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May 21, 2025
5:00 P.M.
John J. Hosmanek Education Support Center — Board Room

Agenda Items

Topic Purpose Time allotted

1. | Review of Minutes — Tierney, Chair Sharing 5 Minutes
e 2-11-25 Personnel Committee Meeting Minutes

2. | Morale and Retention Survey Results and Focus Areas — | Sharing/Seeking | 30 Minutes

Neir & Ruder Input &
Feedback
3. |2025-26 Employee Handbook - Neir Sharing/Seeking | 30 Minutes
Input &
Feedback

Other Information

Please note that this is the last meeting for the 24-25 school year. Thank you for serving on
the committee.

Please Note: Four or more School Board members may attend the May 21, 2025, Personnel Standing Committee
Meeting. Section 19.82(2), Wisconsin Statutes, states in part as follows:

If one-half or more of the members of a governmental body are present, the meeting is rebuttably presumed to be for
the purposes of exercising the responsibilities, authority, power or duties delegated to or vested in the body.

To the extent that four or more members of the School Board attend, the above listed meeting may be rebuttably
presumed to be a meeting within the meaning of Wisconsin’s open meeting law. Notice is, therefore, given. The
Board of Education will take no votes.
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Kenosha KENOSHA UNIFIED SCHOOL BOARD
Uni-ﬁed PERSONNEL MEETING
John J. Hosmanek Educational Support Center

Board Room

February 11, 2025

MINUTES

A meeting of the Kenosha Unified Personnel Committee, chaired by Mr. Tierney, was called to
order at 5:04 p.m. with the following committee members present: Mrs. Kempinen, Mrs.
Kretchmer, Ms. Nash, Mr. Arguelles, Ms. Spata, Mrs. Schmaling, Ms. Adams, Mrs. Modder, and
Mr. Tierney. Dr. Weiss and Mr. Neir were also present. Mr. Bryan arrived late. Ms. Gorman and
Mr. Hayslett were excused. Dr. Kavenik was absent.

Mr. Tierney welcomed committee members and opened the meeting by allowing time for
members to look over the minutes of the previous meeting.

Review of November 12, 2024 Committee Minutes
e Committee of the Whole
There were no suggested changes made to the minutes.

Proposed Revisions to Policy 8712 — School Board Meeting Agenda Preparation and
Dissemination

Mr. Kevin Neir, Chief Human Resources Officer, and Mr. Tierney presented the changes to
Policy 8712, after the first reading at the December 2024 board meeting. After discussing
changes in the verbiage between the original policy changes and those presented at this
meeting, and discussing the committee’s role after looking at Policy 8850, suggestions were
made and noted to send back to the board for the second reading at the February 2025
board meeting.

It was noted that the chair would contact the committee to arrange an additional meeting before
the next meeting on June 10, 2025.

Meeting adjourned at 5:42 p.m.

Denise Ewing
School Board Secretary
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Kenosha Unified School District
Kenosha, Wisconsin

May 21, 2025
Personnel Committee Meeting

MORALE AND RETENTION SURVEY RESULTS AND FOCUS AREAS

Background:
In February, the Board of Education requested that the administration implement a morale and retention survey for all
employees. This survey garnered over 430 responses, some of which aligned with the outlined request:

“We want your input on NON-MONETARY ways to improve staff retention and boost morale.

Please use this form to submit your ideas for consideration. We will review all suggestions and explore ways to implement
the most impactful ideas. Your voice matters—thank you for helping us make KUSD an even better workplace!”

To help the committee process, we have reviewed the submissions to find repeat submissions and themes. Some items are
already being done or have been implemented because they used to exist, some are listed for consideration for the
committee to process, and some were not cost-neutral or have been tried without success in the past.

DONE

Employee Spotlight: District reimagined the Employee Spotlight and brought it back.

Jeans: The district made all Fridays jeans/spirit days in 2023. Beginning with the 2025-26 school year, the district
will also propose a revised policy allowing jeans Monday through Friday.

Personal Days: Raised personal days to four from two in 2024-25. Consideration to increase to five below.

Staff Discounts: Staff Deals/Discounts/Etc. page was created in 2023 and is shared in the weekly staff newsletter,
with callouts for any new additions.

Classroom Materials and Supplies: Staff should contact their building principal or supervisor for supplies.
Teacher Accomplishments: Accomplishments submitted via the Celebrating Our Schools form are shared with
the media, on social media, and in Torch.

CONSIDERATION
e Recognize staff: Encourage schools to do something similar to Employee Spotlight at individual buildings.

o Encourage all administrators to provide more regular recognition throughout the year, not just during
Recognition Week, but regularly to let staff know how they are doing and that they are appreciated
year-round. This could be a simple thank you note or something else.

Jeans: Bringing the employee dress code to the Personnel Committee to review for everyday wear.
Painting Personal Areas: Decorate freely with artwork or other items beyond paint to make the space feel more
welcoming.

e Comp Time: Supervisors will be reminded that they may allow flexibility if employees speak to them about
needs and there is ample coverage (e.g. a sub or in-house coverage is available).
Personal Days: Increase the 10-month employees' Personal Days allowance to 5 per year.
Changing Instructional Calendar: Creating a calendar committee with staff voices to look at future school year
calendars.

e Recognition: Review the employee recognition program. The Recognition Committee is currently working on
this.



Staff Lounge Makeover: Schools could form committees to determine what they would like their staff lounge to
look like and develop a letter to local businesses to see if they would like to come in to do a staff lounge makeover
that would meet their wish list, or if they would be willing to donate any items on the wish list.

Work from Home: While teachers working from home on staff workdays has been done in the past, it caused
other employee groups to ask for the same and not all groups have equipment or the capability to perform their
duties at home. Community perception is also a concern. We are open to discussion on this topic.

Toilet Paper: Discuss TP options with the facilities department to see if there is anything that can be done to
improve quality with no cost increases.

NOT COST NEUTRAL

Pay/Benefits: Salary and benefit increases and changes have costs associated with them.
Prep Time: Prep time requires hiring more staff to offset the adjusted schedule.
Painting Personal Areas: Upkeep following painting with colors can have a cost impact due to needing to
repaint if someone moves classrooms. Also, it could pose a problem if we don't have touch-up paint when
someone moves things around.
Spring Break: Could have a negative impact on 12-month hourly FTE pay.
Change Sick to PTO: Have to pay for the time off and the cost of the sub to fill in for the day.
PD for Salary Movement: Credit for professional development would increase the number of staff moving on
the salary structure, which was redesigned to allow movement only for additional degrees earned.
Health and Wellness Offerings: Unless a community partner were to offer this to our staff for free, this would
incur costs with equipment and coaches/teachers/organizers of the program.

o Implementing new initiatives would take financial and staff support that is not available.
Meals and Apparel: The box meal, apparel, tumbler, etc. were paid for with UniteHealthcare Wellness funds that
no longer exist. These funds also covered the wellness challenges.
ITHSA Auditorium Lighting: The cost of this project was not allocated in the school or major maintenance
budgets, which is why it is on hold during our budgetary shortfall.
Summer Hours: Attempted summer hours in the past, it posed staffing, vacation time and holiday challenges.
Benefit Payout: Paying employees who are currently not on our benefit plan could create a cost to the district, as
they would then be paid in addition to those who leave the plan.

NOT SUPPORTED

Reduce Staff Meetings: Staff meetings and collaboration are essential to the operations of the district.

IEP Meetings: Regular ed teachers are legally required to attend IEP meetings. The alternative would be to
schedule all [EPs after school, extending work days for all staff involved.

Years of Service: Must be a full-time equivalent employee (not part-time timesheet) of the district to earn years
of service. While some have held consistent part-time roles (e.g. long-term substitutes), it is not consistent for all.
EE and ACT: Educator Effectiveness and ACT are not optional and are required by the state.

The full list of submissions can be viewed at bit.ly/3SeqfDA

Information Only:
This agenda item is informational only at this time and does not require formal Board action. If any changes or

updates require Board approval, they will be brought forth individually for discussion/action.

Dr. Jeffrey Weiss Tanya Ruder
Superintendent of Schools Chief Communications Officer


https://bit.ly/3SeqfDA
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MESSAGE FROM THE SUPERINTENDENT

Welcome to Kenosha Unified’s Employee Handbook!

On behalf of the Board of Education and all administration, we are thrilled you are a member of
the KUSD family. This handbook serves as a valuable resource to guide you through our school
board policies, procedures and expectations.

In KUSD, we believe that every employee contributes significantly to our collective success, and
we are committed to providing you with the support and tools you need to excel in your role.

This handbook outlines our policies on various topics, such as professional conduct, workplace
safety, time off, and much more. It is important that you familiarize yourself with these policies to
ensure a smooth and productive experience throughout your tenure.

We encourage you to use this handbook as a reference whenever you have questions or
concerns about KUSD policies and procedures. If you have questions or concerns, please reach
out to the Office of Human Resources.

Once again, thank you for being a crucial part of the KUSD family. We look forward to
accomplishing great things together!

Best regards,
P P

Dr. Jeffrey Weiss
KUSD Superintendent



INTRODUCTION

This employee handbook is provided as a reference document for the Kenosha Unified School District,
hereafter referenced as the District. This handbook communicates state and federal statutes and the
employment policies of the Board of Education, hereafter referenced as the Board, which serve as a
decision-making guide for District staff. While it is intended to provide employees with information about
the District, it should not be considered all-inclusive.

Unless expressly stated, the handbook is not intended to disturb or supplant the existing administrative
rules of the District, nor to replace or supersede board policy or administrative regulation. The handbook
replaces any and all expired written agreements that were collectively bargained and is subject to any
future collectively bargained agreements related to base wages in accordance with state law. It has been
prepared to acquaint all employees with these policies, procedures, rules and regulations, and to provide
for the orderly and efficient operation of the District. It is your responsibility to read and become familiar
with this information and to follow the policies, procedures, rules and regulations contained herein.
However, if you have questions regarding the handbook or matters that are not covered, please direct
them to your immediate supervisor or the Office of Human Resources.

Disclaimer Statement

This Handbook was developed to describe the District’s expectations of our employees and to outline the
statements, policies, procedures, rules, regulations and benefits available to eligible employees.
Employees are expected to familiarize themselves with the contents of this Handbook, to read the
Handbook thoroughly, and to retain it for future reference. However, this Handbook is not all inclusive.
There may be other expectations of employees communicated through policy, rule, regulation, directive,
memorandum, guidance or other communication.

None of the statements, policies, procedures, rules, regulations or benefits contained herein constitutes
a guarantee of employment, a guarantee of any other right or benefits or a contract of employment,
expressed or implied.

This Handbook is subject to change at the sole discretion of the District, as are all other policies,
procedures, rules, regulations and benefits, and programs of the District. The District may modify, amend
or terminate any statements, policies, procedures, rules, regulations and benefits whether or not
described in this Handbook at any time, with or without notice. From time to time, employees will receive
updated information concerning changes in this Handbook. Employees with questions regarding this
Handbook should ask their supervisor or the Office of Human Resources for assistance.

The District strives to keep this Handbook up-to-date. However, the Board is responsible for establishing
District Policy. In the event of a conflict between this Handbook and District Policy, the terms of the
District Policy shall govern. This Handbook supersedes any and all previous handbooks given to
employees.

Since this is a general publication being prepared for all of our employees, it is possible that at times a
conflict may arise between an item in this Handbook and any provisions in an individual employment
contract. In the event of any conflict between the provisions of this Handbook and any provision in an
individual employment contract, the individual employment contract shall govern.



No supervisor, administrator, manager or representative of the District, other than the Superintendent
(or their designee) or the Board by formal action has the authority to make any promises or commitments
that are contrary to this Handbook.

If any provision or section within this Handbook is held to be invalid by operation of law, the remainder
of this Handbook shall not be affected thereby. Any change in the law will impact the operation and
enforcement of the provisions of this Handbook by modifying the provisions to conform to the law.

The Superintendent and/or the designee is/are responsible for the management of this Handbook. The
content of the Handbook is the responsibility of the Board. The Superintendent and/or the designee and
the Board have the right to interpret and apply the provisions of this Handbook in its discretion and as it
deems appropriate as an essential management right and to determine whether specific circumstances
require deviation from its terms.

Common Terms and Definition

. School leadership refers to principals and/or assistant principals.

. District refers to Kenosha Unified School District.

. Supervisor refers to the individual who supervises an employee

) Benefit eligible is defined as an employee who works 30 hours weekly or greater and is eligible
for District benefits as defined in Section 4.

° FTE is defined as a person’s full-time equivalent status.

. Exempt employee is defined as an employee who is exempt from the provisions of the Fair Labor

Standards Act (FLSA) requirements for overtime compensation. Generally, certified staff
(teachers) and administrators are exempt under FLSA regulations 29 U.S.C. Section 213.

. Non-exempt employee is defined as an employee who is assigned an hourly wage and may be
eligible for additional compensation in accordance with the FLSA.

. Part-time/Temporary/Seasonal employee is defined as an employee who works less than 880
hours per year. This employee is not eligible for benefits.

. Workweek is defined, for payroll and Family and Medical Leave Act (FMLA) leave allowance
purposes, as Sunday through Saturday.

Reference:Eg abe andardsA g R_Pg

The Ddistrict expects its employees to produce quality work, maintain confidentiality, work efficiently,
and exhibit a professional and courteous attitude towards students, other employees, families and the
community. As representative of the district, employees must be mindful of their actions.

Management Responsibilities and Employee Expectations

The Board and/or administration have the right to establish organizational goals and objectives and to
organize resources to achieve desired results. These responsibilities of management include, but are not
limited to, the following rights:

° Hire, promote, transfer, evaluate, discipline and terminate employees in accordance with board
of education policies and procedures and applicable laws.

. Reassign employees from one position to another within the same or a comparable job.

° Direct and motivate the workforce; determine its composition, organization and structure; and to
assign work.



. Establish job standards, expectations and work rules.
. Amend, revise, revoke or issue new policies and procedures for employees.

Employees of the District have the following reasonable expectations of management:

. A clear understanding of the individual job descriptions, standards, expectations and work rules.
. Performance appraisal based upon job-related criteria.

. A safe and healthy work environment.

. Willingness to respond to employees’ concerns and complaints.

. Fair and non-discriminatory application of policies and procedures.

. Disciplinary action/termination based upon board of education policies and procedures.



SECTION 1: EMPLOYMENT
Equal Employment Opportunity and Affirmative ActionEmployer

Reference: Board Policy 4110 Equal Employment Opportunity and Affirmative Action end-Rute4110

Employee Anti-Harassment



https://www.kusd.edu/board-education/policies/policy-4110-equal-employment-opportunity-and-affirmative-action/
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Reference: Board Policy 4111 Employee Anti-Harassment

Employee Discrimination and Harassment Complaint Procedure

Reference: Board Policy 4111.1 Employee Discrimination and Harassment Complaint Procedure and

Rule 4111.1

Use of Telephone/Mobile Phones

The District provides mobile telephones to some employees for the purpose of conducting District
business. The use of District owned mobile phones to make or receive personal calls is discouraged,
although it is understood that usage for personal reasons may be necessary in some situations. Use of
District mobile phones resulting in cost due to overage, long distance, roaming or other charges realized
by the employee shall be the responsibility of the employee. Such costs shall be passed along to the
employee.

In addition, employees are prohibited from using personal cellphones or District telephones while
supervising students during work hours unless pre-approved by their supervisor. Employees are allowed
to make personal calls on their personal cellphones when not supervising students.

Employee may not use District-owned mobile phones while driving any District-owned or personal vehicle
at any time, unless a hands-free device is employed. Employees are also prohibited from using personal
mobile phones while driving a District vehicle, or while driving a personal vehicle in the performance of
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District business, unless a hand-free device is employed. In addition, texting or emailing while driving a
District vehicle or while driving a personal vehicle while on District business is prohibited.

In all cases, employees must adhere to all state or local rules and regulations regarding the use of
handheld communication devices while driving. In the case of a specific personal situation that requires
an employee to be available via phone for extraordinary needs, arrangements must be made in advance
with their supervisor.

Supervisors will notify employees of any emergency calls intended for the employee.

Use of Cameras, Video and Audio Recording Devices

Cameras, video and audio recording devices are prohibited on District premises without prior consent of
a supervisor. The District recognizes that some handheld communication devices, including cellphones,
have the capability to take photographs and recordings. Employees are prohibited from taking
photographs, videotaping or audio recording anywhere on District grounds, by any means, without
authorization.

Staff Technology Acceptable Use
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Reference: Board Policy 4226 Staff Technology Acceptable Use Policy and Rule 4226 Guidelines for Staff
Technology Acceptable Use

Conflict of Interest
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Reference: Board Policy 4331 Conflicts of Interest (Nepotism) and Rule 4331 Guidelines for
Implementation of Conflicts of Interest Policy

Limitations on Outside Employment

Reference: School Board Policy 4391 Limitations on Outside Employment
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School Year/Hours of the Day/Workday

The current school year calendar can be found on the District’s website.

Work schedules for employees vary throughout the school district. Supervisors will advise employees of
their individual work schedules. Staff needs and operational demands may necessitate variation in
starting and ending times, as well as variations in the total hours that may be scheduled each day and
week. Regardless of the shift, no breaks other than lunch periods are part of your normally scheduled day.

Paid hours per day are as follows for a 1.0 FTE (not including the duty--free lunch):

e Teacher 7.5 hours per day
e ESP 7 hours per day
e Interpreters 7 hours per day
e ASP 8 hours per day
e Service/Maintenance 8 hours per day
e AST 8 hours per day

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

Lunch Periods

Hourly employees working six hours or more per day shall receive at least a 30-minute duty-free lunch
period. Lunch will be scheduled with a supervisor to best meet the scheduling needs of the building or
department. An employee must receive permission to work during their scheduled lunch period and must
report any time worked. Lunch periods may not be used to account for an employee’s late arrival or early
departure.

Break Time for Nursing Mothers

As per Section 7(r) of the Fair Labor Standards Act, for one year after the birth of a child, all nursing
mothers will be allowed reasonable break time during the work day to express breast milk. The break
time will be allowed each time the mother has the need to express breast milk. A place, other than a
bathroom, that is shielded from view and free from intrusion from coworkers and the public, will be
provided for nursing mothers to express breast milk.

Emergency Closings and/or Learning Adjustments

Reference: Board Policy 3643 Emergency School Closings and/or Learning Adjustments and Rule 3643
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Job Postings
When the District determines to post a position, the vacancies will be posted online for a minimum of five
calendar days or until filled.

Employment ID

Each employee is given an ID badge at the time of hire. The ID is provided for security purposes.
Employees are expected to wear their badge every day and ensure it is visible when on District property.

Facility Visitors

The District welcomes visitors. To ensure the safety and well-being of all students and staff, visitors must
comply with the following procedures:

1. Enter through the front lobby area.

2. Sign the visitor register upon entering and exiting the facility to ensure that everyone is accounted
for in the event of an emergency.

3. Wear required identification.
4, Comply with building procedures to ensure the safety of the students and staff.
5. Comply with site-specific visitor check-in procedures.
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SECTION 2: COMPENSATION
Base Pay

The District is committed to providing a fair and competitive compensation package that will attract,
retain and develop staff.

Job Classifications

The District positions will be assigned to employment classifications based on the education and
experience requirements of the positions and in accordance with state or federal requirements, where
applicable. When positions change, they will be reassessed and may be reclassified, if necessary.

Payroll

The District runs payroll on a biweekly cycle. Payroll information, including payroll periods and pay dates,
is updated and published annually and can be viewed on the the District intranet. This information is also
accessible by contacting the Payroll Department and is distributed to all new hires. All employees’ normal
wages are paid through the end of the current pay period. Special wages, like overtime (see
Overtime/Compensatory Time Off for Hourly Employees below), will be included in the next pay period.

Direct Deposit

The District requires and provides direct deposit into the employee’s bank or credit union. All payrolls are
processed utilizing direct deposit only.

Employee Intranet

All employees will have the ability to view their paycheck stubs through Employee Online. It is each
employee’s responsibility to verify the accuracy of the information. Employees should check for mistakes
made in salary and leave balances each time a paycheck is processed. The District takes all reasonable
steps to ensure that employees receive the correct amount of pay in each paycheck and that employees
are paid promptly on the scheduled payday. In the unlikely event of an error in the amount of pay, the
employee should promptly bring the discrepancy to the attention of the Payroll Department so that
corrections can be made as quickly as possible. Any changes to an employee’s time record must be
approved by their supervisor/principal.

Overtime/Compensatory Time Off for Non-Exempt Employees

Overtime assignments and weekend duties for hourly employees will be assigned at the discretion of the
supervisor and/or District administrator. Administration and Teachers are exempt from overtime
compensation. Hours, shifts and assignments will be determined by the District. Eligible employees will
be paid for all overtime hours worked. All overtime must be approved in advance by the immediate
supervisor. Employees will be paid overtime as required by the Fair Labor Standards Act. The District may
provide mutually agreeable compensatory time off in lieu of overtime pay. Compensatory time must be
approved and agreed upon between supervisor and employee. All compensatory time must be used
within the pay period that it was earned.

Overtime Ppay: Only non-exempt employees will receive compensation at the rate of one and one-half
times their regular hourly rate of pay for all hours worked over 40 hours in any given work week. A
supervisor must always approve overtime before it is performed. Only actual hours worked will be used
to calculate overtime. Paid time off for vacation, holidays, sick days, leaves of absence or other reasons
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will not be considered hours worked. Supervisors will attempt to provide employees with reasonable
notice when the need for overtime arises, however, advance notice may not always be possible.

Time and Attendance

All non-exempt employees are required to keep accurate and complete records of time worked on a
District-issued timesheet or timekeeping system (check with your supervisor). Non-exempt employees
will forward a complete and signed timesheet to their supervisor at the end of each pay period within one
working day.

Payroll Deduction

All required deductions, such as federal, state* and local taxes and Wisconsin Retirement System
contributions, as well as all authorized voluntary deductions, such as Tax--Sheltered Annuity (TSAs) and
health insurance and other benefit premiums, will be withheld automatically from employee paychecks.
Employees are able to adjust voluntary deductions via Employee Online.

Garnishments and Wage Assignments

All official garnishments and wage adjustments will be processed according to the prevailing applicable
laws via legal documents provided to the Payroll Department.

Tax Deferred Investments

Employees have the opportunity to take advantage of tax deferred income taxation provisions. The Office
of Human Resources maintains a list of investment companies available to employees on the Employee
Intranet.
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SECTION 3: EMPLOYMENT CHANGES

Personnel Data Changes

The District maintains personnel records and files for each employee. Maintaining these files with up-to-
date information is very important as it provides the District with contact information in case of
emergency, address mailings, data for payroll purposes and information required for reporting purposes
and benefit programs.

All employees must notify the Office of Human Resources within five days of any changes in:

1. Address

2. Marital status/name change
3. Emergency contact

4. Phone number

5. Dependent(s)

Personnel Records
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Reference: Board Policy 4260 Personnel Records and Rule 4260 Guidelines for Maintenance of Personnel
Records

Employee Evaluations

Reference: Board Policy 4380 Employee Evaluations and Rule 4380 Employee Evaluation Guidelines
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SECTION 4: EMPLOYEE BENEFITS AND GENERAL LEAVES

Benefits

The District offers a comprehensive benefit package. Details with respect to eligibility, benefits, including
employee contributions (premium costs), claims procedures and limitations can be found on the District
website. Benefits may include health, dental, life, vision, disability, flex and retirement savings and are
subject to change.

Vacation Days

Benefit eligible 12-month employees will earn vacation on the fiscal year (July 1-June 30) and may take it
on the calendar year (January 1-December 31). New employees will earn vacation on a prorated basis at
the rate of 1/12 of their allocated amount per month and may begin using accrued vacation upon
completion of six months of service.

For example: An hourly 12-month employee is hired on October 1. Since the new hire is starting after
July 1, they will earn vacation on a prorated basis equal to 9/12 (the employee will work 9 months of the
12) of their allocated amount per month.

July 1 —June 30 is the earning period

Date of hire = October 1

Earned vacation from October 1 — June 30 = 75% of the annual vacation allotment.
Total day of vacation available after six months = 7.5 days (10 days x 0.75)

All employees who earn vacation time will be paid out unused earned vacation time upon a voluntary
separation from the District. Payout of vacation time will be calculated based on the remaining balance
of vacation days earned as of the date of the voluntary separation. Any individual whose employment
with the District is involuntarily terminated will not be paid for unused earned vacation time.

Vacation time shall be taken in half-day or full-day increments. The vacation period and the number of
employees on vacation at any given period shall be determined and approved by the employee’s
immediate supervisor or principal. The supervisor may deny the use of vacation time based on needs of
the District. Payment in lieu of vacation time will not be granted.

Employees are required to use all accrued sick and vacation balances for any absences from the District
before being allowed to request unpaid time off with Administrator approval. Vacation cannot be
borrowed or advanced from future allotments.

ADMINISTRATIVE, SUPERVISORY AND TECHNICAL EMPLOYEES (AST)
See AST AgreementReliey

NON-EXEMPT/HOURLY 12-MONTH EMPLOYEES
(Employees currently receiving a greater benefit will retain that benefit)
One week = five days
During first year, two weeks prorated
After first year, two weeks
After second year, three weeks
After third year, four weeks
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NON-EXEMPT/HOURLY 10-MONTH EMPLOYEES

(FOOD SERVICE OR ADMINISTRATIVE SUPPORT PROFESSIONAL (SECRETARY))

Current 10-month employees who continue to accrue vacation will maintain their vacation benefit for the
duration of their employment as a 10-month employee, but vacation may not be taken. Payment for
vacation time in lieu of time off will be granted annually in June. Once an employee leaves one of the two
10-month employee groups referenced above via transfer or separation from the District, their
grandfather status is gone. The sunset of this benefit was effective June 30, 2013.

Carryover Vacation Days

Employees may carry over a maximum of five vacation days from one calendar year to another.
Employees must submit requests for carryover vacation days to their supervisor for approval who will
submit to the Office of Human Resources for recordkeeping. Carryover vacation days must be used by
June 30 of the following calendar year. Any remaining carryover vacation days at that time will be
removed from the employee’s available vacation leave balance.

Personal Days

All employees who earn sick days may request to use up to two (2) of them as paid personal days. 10-
month FTE employees may request to use up to four (4) sick days as personal days. Personal days may be
taken July through June. The Personal Day Request must be submitted in writing to the employee’s
supervisor for approval. Personal days may not be taken in greater than two-day increments and may not
be combined with vacation to extend an employee’s absence. Personal days may not be used to extend a
holiday. There must be available sick days in your sick bank equal to the number of personal days
requested before they can be taken. Unrequested personal days do not carry-over from year to year.
These paid personal days will be deducted from the employee’s accrued sick days. Personal days are not
guaranteed, and are granted on a case-by-case basis based on the needs of the department.

lliness on a Holiday or Vacation Day

Any illness or disability, which occurs after approved vacation has commenced, is considered vacation and
shall not be paid as other benefit time. If one of the paid holidays shall fall during an employee’s vacation,
the paid holiday will be applied in lieu of the paid vacation day.

Holidays
ADMINISTRATIVE, SUPERVISORY AND TECHNICAL EMPLOYEES (AST)
See AST Agreement pelicy.
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NoN-EXEMPT/HOURLY 12-MONTH AND EXEMPT/NON-EXEMPT/HOURLY 10-MONTH EMPLOYEES

Non-exempt/hourly 12-month employees

Independence Day
Labor Day
Thanksgiving Day

Day after Thanksgiving
Christmas Eve
Christmas Day

New Year’s Eve

New Year’s Day

Exempt and non-exempt/hourly 10-month
employees

Labor Day

Thanksgiving Day

Day after Thanksgiving

Christmas Day

New Year’s Day

Martin Luther King, Jr. Day

Good Friday

Memorial Day

Martin Luther King, Jr. Day
Good Friday
Memorial Day

Additional Holiday Information

The District will establish the preceding Friday or the following Monday as the holiday if the holiday falls
on a Saturday or Sunday.

All 12-month exempt and non-exempt (hourly workers) will receive winter recess as paid time off. These
dates are designated by the District calendar.

Supervisors have the option of adjusting schedules of those employees who may have to work due to the
needs of the District.

Ten-month employees are off during spring break and winter recess; however, these are unpaid days
except the holidays referenced above. Temporary part-time, non-benefit employees are not eligible for
holiday pay.

In order to receive holiday pay, an employee must be paid on their last scheduled day before and the next
scheduled day after the holiday unless other arrangements are made in advance with the employee’s
supervisor or the employee is on vacation at the time of the holiday. If an employee does not do so, then
the employee will not be paid for the holiday. This does not include mandated District closures such as
winter break or spring break.

Sick Days
Sickness is defined as illness or disability for self or immediate family. Sick days may also be used for
attending a medical appointment for an employee or their immediate family member(s).

Employees who work 10 months will receive 10 paid days per year and those who work 12 months will
receive 12 paid days per year up to a maximum of 90 days. Any employee who works 50 percent or
greater per week (.50 FTE or greater) will be eligible for sick days on a pro-rated basis. Temporary (part-
time/non-benefit eligible) employees will not accrue sick days. Employees currently receiving a greater
benefit will retain that benefit. Employees will be required to use all accrued sick and vacation balances
for any absences from the District before being allowed to elect unpaid time off.

Sick days may not be used prior to accrual. The District may require employees to provide a note from
the doctor verifying that an absence was caused by a medical situation or medical appointment. The
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District also may require documentation from the doctor authorizing the employee to return to work. If
sick days are exhausted, employees should refer to this handbook for additional unpaid leaves available.

For purposes of using sick days, immediate family is defined to include only spouse, brother(s), sister(s),
children, parent(s), parent(s)-in-law and other family members living in the household.

Sick days are earned on the first payroll of each month as long as at least half of the prior month was
worked. Teachers will receive their 10 days at the start of the school year. Teachers hired after the start
of the school year will receive their pro-rated sick allotment in a payroll following hire.

Sick days will be taken in half-day or full-day increments. Anytime an employee misses three or more
consecutive days, the employee will be asked to provide documentation from the physician who treated
the employee and/or employee’s immediate family when returning to work. The supervisor may request
a medical excuse or other documentation regarding the use of sick days at any time.

Sick days will not be paid out upon separation from the District. Administrative, Supervisory and Technical
employees should refer to the AST policy.

Bereavement

Employees shall be allowed up to six paid days for absences necessitated by the death of an employee’s
immediate family members (including spouse, mother, father, sister, brother, child, stillborn child,
miscarriage, son-in-law, daughter-in-law, father-in-law, mother-in-law, stepmother, stepfather, or any
other person whom the employee stands in a mutually acknowledged relation of parent or child) and up
to three paid days for grandparents, grandchildren, sister-in-law, brother-in-law, aunt, uncle, niece, or
nephew. Proof of loss must be provided to the building/department leave reporting secretary. Days do
not need to be taken consecutively but must be taken within six months of the individual’s passing.
Bereavement days must be taken in full day increments.

Jury Duty

Upon receipt of notification from the state or federal courts of an obligation to serve on a jury or to act as
a court witness, the employee should notify their supervisor. The employee is required to provide copies
of the subpoena or jury summons to their supervisor and the Office of Human Resources. The supervisor
will verify the notification and make scheduling adjustments to accommodate the employee’s obligation.
Employees will not be deducted pay for the jury duty or subpoenaed court appearances on behalf of the
District if the above is adhered to. If an employee is called to appear as a plaintiff, defendant or for
subpoenaed and non-subpoenaed court appearances not related to the District, they will be deducted
pay unless vacation or personal days are used. Any compensation (except transportation) received by the
employee for jury duty or service must be paid to the Finance Office. Timesheet employees are not eligible
to receive jury duty pay from the District.

Family and Medical Leave Act (FMLA)

Employees may be eligible for leave in accordance with the state and federal Family and Medical Leave
Acts (FMLA). The District utilizes the calendar year (January 1 through December 31) to establish its 12-
month FMLA measurement period.

The following information concerns your rights and obligations under the family and medical leave laws,
and District policy and guidelines, and will explain to you the consequences of your failure to meet these
obligations. Please read this information carefully, and if you have any questions, please contact your
supervisor or the Office of Human Resources.
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Leave entitlement. The actual amount of time you spend on family and/or medical leave will be
subtracted from your unpaid leave entitlement for a calendar year. Your family and medical leave,
under state and federal laws, will run concurrently with any other leave for which you are eligible
under applicable District policies.

Medical certification. If your request is based on your serious health condition or the serious
health condition of your child, spouse, parent, domestic partner or covered service member, you
must provide the District with a medical certification (“Health Care Provider Certification”)
prepared by the health provider. This certification must be provided to the District within 15
calendar days of the request for leave, unless it is not practicable under the particular
circumstances to do so despite the employee’s diligent, good-faith efforts, in which case it must
be provided as soon as practicable. If you fail to provide a timely certification, your leave request
or your continuation for leave may be denied or delayed until the required certification is
provided.

Additional certification. If the District has any doubts about the accuracy of your initial medical
certification, you must submit to another certification, at the District’s expense, by a health care
provider selected by the District. If the second opinion differs from the initial certification, a third
opinion may be obtained. The third opinion is final and binding.

Recertification. On a periodic basis as allowable by law, you must provide the District with
subsequent recertification that your serious health condition still prevents you from performing
your job functions or that you are still needed to care for a family member with a serious health
condition.

Intent to return to work. You must provide the District with a periodic report on your status and
intent to return to work when instructed by the District. If you are released to return with
restrictions, you must contact the Office of Human Resources to discuss possible accommodations
available prior to the return to work.

Fitness for duty. If you are on medical leave because of your own serious health condition, you
must provide the District with a medical release, “Fitness for Duty Certification” form signed by
your health care provider before you can return to work. If you fail to provide the District with a
medical release, your reinstatement will be delayed until the required certification is provided or
denied.

Substitution. Employees will be required to use all accrued sick and vacation balances for any
absences from the District before being allowed to elect unpaid time off under the District’s
applicable leave policies.* You may be paid by the District, or you may request payment, for any
paid leave to which you have a right to payment at the time of your leave under the District’s
applicable leave policies. Paid leave will run concurrently with your family and medical leave and
will not be available to you later. (Reference * at end of section.)

Maintenance of insurance coverage. In order to maintain your current elected benefits during
your family or medical leave you must continue to pay any employee required contributions
towards those elected benefit health insurance premiums, as you did prior to your leave. The
District requires the substitution of paid leave, therefore your share of premiums, if any, will be
paid through the District’'s normal payroll deduction method. Otherwise, the District will
designate a method for collection premiums when your leave is unpaid.

31



9. Employment protection. Upon returning to work from family or medical leave provided your 12
weeks of FMLA have not been exhausted, you will be reinstated to the position you held prior to
leave or, if your position has been filled, to an equivalent position with equivalent pay, benefits,
and other terms and conditions of employment. You will have no greater right to employment at
the end of your leave than you would have had with the District if you had not taken leave. In the
case of instructional employees, your reemployment may be delayed until the commencement of
the next school semester if your leave begins in the last five weeks of the semester. Please contact
the Office of Human Resources for additional information on your reinstatement rights.

10. Recovery of premiums. If you fail to return to work after your family or medical leave, you will
be liable to the District for any health coverage premiums paid on your behalf during your leave
and coverage will be cancelled back to the date of your last paid premium.

* Wisconsin FMLA allows employees to take up to 2 weeks of leave for their own serious health condition
in a calendar year, up to 2 weeks for the serious health condition of a parent, child or spouse and up to 6
weeks for the birth or adoption of a child. The employee may elect to have this time be unpaid. Once an
employee has exhausted their Wisconsin FMLA rights, they are subject to Federal FMLA and will be
required to use all earned but unused vacation and sick time before election of unpaid time off.

Wisconsin Bone Marrow and Organ Donation Leave Act

Unpaid leave may be taken by an eligible employee for the purpose to serve as a bone marrow or organ
donor if the employee provides their employer with written verification that the employee may be a bone
marrow or organ donor. An employee is eligible for leave if they have been employed by the District for
more than 52 consecutive weeks and worked at least 1,000 hours during the preceding 52-week period.
Leave may be taken only for the period necessary for the employee to undergo the bone marrow or organ
donation procedure and to recover from the procedure, up to a maximum of six weeks in a 12-month
period.

If an employee requests bone marrow or organ donation leave, the employer may require the employee
to provide certification issued by the health care provider of the bone marrow or organ recipient or the
employee, whichever is appropriate, indicating the following: that the recipient has a serious health
condition that necessitates a bone marrow or organ transplant; that the employee is eligible and has
agreed to serve as a bone marrow or organ donor for the recipient; and the amount of time expected to
be necessary for the employee to recover from the bone marrow or organ donation procedure. The
employee shall make a reasonable effort to schedule the bone marrow or organ donation procedure so
that it does not unduly disrupt the District’s operations, subject to the approval of the health care provider
of the bone marrow or organ recipient, and give the District advance notice in a reasonable and
practicable manner.
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An employee may substitute, for portions of bone marrow or organ donation leave, paid or unpaid leave
of any other type provided by the District.

Maternity/Paternity Leave

Employees will be allowed up to 12 weeks of leave during a calendar year as a result of a birth or
placement of a child, or to bond with a newborn or newly placed child. This leave will run concurrently
with any other leave which is available to the employee under other District leave and absence policies,
or state and federal family and medical leave laws. All or a portion of this period may be paid in certain
instances (e.g., sick days or vacation days). The taking of leave under this policy and its accompanying
guidelines will not be used against an employee in any employment decision, including the determination
of raises or discipline.

Child Rearing Leave

Once maternity/paternity and/or FMLA have/has been exhausted, an employee may request up to one-
year unpaid leave for the birth or adoption of a child. This one-year period includes the time off for
maternity/paternity leave and/or FMLA, will not exceed 12 months total, must be taken immediately
following the exhaustion of maternity/paternity or FMLA and may not be taken on an intermittent basis.
Child-rearing leave will be unpaid, and no benefits will be provided during this time. Requests may be
granted at the discretion of the Superintendent and/or the designee and may not be requested in
consecutive years. An employee returning from child-rearing leave will be placed in an assignment for
which the employee qualifies at the pay rate that is commensurate with their assignment.

Non-FMLA Medical Leave

Benefit-eligible employees (as defined in the Introduction section of this Handbook) who have exhausted
FMLA, or did not originally qualify for FMLA, and are still unable to perform their regular duties due to
their need to continue to care for themselves or an individual who was the subject of the original FMLA
request may be eligible for a non-FMLA medical leave. Combined total leaves (FMLA and non-FMLA) shall
not extend more than 12 months calculated by using the initial approved FMLA date leave if applicable.
Non-FMLA medical leave shall not be taken on an intermittent basis. Additional non-FMLA medical leaves
will not be granted until the employee has returned to normal work duties for minimum of six months.

In order to receive a non-FMLA medical leave, the employee must submit a “Request for a Non-FMLA
Medical Leave” form to the Office of Human Resources. The employee will be required to exhaust all
available sick and vacation balances at the beginning of their non-FMLA medical leave. In addition, the
employee will be required to provide the Office of Human Resources medical documentation supporting
the need for the requested leave. The non-FMLA medical leave will be granted at the discretion of the
Superintendent or the designee.

Once all accrued paid time off is exhausted, during the non-FMLA medical leave, the employee will receive
no compensation from the District. If the employee is able to return within the 12 month leave period
(calculated by using the first day of approved FMLA), the employee may return to their original position.

Employees who are unable to return to work following 12 months of leave shall retire, resign or will be
separated from the District in accordance with Section 6 — Employment Separation of this Handbook.
Once separation has occurred, and the employee is able to return to work, the employee may apply for
any vacant position for which they are qualified through the District’s application process.
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Participation in the District’s insurance coverage may be available subject to provisions in the health
insurance summary plan description, which can be found on the HR/Benefits section of the District’s
intranet.

Military Leave

Employees who serve in the armed forces will be granted leaves of absence if called to duty, and be
reinstated in accordance with the applicable state and federal laws and regulations. Employees will be
paid the difference between their military pay and District pay only for the employee’s annual two-week
military training.

Retirement in Wisconsin Retirement System

For eligible staff, the District will pay one-half of the actual contribution rate (employer-required share),
which is determined by the Employee Trust Fund board. The employee will be responsible for the other
half (employee-required share).

Employee Assistance Program
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Reference: Board Policy 4233 Employee Assistance Program and Rule 4233 Employee Assistance
Program Guidelines

Fravel-Ray-PeolicyMileage Reimbursemen

Reference: Board Policy 3412 Mileage Reimbursement and Rule 3412

Board-Policy-3412
Wi S Section119.24
Fair-taborStandardsAct29

Tuition Assistance

ALL STAFF OTHER THAN AST

The District shall provide tuition assistance of $50 per credit up to 12 credits maximum per school year
(July 1-June 30). The tuition assistance must be requested within 12 months of credits being earned.
Courses taken during the summer will be considered part of the up--and--coming school year. (Facilities
employees only: All costs to maintain employment certifications and/or licenses will be paid by the
District.)

To receive tuition assistance, employees must follow the appropriate guidelines:
1. Prior to taking the course:

a. Visit Frontline-Professional Growth to complete either an Out of District Course Approval
Form or select a course form District’s activity catalog.
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i. Requests will be routed to the building administrator/department supervisor for
review and/or approval.

ii. Out of district courses must be taken via a regionally accredited school.

2. Following completion of the course:

b

Complete all course evaluations on Frontline — Professional Growth.
b. Complete Tuition Assistance Request Form

c. Upload a copy of the official transcript showing the credits earned or a certificate of
completion and a copy of receipts for courses taken.

d. Submit to Human Resources for review and/ or approval.

i. Only courses earning a “B” or higher, or pass for non-graded courses, will be
considered for assistance.

ii. If approved, this will be routed to the Office of Human Resources for processing as
outlined below.

The Office of Human Resources will process requests for tuition assistance biannually in February and
October. Due dates for requests will be January 31 for February processing and September 30 for October
processing.

Submitting a form or selecting a course in Frontline does not track credits needed for Tier advancement.
his-processwillbe-communicated separatelytoteaching staffeachspring. If tier movement is approved
by the Board for the current fiscal year, the movement will happen as soon as administratively possible.

ADMINISTRATIVE, SUPERVISORY AND TECHNICAL EMPLOYEES (AST)
See AST AgreementPoliey

Worker’s Compensation

Workers’ compensation was established to provide a basic safety net of benefits for employees who are
injured on the job. While working for the District, employees are automatically covered by worker’s
compensation insurance, which is paid by the District. This insurance coverage provides benefits to any
employee who meets the following requirements: 1) the injury or illness occurs while engaged in
performing work activities; and 2) the injury or illness arises out of working conditions, not personal
medical conditions. There is a State mandated 3-day waiting period before benefits may begin. The 3-
day waiting period will be paid by the District.

Under the rights and benefits of Worker’s Compensation Act: It is essential that an employee promptly
report to his/her supervisor any injury or illness, no matter how minor it may appear at the time.
Employees who are injured or become ill on the job must immediately report such injury or illness to their
supervisor(s) along with the Employee Accident Report form which should be turned into the Office of
Human Resources within 24 hours.

Employees are also required to report all work--related injuries or illnesses that may need medical
attention to the Care Line (1-833-564-0894). If it is unknown whether or not medical attention is needed,
call the Care Line. This is the mandatory procedure for these injuries, and they must be reported as soon
as possible.
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Failure to follow this procedure may result in the failure to file the appropriate Worker’s Compensation
Report in accordance with the law, which may in turn jeopardize the employee’s right to benefit in
connection with the injury or illness.

Any leave taken under worker’s compensation will run concurrently with the employee’s family medical
and leave act (FMLA) allowance.

Light Duty — Worker’s Compensation

If lost time occurs, a written report from the treating physician must be completed within 24 hours of the
incident. If the employee is able to return to work, any pertinent work restrictions must be indicated on
the Workers’ Compensation Work Status Report Form. Forms are available at each site office. If work
restrictions exist, attempts will be made to place the employee in the Transitional Return to Work
Program, if a reasonable placement is available. If the District makes any restricted work available, this
may trigger a cessation or reduction of worker’s compensation benefit payments. If the employee is
unable to work, the anticipated return to work date and expected duration of the injury or illness must
be indicated by the treating physician on the Worker’s Compensation Work Status Report Form. Upon
return to work following a work-related injury or illness, an employee will be required to provide
certification from the employee’s treating physician verifying that the employee is able to safely perform
job functions.

R#GF%FWMW: 4 2
Loss or Damage of Personal Property on District Premises Employee-Rroperty

Reference: Board Policy 3623 Loss or Damage of Personal Property on District Premises
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SECTION 5: CONDITIONS OF EMPLOYMENT

Required Medical Documentation: Non-Certified Positions
All non-certified employees must adhere to the following conditions of employment:

1.

5.

Employee must furnish the District with proof of a completed physical examination prior to
employment start date.

Employee must furnish the District with a completed tuberculin skin test prior to employment
start date.

Employee must agree that the appointment is contingent upon Board of Education approval,
regardless of whether the employee has been placed on the District’s payroll.

Employee must furnish the District with a completed employment drug test within 72 hours of
the offer of employment.

Employee must pass the criminal background check during the hiring process.

Non-compliance in any of these areas will result in immediate revocation of the offer and/or termination
of employment.

Required Transcripts, Certification and Medical Documentation: Certified Staff
The following conditions of employment apply for all certified staff:

1.

Official college transcripts should reflect a 2.75 grade point average (GPA) in overall
undergraduate coursework or 3.0 in major or 3.0 in a master’s program (all GPA’s based on a 4.0
scale). If the position is at the secondary level, employee should have a major or minor in the
subject area(s) being taught.

Employee must provide the District with an official transcript(s) denoting graduation, or if a
graduating senior, a letter from the dean or advisor verifying the anticipated graduation date prior
to employment with Kenosha Unified School District. If a graduating senior, employee must
provide an official transcript denoting graduation within 30 days of graduation.

Employee must furnish the District a copy of their instructional certification or proof of Wisconsin
Department of Public Instruction application (e.g., copy of application and proof of payment) prior
to employment with Kenosha Unified School District.

Employee must furnish the District with proof of a completed physical examination prior to
employment start date.

Employee must furnish the District a completed tuberculin skin test prior to employment start
date.

Employee must furnish the District with a completed employment drug test within 72 hours of
the offer of employment.

Employee must agree that the appointment is contingent upon the Board’s approval, regardless
of whether the employee has been placed on the District’s payroll.

Employee must pass the criminal background check during the hiring process.

38



Non-compliance in any of these areas will result in immediate revocation of the offer and/or termination
of employment.

Required Documentation: Non-FTE/Timesheet/Temporary Staff
All part-time timesheet/temporary employees must adhere to the following conditions of employment:

1. Employee must furnish the District with proof of a completed physical examination prior to
employment start date (substitute teachers and substitute custodians only).

2. Employees must furnish the District with a completed employment drug test within 72 hours of the
offer of employment (cafeteria workers, substitute teachers and substitute custodians only).

3. Employees must furnish the District with a completed tuberculin skin test prior to employment start
date (all employees).

4. Employees must pass the criminal background check during the hiring process (all employees).

Non-compliance in any of these areas will result in the immediate revocation of the offer and/or
termination of employment.

Licensure
Certificated staff are required to maintain proper licensure. Failure to maintain proper licensure may
result in pay reduction until the license can be obtained.

Teachers failing to maintain proper licensure, as defined by the Department of Public Instruction, may be
non-renewed or receive a pay reduction until the license can be obtained.

Certificated staff are required to maintain proper licensure in order to maintain employment with the
District. Wis. Stat.§ 118.21 (1) states, “The school board shall contract in writing with qualified teachers.
The contract, with a copy of the teacher’s authority to teach attached, shall be filed with the school district
clerk. Such contract, in addition to fixing the teacher’s wage, may provide for compensating the teacher
for necessary travel expense. A teaching contract with any person not legally authorized to teach the
named subject or at the named school shall be void. All teaching contracts shall terminate if, and when,
the authority to teach terminates.”

Certificated staff are expected to know the expiration date of their licenses/certification, meet the
requirements for re-licensure/certification in a timely manner, and provide immediate notice to the
District if their license/certification is suspended or revoked.

Failure to maintain proper licensure, as defined by the Department of Public Instruction, will result in the
immediate voiding of the employment contract and may result in termination of employment and the
certificated staff member’s position may be posted to be filled. Failure to provide immediate notice to
the District of the suspension/revocation of the employee’s license/certification may result in disciplinary
action, up to and including termination.

Staff Physical Examinations
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Reference: Board Policy 4231 Staff Physical Examinations and Rule 4231 Staff Physical Examination
Guidelines

Employee Attendance and Punctuality
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“ H "

-Reference: Board Policy 4280 Employee Attendance and Punctuality and Rule 4280

Absence Reporting/Procedures

All employees are responsible for reporting absences to the District absence reporting system in place.
The District’s absences reporting system will be available 24 hours a day, seven days a week, and can be
accessed via internet and phone. Login instructions and access codes will be provided to employees after
start of employment.

The District expects all employees to assume responsibility for their attendance and punctuality as an
integral part of their employment. Regular attendance is expected of every employee. In order for the
District to operate effectively, employees are expected to perform all assigned duties and work all
scheduled hours during each assigned workday, unless the employee has received approved leave. Any
deviation from assigned hours must have prior approval from the employee’s supervisor or building
administrator. Staff should not make personal commitments during the day that may be scheduled at an
alternative time.

Employees who are absent or tardy in excess or without a valid reason may be subject to corrective
counseling and/or, when appropriate, disciplinary action. In cases where absence has been for three (3)
or more consecutive work days due to illness, employee shall bring a doctor’s note or physician’s release
before being allowed to return to work. Absences of three (3) consecutive work days without proper
notification and approval will be construed as job abandonment and will constitute your resignation from
the District without proper notice. (Please refer to Job Abandonment, page 47.)

When unable to work because of illness, injury or any other reason, employees are required to notify their
supervisor or their designee and enter their absence into the leave reporting system as far in advance as
possible, but no later than one (1) hour before the normal starting time on each day of absence. If the
District has reason to believe that sick leave abuse or misuse is occurring, the District may require medical
evidence to support a sick leave claim.

Accident Reports
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Reference: Board Policy 4229 Employee Dress and Grooming and Rule 4229 Employee Personal
Appearance Standards

Alcohol and Drug Free Workplace

Reference: Board Policy 4221 Alcohol and Drug-Free Workplace and Rule 4221
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Reference: Board Policy 1310 Tobacco and/or Vaping Device Use

Employee Right to Know: Toxic Substances and Infectious Agents

Reference: Board Policy 4235 Employees Right to Know (Toxic Substances and Infectious Agents)

Employee Training and Professional Learning

The District values professional learning as a means for staff to acquire new knowledge and skills. As a
condition of employment, employees may be required to participate in mandatory training or professional
learning.
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It is understood that career development and job skills acquisition are the joint responsibility of the
employee, the supervisor and the employing department. Supervisors are expected to consult annually
with employees to develop an appropriate professional development plan.

Participation by employees in development opportunities should be scheduled so that disruptions to the
delivery of service and normal work processes are minimized.

Supervisors and employees are responsible for ensuring that any requirements specific to a particular
position are met.

Mandatory Training

Employees must complete all mandatory training requirements by the designated due dates established
by the Office of Human Resources. Employees will receive an email from the Office of Human Resources
with their individualized training requirements and the dates those trainings need to be completed. If an
employee does not complete their required training by the required due date, the Office of Human
Resources will reach out to the employee’s supervisor to arrange an extension. If the employee fails to
complete the training as required after an extension has been granted, the Office of Human Resources
may implement disciplinary action up to and including termination.

Examples of mandatory training are, but not limited to:

. Bloodborne Pathogens-EMC Version

o Bloodborne Pathogens Additional Information

o KUSD ALICE Refresher Training

o KUSD Employee Handbook

o WI(DPI)-Mandatory Reporting of Child Abuse & Neglect

o WI(DPI)-Mandatory Reporting of Threats of School Violence
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SECTION 6: EMPLOYMENT SEPARATION

Termination of Employment by the District

An employee may be non-renewed or terminated for any reason supported by just cause. An employee
will be given due process as required by law.

Reduction in Force

When deemed necessary or appropriate, employees will be selected for reduction based on the needs
and best interest of the District. Employees have no recall rights. In the event that positions are restored,
employees may be rehired based on the needs and best interest of the District.

Employee Resignation/Retirement
Employee resignations/retirements shall be made in writing to the Superintendent of Schools and shall
be in accordance with applicable individual contracts. Resignations shall contain a specified effective date
and should include a reason for termination.

Resignations shall be approved by the Board of Education during school board meetings.

Employee’s resignation/retirement date must reflect the last contracted workday. Employees cannot use
vacation and/or sick days to extend their resignation date.

Instructional staff mid-year resignations/retirements shall be made in writing to the Superintendent no
later than the end of the first semester, and no later than June 15 for end of the vyear
resignations/retirements.

If a former employee is rehired, the employee will be considered a new employee and will not be eligible
for prior service recognition for seniority or benefit plan participation purposes. This means that all prior
vacation, sick bank and accrual provisions will be set to zero and the rehired employee will need to earn
them in accordance with the applicable accrual charts based on zero years of service.

Retirement eligible employees are encouraged to meet with a Human Resources representative to discuss
retirement benefit options.

Resignation Forfeiture for Certified Instructional Staff

All certified staff, who after having signed a contract of employment or having their contract of
employment extended for the coming school year, leave their employment with the District for any
reason except the employee’s documented health related reasons (career ending), or documented
health care related reasons where the employee is the primary caregiver shall be required to reimburse
the Board in accordance with the following liquidated damages:

a. If an employee provides written notice of their resignation/retirement, to be effective for the
upcoming school year, before June 15, of the current school year no liquidated damages will be
assessed.

b. If an employee provides written notice of their resignation/retirement between June 16 of the
current school year and the first day of the upcoming school year, $1,000 in liquidated damages will
be assessed.
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c. If an employee resigns/retires once the school year has started, $2500 in liquidated damages will be
assessed against that employee.

If monies are due to a teacher from the Board as of the last day worked, the liquidated damages amount
may be deducted from any remaining paychecks as a payroll deduction(s).

The Office of Human Resources, in the sole exercise of its discretion, may waive the right to pursue
collection of liquidated damages from an employee.

Medical Leave Separation

Employees who are unable to return to work following 12 months of medical leave as outlined herein shall
retire, resign or will be involuntarily separated from the District. Resignations and retirements shall align
with Policy 4361. Individuals who do not resign or retire in accordance with Policy 4361 will be
involuntarily separated from the District upon the expiration of their approved medical leave.

Job Abandonment

If an employee fails to report as scheduled, or to contact their supervisor to report an absence, for a
minimum of three consecutive working days, the District shall consider the employee’s position
abandoned and may treat the employee as having voluntarily resigned their position. If the District
decides to treat the position abandonment as a voluntary resignation, the District shall notify the
employee in writing that the employee is being treated as having voluntarily resigned as of the end of the
last day worked.

Referonee:
Wi s Section230.34
Board-Policy-4280
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SECTION 7: EMPLOYEE CONDUCT, CODE OF ETHICS AND DISCIPLINARY
ACTION

General Rules of Conduct

Rules of conduct for employees are not for the purpose of restricting the rights and activities of employees
but are intended to help employees by defining and protecting the rights and safety of all persons:
employees, students and visitors.

General rules of conduct are essential to the safety and well-being of all employees. Employees are
expected to acquaint themselves on additional departmental rules of conduct and regulations and all
Board policies found on the District website.

Honesty is a core value in the district. Employee will not create any intentional inaccuracies verbally or
on official district documents such as time sheets, job applications, student records, report cards, etc.
Theft of time and/or improper modification of work records will be investigated and will result in
disciplinary action up to an including recommendation for termination.

Disciplinary action or termination, depending on the severity of violation, will be recommended for
violation of any of, but not limited to, the following listed rules:

1. Falsification or unauthorized altering of any and all records, employment application, time sheets,
time cards, student cards, FMLA, etc.

2. Tardiness or absenteeism.
3. Failure to report absences from scheduled work shift in accordance with policy.
4, Unauthorized disclosure of information contained in communications and in personnel, student

or other records of the District.

5. Use and/or possession of intoxicating beverages on District property or while supervising
students.

6. Use and/or possession of narcotics or non-prescribed drugs.

7. Fighting, horseplay, or use of profane, obscene or abusive language toward any manager,

employee or student.

8. Threatening, intimidating or coercing others on District premises.

9. Carrying unauthorized weapons.

10. Insubordinate conduct toward a supervisor.

11. Refusing to comply with District policies and procedures and/or carry out the instructions of a
supervisor.

12. Sleeping while on duty.

13. Creating unsafe or unsanitary conditions.
14. Leaving the job without permission during regularly assigned working hours.
15. Theft or unauthorized use of District equipment or possessions.
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16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

Loss, damage, destruction or unauthorized removal or use of property belonging to the District,
employees or students.

Negligence in observing fire prevention or safety regulations, or failure to report on-the-job
injuries or unsafe conditions.

Unwillingness or inability to work in harmony with others, discourtesy or conduct creating discord.

Engaging in acts of sabotage; willfully or with gross negligence causing destruction or damage of
District property, or the property of fellow employees, students or visitors, in any manner.

Violating a confidentiality agreement; giving confidential information to others; breach of
confidentiality of student or personnel information.

Any act of harassment, sexual, racial or other towards anyone; telling sexist or racial-type jokes,
making racial or ethnic slurs.

Soliciting during working hours and/or in working areas; selling merchandise or collection of any
kind for charities or other organizations without authorization during business hours or at a time
or place that interferes with the work of another employee on District premises.

Gambling during work hours.

Touching students or coworkers in any manner that could be interpreted as unwelcome,
unwanted, or uncomfortable. There should be no aggressive interaction with students or staff
such as but not limited to pushing, punching, unwelcome physical contact, etc.

Providing false statements to your supervisor or during an investigation.

Staff-Student Relationships and Professional Boundaries

49



50



51


https://www.kusd.edu/board-education/policies/policy-4227-staff-student-relationships-and-professional-boundaries/
https://www.kusd.edu/board-education/policies/policy-4224-employee-code-of-ethics/

Reference:
Board Policy 4362 Employee Discipline and Rule 4362 Employee Discipline Procedures

Board Policy 4270 General Employee Complaints and Rule 4270 General Employee Complaint
Procedures

Progressive Discipline/Termination Procedures

The District may adhere to the following progressive discipline/termination procedures. If problems with
performance cannot be resolved informally, there is a four-step disciplinary process that may be followed.
There may be circumstances when one or more steps are bypassed. Certain types of conduct are serious
enough to justify either a suspension or termination of employment without going through progressive
discipline steps. The District reserves the right, in its sole discretion, to impose disciplinary action as may
be appropriate to the particular circumstances.

Note: In certain situations, administrative approval may be obtained to place an employee (instructional
staff) on administrative leave with pay until a decision is made concerning the appropriate response and/or
corrective action

STEP 1 — VERBAL REMINDER
The verbal reminder is a conversation between the supervisor and employee. During this meeting,
the problem is identified along with performance expectations. At this time, the employee is
asked to make a commitment to resolve the problem. A memo summarizing the discussion will
be placed in the employee’s personnel file and a copy will be given to the employee.

STEP 2 — WRITTEN REMINDER
If the employee fails to meet the commitment given in the verbal reminder meeting, the
supervisor and employee meet again to discuss why the performance objective has not been met.
After the meeting, the supervisor summarizes the conversation in a written memo. A copy is
given to the employee and a copy is placed in the employee’s file.

STEP 3 — DISCIPLINARY ACTION
If the employee has failed to correct the performance deficiency, the supervisor should contact
the Office of Human Resources for a discussion with the employee. After the conversation,
disciplinary action may be imposed, up to and including suspension, at the discretion of the
Superintendent per the recommendation of the Office of Human Resources.
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STEP 4 — INVOLUNTARY SEPARATION (TERMINATION OF EMPLOYMENT)
If the employee does not meet their performance expectation they may be subject to separation.
The supervisor will work with the Office of Human Resources to discuss possible separation.
Involuntary separation requires review by the Superintendent. After separation, the employee is
entitled to due process as defined in the employee complaint/grievance procedure.

The Office of Human Resources will consult with the supervisor regarding the appropriate
procedures and documents to be used in the process.

Employee Complaint (Grievance) Rrecedure
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Reference: Board Policy 4271 Employee Complaint (Grievance)

Staff Gifts

Reference: Board Policy 4223 Staff Misconduct Reporting and Rule 4223 Guidelines for Reporting Staff
Misconduct

Leadership Called Meetings

Employees are expected to attend all established staff meetings and professional learning opportunities
as it relates to District/school mission and goals, unless otherwise notified by a supervisor.

Teacher Planning and Collaboration Time

The District believes that preparation time for teachers is important for planning and collaborating within
their building. Therefore, it is the expectation that building principals, working with the teaching staff,
identify regularly scheduled preparation time for all teaching staff. Given the variance in building
programs, the time may not be exact from building to building. Additional information regarding
collaboration time may be found on the School Leadership website: https://www.kusd.edu/wp-
content/uploads/2023/04/CTPL-FLIER-2023.pdf.

Violence in the Workplace
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Reference: Board Policy 4112 Violence in the Workplace

Employee Information Boards

The District maintains bulletin boards for the purpose of posting official District communications. No
employee or non-employee may post anything on the official District bulletin boards. No posting may be
removed, rearranged, altered, or otherwise obscured except with the express permission of the Office of
Human Resources.

Anti-Graffiti

Unauthorized graffiti on District property and equipment degrades the work environment for all
employees and students, is costly to remove, and exposes the District to potential liability. Additionally,
the unauthorized creation of graffiti may be a criminal offense.

For the purpose of this document, “graffiti” means any inscription, word, figure, drawing or design which
is marked, scratched, etched, drawn or painted with any substance, including, but not limited to, paint,
ink, chalk or lead on any District property or the property of any other person or entity located on District
premises.

No employee shall create graffiti on, or otherwise deface, any District property or equipment, or the
property or equipment of any other person or entity located on District premises, without the District’s
authorization.

Any employee found to be in violation may be subject to discipline up to, and including, termination.

Any employee who creates graffiti which is of a sexual or pornographic nature, or which references a
person’s or group of persons’ protected status, such as sex, color, race ancestry, religion, national origin,
age, physical or mental handicap, medical condition, disability, marital status, veteran status, citizenship
status, sexual orientation, arrest record, conviction record or other protected group status, shall be
subject to discipline of no less than a three-day suspension up to discharge.

Employees in violation of this document may also be subject to prosecution under applicable criminal
laws. Any employee who observes, or has knowledge of, anyone violating this policy shall immediately
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report such information to the Office of Human Resources or their supervisor or shall be subject to
discipline.

Any employee who observes graffiti on District property shall immediately report such graffiti to the Office
of Human Resources or their supervisor so that the graffiti can be promptly removed.

Searches

Consistent with applicable law, searches may be conducted at any time either with or without notice. The
District may inspect both District property and employee property, including but not limited to desks,
computers, lockers, file cabinets, storage cabinets, or drawers and closets. District employees should not
have any expectations of privacy in these areas. Additionally, consistent with applicable law, employee
clothing, purses, brief cases, tote bags, lunch bags or buckets, backpacks, duffel bags, tool boxes and
employee vehicles parked on District property may be inspected.
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EMPLOYEE ACKNOWLEDGEMENT

Employees must acknowledge receipt and review of the Kenosha Unified School District Employee
Handbook. The handbook is accessible via the District’s intranet. The intranet is accessible on the District
website under the staff button.

My signature below indicates | agree to read the Employee Handbook and abide by the standards, policies
and procedures defined or referenced in this document. It is also important to know that additional
regulations, policies and laws are in the Board Policies. The Employee Handbook and Board Policies can
be found online via the District’s website and intranet. The information in this Handbook is subject to
change. | understand the changes in the District policies may supersede, modify or eliminate the
information summarized in this handbook. As the District provides updated policy information, | accept
responsibility for meeting and abiding by the changes.

| understand that the Handbook does not constitute an employment contract or alter my status as an at-
will employee. This is only applicable to the employees who do not possess an individual contract. |
understand that nothing in this Handbook is intended to confer a property interest in my continued
employment with the District beyond the term of my current contract (if any). | understand that | have
an obligation to inform the Office of Human Resources and my supervisor of any changes in my personal
information, such as phone number, address, etc. These personal data changes may be updated using
Employee Online.

| also accept responsibility for contacting my supervisor if | have any questions, concerns or need further
explanation. My signature on this form acknowledges that | agree that | am legally responsible for any
fines or fees charged to the District incurred by me (an example may be traffic citation, e.g. parking ticket,
received as a result of my operation of a District motor vehicle) or reduction in salary for breach of
contract. If any contractual relationship between the District and an employee (or group of employees)
conflict with any provision of the Handbook, the contract shall govern with respect to that issue.

Printed name Signature

Date
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