inquired except as provided for below in 
paragraph “B”. Employees failing to volunteer such information shall receive a directive from an 
administrator to provide a statement. The employee’s failure to comply with the directive may constitute 
“insubordination”, a violation that will be grounds for disciplinary action up to and including termination.   

… 

3.21 Licensure/Certification/Training  
Each employee who is required to be licensed or certified by law must provide the District with a copy of the 
current license or certificate to be maintained in his or her the employee’s personnel file.  Personnel files can be 
found at the Board Office in the Human Resources Department.  Employees are expected to know the 
expiration date of their license/certification and meet the requirements for re-licensure or certification in a 
timely manner.  A teaching contract with any person not legally authorized to teach shall be void. All teaching 
contracts shall terminate if, and when, the authority to teach terminates. 

Staff required to maintain additional certifications/trainings as designated by their position (i.e. CPR/First 
Aid/AED, Nonviolent Crisis Intervention, Bloodborne Pathogens, Medication Administration, Lifeguarding, 
Water Safety Instructor, Aerial and Forklift Training, etc.) must keep these certifications current.  Employees are 
expected to know the expiration date of their license/certification and meet the requirements for re-licensure 
or certification in a timely manner. 
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3.22 Operators of District Vehicles and/or Mobile Equipment, Drivers on Behalf of the District, 
and Persons Who Receive Travel Reimbursement 

… 

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

… 

3.26 Personnel Files 

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

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

3.29 Political Activity 

… 

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

… 

3.31 Solicitations 

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

http://go.boarddocs.com/wi/ecasd/Board.nsf/goto?open&id=9WWSKH72ECF7  

 

3.35 Work Made for Hire 

Occasionally an employee 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 development 
presentations or tests/test items. Any work prepared by an employee within the scope of his/her their 
employment is owned by the District. Under federal copyright laws, this is called “work made for hire.” An 
employee with questions regarding ownership or copyrights on materials prepared within the scope of his/her 
their employment should consult with his/her their supervisor. 

http://go.boarddocs.com/wi/ecasd/Board.nsf/goto?open&id=9WWSKH72ECF7
http://go.boarddocs.com/wi/ecasd/Board.nsf/goto?open&id=9WWSKH72ECF7
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3.36 Workplace Safety 

… 

C. Protection of Staff:  An employee shall report all cases of assault or injury suffered in connection with 
employment in the performance of duties to the Superintendent or his/her designee, who shall acknowledge 
receipt of such report and keep the staff involved informed of action taken.  

… 

E. Discrimination:  The District shall not discriminate against or discharge any employee for exercising any 
right afforded by this section.  An employee may file a grievance under the Part I, Section 5 of this 
Handbook to address the workplace safety issues as defined in subsection H, below.  The employee may, in 
his/her their discretion also file a complaint with the state Division of Equal Rights within thirty (30) days if 
the employee believes a violation of the first sentence of this paragraph occurred. See WIS. STAT. § 
101.055; Public Employee Safety and Health, available at 
https://dsps.wi.gov/Documents/Programs/PublicSafety/SBD9301.pdf  

… 

3.37 Violence in the Workplace 

… 

D. Reporting Procedure:  An employee who is the victim of violence, believes he/she they have has been 
threatened with violence, or witnesses an act or threat of violence towards anyone else shall take the 
following steps: 

1. If an emergency exists and the situation is one of immediate danger, the employee shall contact local law 
enforcement by dialing 9-1-1, and may take whatever emergency steps are available and appropriate to 
protect him/her the employee from immediate harm, such as leaving the area. 

2. If the situation is not one of immediate danger, the employee is required to report the incident to the 
appropriate supervisor or his/her their designee as soon as possible.  

3.   An employee who has received a restraining order, temporary or permanent, against an individual, that 
may impact the employee at work [e.g. verbal or physical contact or proximity has been prohibited or 
restricted], shall immediately supply a copy of the signed order to his/her their supervisor. The 
supervisor shall provide copies to the other appropriate supervisors and inform other employees on an 
as-needed basis. 

E. Investigation and Investigation Findings:  The District will investigate all complaints of prohibited behavior 
filed and may investigate in other situations where no complaint was filed but was brought to the District’s 
attention. Retaliation against a person who makes a good-faith complaint regarding violent behavior or 
threats of violence made to him/her the complainant is also prohibited. 

… 

Section 5 – Grievance Procedure 

5.02 Definitions 

… 

B. The term “days” means regular business days, Monday through Friday, other than weekends and holidays 
regardless of whether the employee or his or her the employee’s classification is scheduled to work.  The 
time within which an act is to be done under this policy shall be computed by excluding the first day and 
including the last day. 

… 

 

https://dsps.wi.gov/Documents/Programs/PublicSafety/SBD9301.pdf
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5.03 Procedures 

An aggrieved employee must process a grievance in the following manner and sequence.  Prior to submitting a 
formal grievance, the employee shall meet with his/her the employee’s immediate supervisor to discuss the 
situation and attempt to resolve the concern. 

A. First Step:  Within ten (10) days after the facts upon which the grievance is based occur or should have 
reasonably become known, the employee shall present the written grievance to his/her their immediate 
supervisor.  The immediate supervisor shall give a written answer within ten (10) days of receipt of the 
grievance, with a copy to the Executive Director of Human Resources.   

An employee who has been notified of termination may process the grievance commencing at step three. 

B. Second Step:  If the grievance is not satisfactorily resolved at the first step, it may be submitted by the 
grievant to the Executive Director of Human Resources within ten (10) days after having received the 
answer in the first step.  After receipt of the written grievance by the Executive Director of Human 
Resources, he/she the Executive Director of Human Resources shall meet with the grievant in an effort to 
resolve the issue(s) raised by the grievance.  Within ten (10) days after the meeting, the Executive Director 
of Human Resources shall respond to the grievance in writing.  The Superintendent, in consultation with the 
Executive Director of Human Resources, shall also determine if the grievance is timely, if the subject matter 
of the grievance is within the scope of this policy, and otherwise properly processed as required by this 
policy.  If either the Superintendent or Executive Director of Human Resources is aware of other similar 
pending grievances, he/she they may consolidate those matters and process them as one grievance. 

… 

Section 8 – Worker’s Compensation 

8.01 Worker's Compensation Coverage and Reporting Responsibilities 

All employees shall be covered by Worker's Compensation Insurance.  Any employee who is injured on the job 
shall report the injury to his/her their immediate supervisor prior to seeking medical attention if at all possible.  
In the event of an emergency, the employee shall notify his/her their immediate supervisor within twenty-four 
(24) hours after the occurrence of the injury or as soon as practicable.  The employee shall comply with the 
accident/injury reporting procedures established by ECASD (incident report filled out with supervisor and 
turned in within 24 hours of incident or as soon as practicable) and/or its worker’s compensation insurer.  
Similarly, after each medical appointment, the employee is responsible to turn in medical return to work (RTW) 
documents immediately to the Human Resources Department. 

A. In the event an employee has suffered an injury or illness in the course and scope of employment that limits 
him/her the employee from returning to work at full-duty status, the District may offer you temporary light 
duty assignments during your healing period, consistent with the restrictions prescribed by your medical 
provider. 

In such circumstances, it is the employees’ responsibility to keep the District informed as to the status of 
the restrictions and any changes to them. The District will assign employee tasks consistent with medical 
provider restrictions, but it is the employee’s responsibility to notify his/her their supervisor if the tasks 
assigned cause him/her the employee further pain, discomfort, or injury. Moreover, the restrictions 
prescribed by the medical provider are not limited to the workplace. The District expects employees to 
follow all such restrictions during the period of convalescence and healing, whether at work or away from 
work. If the District learns that the employee has engaged in conduct at or away from the workplace that 
conflicts with the prescribed restrictions, such information will be reported to the District’s Workers’ 
Compensation carrier, if appropriate. 

… 
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Section 10 – Sick Leave 

10.05 Reporting Procedure 

If at all possible, each employee shall inform his/her their supervisor prior to, or within an hour of his/her the 
employee’s normal daily starting time of his/her their need to be absent for one of the reasons stated in Section 
10.02 (A) above.  Employees who are unable to report to work shall follow the applicable procedures: 

A.  All absences should be reported in AESOP the District’s absence management system (within an hour of the 
employee’s normal daily starting time, and preferably before 6 a.m. if a substitute is required) or on the 
appropriate absence forms. 

B.  Employees will have planned absences approved with their supervisors and, when applicable, fill out absence 
slips upon returning to work. 

Any time spent not working during an employee’s scheduled day must be accounted for in AESOP the District’s 
absence management system or using the appropriate absence reporting format.   

10.07 Sick Leave Listing 

Each employee shall receive a summary of his/her their sick leave usage on his/her the employee’s pay stub. 

10.09   Sick Leave Donation 

… 

3.  If the Executive Director and the Leave Donation Committee determines that a qualifying catastrophic illness 
or catastrophic injury exists justifying the solicitation of other employees to donate up to twenty (20) days of 
paid sick leave, the Executive Director or his/her designee shall authorize the solicitation of sick leave transfers 
from all staff. 

… 

Section 11 – Jury Duty Leave 

11.01 Jury Duty Leave  

Required absence from work for jury duty will be with pay.  Employees may keep any money received for jury 
duty and travel expenses. Employees should submit the notice to serve as a juror to their immediate supervisor 
upon receipt of it. Employees are only to be absent for the time necessary to serve as a juror. An employee not 
selected as a juror or who is dismissed from jury duty is expected to report to work if he/she the employee can 
still work for more than one (1) hour of their regularly scheduled work hours for that day. No paid leave will be 
provided for jury duty that occurs outside of the employee’s regular work hours or work days.  

Section 13 – Personal Leave 

13.02 Request Procedures 

Request for personal leave shall be submitted to the supervisor for approval through the designated absence 
reporting system at least ten (10) days prior to the date requested for such leave.  In the event of an emergency 
or of extenuating circumstances, the ten (10) day notification requirement may be waived.  In such cases, 
however, the employee shall contact his/her their supervisor no later than 6:00 a.m. to indicate the need for the 
personal day. In these situations, the supervisor shall only approve the personal day if a substitute is available. If a 
substitute is unavailable and the employee does not report to work, the absence will be a payroll deduction.  
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13.03 Personal Leave Day Restrictions 

Personal leave will not be granted during the first ten (10) and last ten (10) days of student contact days. without 
prior approval from the supervisor and the Executive Director of Human Resources.  An exception may be 
approved by the Executive Director of Human Resources and/or their designee in the case of unique events. 

Personal leave will not be granted on a family-teacher conference day or on a professional development day. 
without prior approval from the supervisor and the Executive Director of Human Resources.  An exception 
may be approved by the Executive Director of Human Resources and/or their designee in the case of unique 
events. 

Up to forty (40) total staff that require a substitute may take personal leave the day before and/or the day after 
a school vacation break provided approval has been granted by the building principal or supervisor and the 
Executive Director of Human Resources and/or their designee.   

Personal leave may be denied if a substitute is required but is not available. 

Section 15 – Payroll Deductions 
Any employee who exhausts all personal or vacation paid leave balances and requests a day off without pay does 
so electronically through AESOP the District’s absence management system prior to the absence.  The request 
requires action from both the employee’s immediate supervisor as well as the Executive Director of Human 
Resources and/or their designee through  AESOP the District’s absence management system before the day may 
be taken. 

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

An employee experiencing a unique and unusual circumstance should contact the Executive Director of Human 
Resources or their designee to review leave options prior to reaching the ten (10) day limit. If additional unpaid 
time off becomes necessary and is requested by the employee, such time may be granted at the discretion of the 
Executive Director of Human Resources and/or their designee. 
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Section 17 – Unpaid Leaves of Absence  

17.01 Medical Leave 

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

B. Benefits During Leave:   

1. Length of service and other benefits shall not accrue during such leave.  

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

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

C. Placement upon Return from Leave: Any employee on leave with an expiration date after March 1, is 
required to notify the Executive Director of Human Resources in writing on or before March 1 of their 
intent to return the next school year.  If the employee does not provide such notice, he/she the employee 
will be deemed to have resigned from his/her their 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 or her the employee’s 
former position, if available. If the former position is not available, as determined by the District, the 
employee may be returned to a position equivalent in terms of percentage of contract unless the employee’s 
percentage of contract was reduced or increased due to nonrenewal or layoff, whichever is applicable.  

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

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

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

D. Failure to Return after Expiration of Leave:  In the event the employee does not return to work following 
the expiration of the leave, and subject to applicable legal restrictions, he/she the employee will be deemed 
to have resigned his/her their position with the District and waived any and all rights to further employment 
by the District. 

E. Interaction with Family and Medical Leave Provisions: Unpaid medical leave, the term of such leave and 
participation in insurance programs under this section as provided for above shall run concurrent with any 
leave(s) provided for under the Wisconsin Family and Medical Leave Act and/or under the federal Family and 
Medical Leave Act. 
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17.02 Unpaid Leave of Absence – For Other than Medical Reasons 

A. Application Procedures:  All requests for any other unpaid leave of absence, other than emergencies, must 
be submitted to the District at least forty-five (45) calendar days prior to the anticipated beginning of the 
leave. Such application will be reviewed and processed by the Executive Director of Human Resources and 
may be granted or denied in his/her their sole discretion and in accordance with applicable law and 
regulation.  The unpaid leave of absence shall not exceed one (1) calendar year 

B. Benefits during Leave:   

1. Length of service and other benefits shall not accrue during such leave. 

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

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

C. Placement upon Return from Leave:  Any employee on leave with an expiration date after March 1, is 
required to notify the Executive Director of Human Resources in writing on or before March 1 of their 
intent to return the next school year.  If the employee does not provide such notice, he/she the employee 
will be deemed to have resigned from his/her their 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 or her the employee’s 
former position. If the former position is not available as determined by the District, the employee may be 
returned to a position equivalent in terms of percentage of contract unless the employee’s percentage of 
contract was reduced or increased due to nonrenewal or layoff, whichever is applicable.  

D. Failure to Return after Expiration of Leave:  In the event the employee does not return to work following 
the expiration of the leave, and subject to applicable legal restrictions, he/she the employee will be deemed 
to have resigned his/her their position with the District and waived any and all rights to further employment 
by the District. 

E.  Leave for Government or Public Office 
     Employees may take an unpaid leave for elected or volunteer service to hold government office, state 

education organization office, or other organizations for public service.  If approved, the leave of absence 
shall be approved for the term of office and the employee shall inform the Executive Director of Human 
Resources of the term when applying for the leave.  All other provisions apply as stated in items A through D 
above.   
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Section 18 – Benefits Applicable to All Employees 

18.10 COBRA Law Continuation of District Health Plan Participation 

… 

C. COBRA Extension [Second qualifying events]:  A spouse or dependent child may be eligible for COBRA 
extension coverage for a period of up to thirty-six (36) months if coverage is lost due to one of the 
following second qualifying events: 

1. The employee's death; 

2. Divorce or legal separation; 

3. The covered employee becomes eligible for Medicare; 

4. A child loses his or her their “dependent child” status. 

 *Note: The second event can be a second qualifying event only if it would have caused the   qualified 
beneficiary to lose coverage under the plan in the absence of the first qualifying event. 

… 
F. Disability Extension - If an employee elects COBRA continuation coverage based on termination of 

employment or reduction of hours, and the employee or a qualified beneficiary from his or her the 
employee’s family becomes disabled (as determined by Social Security) anytime within the first sixty (60) 
days of COBRA continuation coverage, the employee and his or her their family’s qualified beneficiaries may 
elect a special additional eleven (11)-month extension, for a total of twenty-nine (29) months of COBRA 
continuation coverage. To elect the eleven (11)-month extension, the employee must notify the Plan 
Administrator within sixty (60) days of the date Social Security determines that the employee or a qualified 
beneficiary from his or her the employee’s family is disabled and within the first eighteen (18) months of 
COBRA continuation coverage.  

 Section 22 – Exit Survey/Interview 

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

The survey is anonymous and is facilitated by a neutral third party not associated with the ECASD School Board, 
Administration or staff members.  Survey results are provided to the District Administration to illustrate 
“themes” from all recipient answers.  Individual responses are not shared with the District and recipient names 
are not released.   

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

The information gathered through the exit survey/interview process is utilized to assist in making positive 
changes for the staff, students and parents of the ECASD. 
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Part II – Staff with Individual Contracts under §118.22, Wis. 
Stats. And Professional/Exempt Non-Supervisory Employees 

Section 1—Professional Hours/Workday 

1.01 Professional Responsibilities and Work Day 

… 

Staff manage their work time and operate under “professional hours”.  They are expected to be at their work 
areas during their assigned duties and teaching assignments, unless excused by their building principal or his/her 
designee.  Staff are expected to remain in the building during established 7.25 core hours.   Activities such as 
faculty/department/ grade level meetings, IEP meetings, student assistance, parent teacher conferences, etc., 
when known by staff in advance are considered professional responsibilities and staff members are expected to 
be in attendance. 

… 

1.03 Attendance at School Events 

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

Section 3—Evaluations 

Section 3—Evaluations 

Research consistently identifies effective teaching and instructional leadership as the most important school-
based factors impacting student learning.  The evaluation system provides teachers with ongoing feedback and 
meaningful information about how their practice impacts student learning.  2011 WI Act 166 mandates all public 
school districts and 2R charter schools to use the new Wisconsin Educator Effectiveness (WI EE) System to 
evaluate all principals and teachers beginning in 2014-15.  Per state law (PI. 8), districts must evaluate teachers 
using the EE System at least during the educator’s first year of employment and every third year thereafter 
(Effectiveness Cycle).  The ECASD will evaluate new to the district teachers during the first three (3) 
consecutive years of employment and every third year thereafter.   

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

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

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

• Tthe identification of the targeted population, 

• A a clear rationale for the amount of expected growth, and 

• Tthe identification of specific instructional strategies that will allow the attainment of the 
growth goals.  

The ultimate goal of an SLOs is to promote student learning and achievement while providing for 
pedagogical growth, reflection, and innovation.  

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

Principal/Assistant Principals of teachers must hold an active administrator license as defined in the Wisconsin 
Administrative Code section PI 34.32.  In addition to licensure and training requirements, all evaluators of 
teachers in districts using the State Model must complete Teachscape Certification, a comprehensive online 
module and assessment, once every four years to support rater reliability and objectivity. Principal/Assistant 
Principals must re-calibrate (a sample of the certification training and assessment lasting approximately one 
hour) each semester the principal/assistant principal is not recertifying certification, recertification, and 
calibration within the parameters established by the DPI.  

Principal/Assistant Principals of teachers conduct one announced observation (with a pre-observation 
conference and a post-observation conference), plus three to five unannounced mini-observations (about 15-20 
minutes in length each), with at least two unannounced mini-observations during the Summary (final) year of the 
Effectiveness Cycle observations following the DPI parameters and document those in the designated EE 
platform.  

Teacher and principal/assistant principal conduct the teacher’s Final Evaluation/Summary Year Conference to 
summarize the Effectiveness Cycle Process (Appendix L, Wisconsin Teacher Final Evaluation Form) by the 
designated timeline June 1.  These final evaluation summary year conferences provide a general sense of 
effectiveness and are important for teachers to see how well they are performing on the aggregated student 
outcomes and professional practice assessments.  Through review and feedback on each teacher performance 
component and outcome measure, teachers will gain specific information on their strengths and weaknesses 
possible areas for improvement.  This information will be used to plan for Districtwide, school based, and 
individual professional development. 

3.01 General Provisions 

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

A. Continuing Teacher Educator:  A continuing teacher educator is a teacher an educator who has worked 
more than three (3) one (1) years in the District under a full-time or part-time regular teaching contract. 

B. New to the District Teacher Educator:  A New to the District teacher educator is a teacher an educator 
who has worked less than three (3) one (1) years in the District under a full-time or part-time regular 
teaching contract. 

3.02 Evaluation Process  

Prior to the first student contact day, The District will provide the employees with their placement within the 
supervision and evaluation rotation cycle no later than September 15 of each school year.  The District may 
modify this list at any time during the contract year.  The employees affected by the change will be notified in 
writing of any changes in the evaluation list.  
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The elements of the Supervision and Evaluation system provide support in the following three categories: 

A.  New to the District Teacher Educator: 

1. Is assigned a mentor up to three (3) years. 

2. Has support, encouragement, and supervision from supervisor. 
3. Participates in the Effectiveness Cycle’s Final Evaluation/Summary Year Conference at the end of their 

first year annually. 

B. Educator: 

1. Is a Continuing Educator beyond Year 1 Teacher. 

2. May be assigned a mentor. 

3. Has support, encouragement, and supervision from supervisor. 

4. Participates in the Effectiveness Cycle. 

C. Educator in Need of Assistance: 

1. An educator placed on “iIntensive sSupervision”. Ideally this is for a full year, but is not required. 

2. Educator receives written notification that educator has been placed on “Intensive Supervision.” 

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

4. Supervisory option may be prescribed. 

5. Individual goals may be prescribed. 

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

7. Collegial assistance may be suggested. 

An educator identified as in “nNeed of aAssistance” and placed on “iIntensive sSupervision”is deemed to 
have an unsatisfactory evaluation and is ineligible to advance on the salary schedule for the following year as 
outlined in the Compensation Plan Document. 

Section 4—Teacher Assignments, Vacancies, and Transfers 

4.01 Teacher Assignments, Vacancies and Transfers 

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

… 

4.02 Employee Resignations 

… 

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

1. The needs of the District shall be the prime consideration used in determining approval or denial.   
2. Such request will be reviewed and processed by the Executive Director of Human Resources and may 

be approved or denied in his/her their sole discretion and in accordance with applicable law and 
regulation.   

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

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

… 
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Section 5—Reduction in Force, Positions, and Hours 

5.03 Procedure for Reduction 

… 

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

… 

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

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

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

Section 7—Early Retirement 
7.01 Early Retirement  

Any teacher retiring under this plan shall write a letter to the Superintendent and Executive Director of Human 
Resources on or before February 1 of the last year of proposed regular employment expressing his/her their 
intent to participate in the early retirement program.  An exception may be approved by the superintendent 
and/or his/her designee in cases of provable emergency or extenuating circumstances. 

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

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

Section 9 – Child Rearing Leave 
… 

D. Placement upon Return from Leave:  Any employee on leave with an expiration date after March 1, is 
required to notify the Executive Director of Human Resources in writing on or before March 1 of their 
intent to return the next school year.  If the employee does not provide such notice, he/she the employee 
will be deemed to have resigned from his/her their 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 or her their former 
position. If the former position is not available as determined by the District, the employee shall be returned 
to a position equivalent in terms of percentage of contract unless the employee’s percentage of contract was 
reduced or increased due to nonrenewal or layoff, whichever is applicable.  

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

Section 2—Hours of Work and Work Schedule 

2.05 Additional Hours and Overtime - Approval and Assignment 

A. Approval:  In order for an employee to work beyond his or her the employee’s assigned hours in any 
week, prior approval must be obtained from the immediate supervisor.  Overtime must have prior written 
approval from immediate supervisor.  Exceptional cases requiring overtime may be approved after the 
overtime is worked when all administrators/principals/immediate supervisors are unavailable and such pre-
approval may cause harm to students, staff, community or District property.  

… 

Section 3—Reduction in Force, Positions, and Hours 

3.03 Selection for RIF – Steps 

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

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

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

… 

3.05 Reemployment 

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

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

Employees who are laid-off shall suffer no loss of sick leave or other accrued benefits if rehired within three (3) 
years. 

Section 4—Assignments, Vacancies, and Transfers 

4.01 Determination of Assignment 

Employees shall be assigned or transferred by the Superintendent or his/her designee. 
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4.02 Job Posting 

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

Section 5—Paid Vacation 

5.02 Scheduling of Vacation for 12-Month Employees 

Vacation time may be taken in full blocks, or in shorter blocks as arranged with the immediate supervisor.  
Requests for vacation time shall normally be made and approved at least five (5) business days prior to taking 
such leave, however, vacation time requested with less than five (5) business days’ notice may be approved by 
the Superintendent and/or his/her designee.  No employee may be denied the ability to take all of his or her the 
employee’s accrued vacation during a 12-month period, but the Superintendent and/or his/her designee shall 
have the right to schedule vacations on a first-come, first-served basis, as necessary to accomplish work 
objectives.   

5.04 Payment upon Termination/Transfer to a Position Not Eligible for Vacation 

Any employee who terminates his or her their employment for any reason, other than discharge, or any 
employee who transfers to a position that is not eligible for vacation, shall be entitled to the vacation pay 
remaining in his or her the employee’s accumulation, as well as any vacation earned but not yet received.  
Compensation for any unused vacation days will be equal to the daily wages per accumulated day at the time of 
the employee's termination and will be remitted on the final paycheck. 

Section 6—Holidays 

6.04 Work on a Holiday 

Except as provided in section 6.03, above, employees who work on any of the above-mentioned holidays shall 
be paid time and one-half for all hours worked in addition to the holiday pay.  In other words, if the employees 
receive a different holiday date under section 6.03, above, this provision shall not apply.  If a custodial staff 
member works on a holiday, in lieu of receiving holiday pay, the employee may receive a different paid day off on 
a date determined by his/her the employee’s supervisor.   

6.06 Eligibility for Holiday 

In order to be eligible for holiday pay, an employee must work the employee's scheduled workdays immediately 
preceding and following the holiday, unless the employee is on an excused absence with pay which has been 
approved by the Superintendent and/or his/her designee.  Employees on unpaid leave of absence shall not be 
eligible for holiday pay if the holiday falls during the absence period. 
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Section 7—Wage Compensation and Expenses 

7.01 Uniforms, Protective Clothing and Tools 

… 

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

… 

7.02 Bodily Fluid Increment 

This section does not apply to Health Care Assistants.  

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

Employees who voluntarily perform the following tasks will be compensated four (4) percent above their base 
wage: diapering, catheterization, tube feeding, credeing, urostomy, cleaning trachea tube, adult hygiene to include 
assisting with menstruation, special dietary feeding and any other situation that includes possible exposure to 
bodily fluids on a daily basis.   

Recommendation for the four (4) percent increment should be made from the building principal to the 
Director(s) of Special Education. The decision to award the increment is the sole responsibility of the Director 
of Special Education.   

Employees, other than Health Care Assistants, will neither be requested nor required to administer rectal 
Valium or any other non-oral medication. 

Section 8—Job-Related Training and Licensure 

8.02 Job-Related Education and Training for Custodial Staff  

The District shall, upon prior approval of the Superintendent and/or his/her designee, reimburse employees 
books and tuition for job related education and training, as determined by the Superintendent and/or his/her 
designee, to be done on the employee's own time.  Such training or education shall not be done during the 
employee's working hours, nor shall it result in overtime.  The employee will receive his/her their regularly 
scheduled hourly wage if the Superintendent and/or his/her designee require the employee to attend job related 
education and training. 

Section 9—Employee Evaluations 

9.04 Receipt of Evaluation 

Each employee shall receive a copy of his or her their evaluation.  The employee will be expected to sign his or 
her their evaluation but only to acknowledge receipt of the same. 

9.05 Comments, Disputes 

The employee may respond in writing with his or her their comments attached to the completed evaluation.  
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Section 10—Resignation from Employment 

10.01 Notice of Termination of Employment 

Employees will give written or electronic notice of termination of employment, as soon as possible, but at least 
ten (10) working days prior to the effective date of resignation/retirement.  The notice must be dated and state 
the effective date of resignation/retirement.  This notice must be presented to the employee’s supervisor and 
also to the Human Resources Department. If an employee has overused the holiday, sick, personal or vacation 
time earned, the employee will have an amount equal to the value of that overused leave withheld from his or 
her the employee’s last paycheck. The District's obligation to pay its share of the employee's insurance benefits 
will terminate at the end of the month in which the employee works his/her their last day.  Any employee who 
breaches this Section shall, at the District’s discretion, forfeit any accrued benefits. 

The Board of Education’s Approval of the resignation/retirement is final and after such a vote, the employee is 
not able to rescind their resignation/retirement. 

Section 13—Child Rearing Leave 

13.01 Child Rearing Leave (Classified Only) 

An unpaid leave of absence of up to thirteen (13) months shall be granted upon request for the purpose of 
bearing/caring of a new-born or an adopted child.  The request shall be made thirty (30) days in advance by the 
employee, if possible.  The leave of absence shall begin at the option of the employee, and may begin prior to 
the birth or adoption. 

Placement upon Return from Leave:  Any employee on leave with an expiration date after March 1, is required 
to notify the Executive Director of Human Resources in writing on or before March 1 of their intent to return 
the next school year.  If the employee does not provide such notice, he/she the employee will be deemed to 
have resigned from his/her their position with the District as of the expiration date of the leave.  Upon 
expiration of the leave, the employee shall return to the position held prior to the leave. 

Interaction with family and medical leave provisions: Child rearing leave, the term of such leave and participation 
in insurance programs under this section as provided for above shall run concurrent with any family leave(s) 
provided for under the Wisconsin Family and Medical Leave Act and/or under the Federal Family and Medical 
Leave Act. 
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Part IV – Staff With Individual Contracts Under §118.24, Wis. 
Stats., Executive, Administrative, and Academic Administrative 
Employees 

Section 2—Work Schedules 

2.03 Vacation 

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

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

 1. Date of hire through 10 years equals 20 days per year. 

 2. 1st month of 11th year and thereafter equals 25 days per year. 

C. Vacation time may be taken with the approval of the Superintendent or his/her designee, any time during the 
twelve-month period.  Absence reports must be filed with the immediate supervisor within thirty (30) days 
of use. 

Section 4—Administrative Evaluation 

4.04 Educator Effectiveness 

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

(Note: Teachscape certification does not currently exist for evaluators of principals.  July 16, 2014.) 

Section 5—Professional Compensation 

5.01 Professional Compensation 

Each administrator shall be compensated in accordance with the terms of his or her the administrator’s 
individual contract. 
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Section 7—Post-Employment Benefits 

7.01 Post-Employment Benefits by Hire Date 

… 

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

… 

Section 8—Discipline and Nonrenewal 

8.03 Reduction in Force 

… 

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

… 

8.04 Changes in Employment Status 

If an administrator wishes to voluntarily transfer to another professional position, he/she the administrator may 
have that option if and when an opening occurs in any field for which he/she the administrator is certified.  The 
Superintendent will make such placement at the Superintendent’s discretion. 

 

Part V – Non-Affiliated Employees 

Section 2 – Group 1 Non-Exempt Employees 

2.05 Vacation 

… 
B. Payment upon Transfer/Retirement:  An employee who terminates his or her their employment for any 

reason, other than discharge, or an employee who transfers to a position that is not eligible for vacation, 
shall be entitled to the vacation pay remaining in his or her their accumulation, as well as any vacation 
earned but not yet received.  Compensation for any unused vacation days will be equal to the daily wages 
per accumulated day at the time of the employee's termination and will be remitted on the final paycheck. 

…. 
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2.08 Evaluations 

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

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

C. Frequency:  The frequency of evaluations shall be annually. 
D. Receipt of Evaluation:  Each employee shall receive a copy of his or her their evaluation.  The employee will 

be expected to sign his or her their evaluation but only to acknowledge receipt of the same. 
E. Comments, Disputes:  The employee may respond in writing with his or her their comments attached to 

the completed evaluation.   
F. Employee Evaluations for Compensation Level Advancement: It is a requirement of the District 

Compensation Plan for an employee to earn a satisfactory evaluation in order to be eligible for level 
advancement on the salary schedule.  A satisfactory evaluation is defined as the evaluation document having 
the box “Satisfactory” marked.  Supervisory notes indicating areas for improvement or focus does not 
indicate an unsatisfactory evaluation. 

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

3.01 Professional Hours of Work 

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

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

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

C. Professional work hours are governed by the following: 

1. The core hours on starting and ending times for employees are determined by administration.  The 
normal work week will be 40 hours.   

2. Employees attend administratively called meetings and all meetings set forth in Section 1.02.  It is not the 
intent of the professional hours section to require more or fewer meetings and conferences.   

3. A staff member and his/her their appropriate supervisor(s) will determine the employee’s hours based 
upon the completion of his/her the employee’s duties and the needs of the District.  Employees will be 
evaluated based upon the completion of their duties rather than on adherence to a fixed time schedule. 
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3.03 Vacation 

Twelve-month employees will start accumulating shall be granted vacation time (see below) for an employment 
period starting July 1 and continuing through June 30 the first month of employment in which they are employed 
more than one-half the month.  Up to five (5) days not used during any given year may be carried over to the 
next year. Employees employed after July 1 or leaving the District prior to June 30 will have their vacation 
prorated. 

Employees may schedule their vacation any time from July 1 to June 30, subject to approval by each immediate 
supervisor. 

A. Group 2 employees will be granted vacation based on the following schedule: 

Years of Service Vacation Days 
 Up to ten (10) years ...........................................................20 days 
 After ten (10) years ............................................................25 days 

B. Group 3 (with exception of Kitchen Managers) will earn vacation based on the following schedule: 

Years of Service        Vacation Days 
 Date or hire through 5 years ...........................................10 days 
 61st month through 9 years ..............................................15 days 
 1st month of 10th year through 19th year .......................20 days 
 1st month of 20th year and thereafter .............................25 days 

D. Kitchen Managers are employed for 207 days (which includes 3 float days) and are eligible for five (5) 
vacation days.  Unused vacation days do not carry over to the following year. Kitchen Managers hired prior 
to July 1, 2017, are eligible for these days. 

 

Part VI – Athletic Coaching Staff 

Section 1 – Introduction 

1.02 Code of Ethics 

The function of a coach is to properly educate students through participation in interscholastic competition.  
The interscholastic athletic program is designed to enhance academic achievement and should never interfere 
with opportunities for academic success.  Athletes should be treated as though they are members of the 
coaches’ families, and their welfare should be of primary concern at all times.  In recognition of this, the 
following guidelines for coaches have been adopted by the National Federation of Interscholastic Coaches 
Association Board of Directors.  
 
The coach must be aware that he or she has they have a tremendous influence, either good or bad, in the 
education of the student athlete and, thus, shall never place the value of winning above the value of instilling the 
highest desirable ideals of character. The coach must constantly uphold the honor and dignity of the profession.  
In all personal contact with the student athlete, athletic directors, school administrators, the state high school 
athletic association, the media, and the public, the coach shall set an example of the highest ethical and moral 
conduct. The coach shall take an active role in the prevention of drug, alcohol and tobacco abuse and under no 
circumstances should condone their use. The coach shall promote the entire interscholastic program of the 
school and direct his or her the program in harmony with the total school program. The coach shall be 
thoroughly acquainted with the contest rules and is responsible for their interpretation to team members.  The 
spirit and letter of the rules should be regarded as absolute values.  The coach shall not try to seek an advantage 
by circumventing the spirit or letter of the rules. Coaches shall actively enhance sportsmanship among 
spectators and work closely with cheerleaders, the pep club sponsor, booster clubs, and administrators. Contest 
officials shall have the respect and support of the coach.  The coach shall not indulge in conduct which will incite 
players or spectators against opponents or officials.  Public criticism of officials or players is unethical. Before 
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and after contests, rival coaches should meet and exchange friendly greetings to set the correct tone for the 
event. A coach shall not exert pressure on faculty members to give student athletes special consideration. It is 
unethical for coaches to scout opponents by any means other than those adopted by the leagues and/or state 
high school athletic association. 

1.04 Domains, Standards and Benchmarks 

… 

• Domain 5 – Teaching and Communication 
o The coach must plan and implement organized practices so that athletes have a positive learning 

experience. In addition to understanding the fundamentals of the sport, the coach should use a variety 
of systematic instructional techniques to provide a positive learning environment and maximize the 
potential of each athlete. Furthermore, the coach needs to be aware of his or her their own 
expectations of an athlete's potential and how it impacts athlete performance. This domain features 
eight standards (19-26) and 47 subsequent benchmarks that represent what coaches should know and 
be able to do in terms of teaching and communicating with their athletes.  

… 

1.07 Building Access and Security 

Coaches may be issued an identification badge that provides building access by the Human Resources 
Department. All badges are subject to the Badge Use Guidelines which must be read and signed by the coach in 
the Human Resources office prior to badge issuance. If a badge is lost, damaged, or stolen, the coach should 
immediately notify the Human Resources office at 715-852-3050 so the missing badge may be deactivated and 
replaced. 

Coaches may be issued keys by the Athletic Director or his/her designee to access internal doors at their 
designated building. If building keys are lost or stolen, the Head Coach should be notified immediately. It is then 
the responsibility of the Head Coach to notify the Athletic Director and Building Maintenance Director. 

1.08 Facility Use and Reservations 

The Athletic Director or his/her designee will be responsible for reserving facilities for both practice and 
competition for each sport for the regular season. Head Coaches are responsible for reserving practice space 
for activities outside of the season including contact days. ECASD facility reservations are made through the 
District’s facility scheduling system. Head Coaches may work with the Athletic Director or his/her designee for 
assistance in following ECASD facility reservation procedures.  

All coaches are responsible for abiding by Board Policy 830: Use of School Facilities District Policy 830 – Use of 
School Facilities http://go.boarddocs.com/wi/ecasd/Board.nsf/goto?open&id=BJGMTX5B72F6 and 830.1 Exhibit 
830-Exhibit(1) - Facility Use for ECASD Events 
http://go.boarddocs.com/wi/ecasd/Board.nsf/goto?open&id=BZ6P4A62C4C0. 

1.10 Team Rules 

It has long been accepted that the establishment of rules for a team is critical for a successful season. Very few 
coaches dare to enter a season without establishing regulations for team membership. Samples of team 
rules/team handbooks can be obtained from the Athletic Director. 

Coaches are well advised to discuss the rules they wish to declare as guidelines for their team with the Athletic 
Director. This will serve to establish a common ground with the coach and his/her their administrator prior to 
any conflict that may take place. 

… 

http://www.boarddocs.com/wi/ecasd/Board.nsf/goto?open&id=9KPSWR74B2BA
http://go.boarddocs.com/wi/ecasd/Board.nsf/goto?open&id=BJGMTX5B72F6
http://go.boarddocs.com/wi/ecasd/Board.nsf/goto?open&id=BZ6P4A62C4C0
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1.25  Inventory of Equipment and Uniforms 

All coaches must maintain a complete inventory of equipment and uniforms. Equipment must be identifiable 
(numbered, labeled, etc.). At the conclusion of the season or when a student-athlete quits or becomes ineligible 
the coach will: 
1. Collect his/her the student-athlete’s uniform and equipment immediately. 
2. If the student-athlete fails to turn in any uniform or equipment: 

a. Contact the student and give him/her the student a deadline for the equipment to be returned. 
b. Contact a parent/guardian immediately if the student fails to make the deadline. 
c. See the Athletic Director for proper procedures to follow and current bid prices for replacement. 
d. Contact the Athletic Director for further action if the equipment still has not been returned. 
e. Place the student-athlete on a debt fine list with the schools’ Financial Secretary; the Accounting 

Department will send an invoice 
 

Part VIII – Crossing Guards 
1.03 Protective Clothing and Tools 

A. Protective Clothing and Footwear. 
a. The District will supply a reflective vest for the Crossing Guard to wear over their other 

clothing while on duty.   
b. The District will supply ice gripper shoe attachments to Crossing Guards upon request.   
c. Tools:  The District will furnish, without cost to the employees, tools considered necessary by 

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

d. Any employee who receives protective gear or tools shall be responsible for such items.  All 
items of protective clothing and all tools shall remain the property of the District and shall be 
used while working on an assigned school job.  All issued items of protective clothing shall be 
inspected by the employee prior to each use.  Any damaged items must not be used and should 
be reported to the immediate supervisor and/or his/her designee. 
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