
 

 
 
 
 
 
 
 
 
 
 
 

 

 

 
 
 
 
 
 
 

 
 
 

BOE Approved:  May 16, 2022 

 

 



2 

 

 

 
Table of Contents 

SCHOOL DISTRICT OF BLACK RIVER FALLS 
TEACHER HANDBOOK

 

Accident/Incident Reports .......................................................................................................................... 4 
Annual Human Resources Notices ............................................................................................................. 4 
Assignments, Transfers, and Vacancies ...................................................................................................... 6 
Attendance, Absenteeism and Tardiness for Teachers ............................................................................... 6 
Background Checks .................................................................................................................................... 8 
Bereavement Leave ..................................................................................................................................... 8 
Catastrophic Leave Bank ............................................................................................................................ 8 
Dental Insurance ....................................................................................................................................... 11 
Direct Deposit ........................................................................................................................................... 11 
Discipline, Termination and Non-Renewal .............................................................................................. 12 
Dress Code ................................................................................................................................................ 12 
Drug- and Alcohol-Free Workplace ......................................................................................................... 12 
Duty-Free Lunch for Teachers .................................................................................................................. 13 
Emergency Leave ...................................................................................................................................... 13 
Employee Grievance Policy and Procedure .............................................................................................. 14 
Employee Grievance Form ....................................................................................................................... 18 
Employee Identification Badges ............................................................................................................... 19 
Employee-Student Relations ..................................................................................................................... 19 
Family and Medical Leave Policy ............................................................................................................ 19 
Food Services Account Balances .............................................................................................................. 27 
Health Examinations ................................................................................................................................. 27 
Health Insurance ....................................................................................................................................... 28 
Inclement Weather and School Closing .................................................................................................... 29 
Investigations ............................................................................................................................................ 30 
Job Sharing. ............................................................................................................................................... 30 
Jury Duty Leave ........................................................................................................................................ 30 
Licensure and Certification ....................................................................................................................... 30 
Life Insurance ........................................................................................................................................... 31 
Liquidated Damages ................................................................................................................................. 31 
Long-Term Disability Insurance ............................................................................................................... 31 
Military Leave ........................................................................................................................................... 31 
Normal Workload for Teachers ................................................................................................................ 32 
Obligation to Report Criminal Record ...................................................................................................... 33 
Paid Holidays ............................................................................................................................................ 33 
Parking ...................................................................................................................................................... 34 
Payroll ....................................................................................................................................................... 34 
Personal Leave .......................................................................................................................................... 34 
Personal Spaces – Desks and Lockers ...................................................................................................... 35 
Personnel Records ..................................................................................................................................... 35 
Political Activity ....................................................................................................................................... 35 



3 

 

Professional Development ........................................................................................................................ 36 
Prohibition Against Work Stoppage ......................................................................................................... 37 
Reduction in Professional Staff ................................................................................................................ 37 
Reimbursement for Costs .......................................................................................................................... 37 
Retirement Provisions ............................................................................................................................... 38 
Short-Term Disability Insurance ............................................................................................................... 38 
Sick Leave ................................................................................................................................................. 38 
Unpaid Leave of Absence ......................................................................................................................... 39 
Use of School Facilities ............................................................................................................................ 40 
Wisconsin Bone Marrow and Organ Donation Leave Act ....................................................................... 42 
Wisconsin Retirement System (WRS) ...................................................................................................... 43 
Workers Compensation ............................................................................................................................. 43 
Workplace Safety ...................................................................................................................................... 43 
ACKNOWLEDGMENT OF RECEIPT ................................................................................................... 45 



PERSONNEL POLICIES 
 

This handbook has been prepared to acquaint teachers with various employment-related 
policies in the School District of Black River Falls. For purposes of this handbook, the term 
“teachers” includes all regular full-time and regular part-time classroom teachers, LMC 
Director, School Counselor, and Reading Specialist employed in the District, but excluding 
substitute employees, limited term employees, temporary employees, students, support staff, 
support services, supervisory, managerial and confidential employees. In addition, throughout 
this handbook, the terms “teachers,” “employees,” and “professional staff” are used 
interchangeably. 

 
ACCIDENT/INCIDENT REPORTS 

 
When observing a student accident or injury, a completed student accident report form should 
be submitted to the principal/supervisor within twenty-four hours or the next scheduled District 
workday, as appropriate. Additionally, employees should follow the established procedures for 
reporting work-related injuries and illnesses. Employees are required to notify their supervisor 
and immediately call the nurse triage line after a work-related injury or illness occurs. In cases 
of emergent care, employees must notify their supervisor immediately, seek medical care, and 
contact the nurse triage line as soon as practicable. The District’s established procedures for 
reporting work-related injuries and illnesses are posted in employee work rooms or lounges and 
in the office of each work location. 

 
ANNUAL HUMAN RESOURCES NOTICES 

 
1. HIPAA Privacy Notice 

 
Participants in the District’s flex spending plan/cafeteria plan, which includes 
the District’s health and dental insurance plans, should be aware of the District’s 
HIPAA Privacy Policies. 

 
School Board Policy 523.5 HIPAA and Policy 523.5-Exhibit A outline the 
District’s “Notice of HIPAA Privacy and Security Practices” and can be found 
on the District’s website under District Info/Board Policies. 

 
2. Other Post Employment Benefit Trust (OPEB) 

 
Post-employment benefits are benefits paid to employees after their retirement 
date and result from services rendered during employment. Post-employment 
benefits include pension and non-pension benefits, such as health benefits. In 
June of 2007, the District established an irrevocable trust as a vehicle to invest 
funds for future post-employment benefit obligations for current employees 
who may become eligible for these benefits. Funds invested in the Trust may 
accumulate interest earnings as well. The financial information regarding the 
Trust is reported in our 
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annual report each year and shared at the Annual Meeting of the Electors. Employees 
who would like a full copy of the Trust document should contact the District Office. 

 
3. 403(b) Tax Sheltered Annuity (TSA) Universal Availability 

 
The District maintains a list of the approved providers for tax sheltered annuities. 
Staff can view the provider list, set up an account, or make salary reduction changes 
to a current account by completing a salary reduction agreement form, via a link on 
the District’s website on the Human Resources page or may contact the Human 
Resources Department at the District Office at ext. 1002 with specific questions. 

 
4. Fraud Policy 

 
The District is committed to protecting the financial assets of the District and has an 
established policy and rule for staff should they need to report a fraudulent act. The 
Fraud Reporting Policy 669 and Fraud Reporting Procedures Rule 669 can be found 
on the District website under District Info/Board Policies. 

 
5. Recording of District Meetings (School Board Policy 382) 

 
No student, nor anyone representing the student, may make audio or video recordings 
of school meetings that involve District employees unless the person making the 
recording (1) has obtained administrative-level approval to record the meeting, and 
(2) no later than the start of the meeting, has informed the staff members and others 
who are in attendance that the meeting is being recorded. 

 
If a request to record a meeting is not made sufficiently far in advance for the District 
to assess and respond to the request before the meeting is scheduled to begin, then 
options that may be considered include: 

1. Offering to hold the meeting as scheduled, but without any recording. 
2. Offering to reschedule the meeting, if practical, to a later date/time. 
3. If the request relates to an individual who clearly has exceptional needs and 

all agents and employees of the District who will be attending the meeting, 
or who are actually in attendance, consent to the recording, then the 
meeting may be held as scheduled and recorded. 

 
6. The Director of Business Services has been designated as the Title IX Coordinator 

for any complaints or reports of sexual harassment within the District. Any person 
(including a witness or other person who has not been harmed/victimized by the 
alleged conduct or challenged policy) may report a concern or allegation of 
prohibited discrimination or prohibited retaliation to either the District Title IX 
Coordinator or to the District Administrator. Please refer to School Board Policy 112 
“Non-Discrimination in District and District Programs, Activities, and Operations”. 
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ASSIGNMENTS, TRANSFERS, AND VACANCIES FOR TEACHERS 
 

When a teaching position becomes vacant (as determined by the District) or when the District 
creates a new teaching position, the District may simultaneously post the position both internally 
and externally.  The vacancy notice will be emailed to all staff members and posted on the District’s 
website.  Internal teaching staff members may apply for posted positions. The District retains the 
right to hire internal or external candidates for positions, and assign and transfer internal candidates 
to positions, at its discretion. Involuntary transfers may only occur in the teacher’s area of 
certification. 

 
If the District is displacing a teacher due to budget reductions, low enrollment, or for another reason, 
that displaced staff member will have the first opportunity to post into internally posted positions 
for which they are qualified. 

 
If the District is not displacing a current staff member, the following procedures will be followed: 

1. Positions will be posted internally and externally concurrently for vacancies. 
2. They will be posted for a minimum of five (5) working days except openings after August 

1st. After this date positions may be posted until filled. 
3. Positions will be posted in every building (except during summer months) and on District 

website. 
4. Employee Interested in Position: 

a. If posted position is within the building you are currently assigned, you should 
contact Human Resources at ext. 1002 to express interest. 

b. If posted position is outside of the building you are currently assigned, you will need 
to submit a letter of interest to highlighting your experience and qualifications for 
the new area of interest. It is always in your best interest to provide additional 
information to the screening committee that you are applying to. Not all members of 
the screening committee will have a working knowledge of your employment 
highlights. If you are applying for an administrative position, we ask that you utilize 
the WECAN system so that all applicants can be reviewed thoroughly by the entire 
screening committee. 

 
ATTENDANCE, ABSENTEEISM AND TARDINESS FOR TEACHERS 

It is our expectation that all staff will work from their assigned building locations.  There may be 
unique circumstances in which a different arrangement is made based on what will serve our 
students best.  Any decision regarding the ability to work from home will be based on whether the 
primary responsibilities of the position can be fulfilled.  When the primary responsibilities require 
regular interactions, answering phones, greeting visitors, one-to-one support of students, 
transporting students, facility cleaning and maintenance, supervising students, or preparing school 
meals, it has been determined that it is not possible to do these duties offsite.  Any requests to work 
off site must be pre-approved by the employee’s immediate supervisor. 

The success and efficiency of the District relies on the timely and consistent attendance of its 
employees. Regular and reliable attendance are essential functions of the position of teacher in the 
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District. 

Teachers must notify their building principals of any absence or departure from scheduled work 
hours through compliance with the provisions described in the policy relating to the reason for the 
absence. Certain absences require prior approval; all absences or departures from scheduled work 
hours require teachers to provide their building principals with prior notification that they will be 
absent for all or part of their regularly scheduled work days. Frontline and/or Skyward are to be used 
by employee for such absences. 

Teachers are professionals. They deserve a profession that expects excellence and school leaders 
who offer honest assessments of their strengths and weaknesses, helpful feedback, and a 
commitment to their development. It is also understood that professionals sometimes need 
flexibility in their work days. This means that when activities a teacher may have a need to 
participate in, they are provided the flexibility to do so. Such activities may include, but are not 
limited to; making a student home visit, attending a doctor appointment, attending a personal 
business meeting. Teachers are encouraged to work with their principal and colleagues regarding 
class coverage during this approved absence. Absences of this nature are not expected to exceed 
forty-five (45) minutes in duration. Abuse or misuse of this flexible work schedule may result in 
the District determining that a teacher is no longer granted such flexibility. It may also result in 
disciplinary action, up to and including termination. 

Black River Falls’ teachers work professional hours, in a work-day filled with a variety of teaching, 
learning, reflecting, coaching, and leading experiences in efforts to continuously improve their 
practice and to have a positive impact on student achievement. This means that the regularly 
scheduled hours, which are set by administration, are printed in each building’s handbook. 

As professionals, active participation in IEP meetings is an obligation for all general education and 
special education teachers.  The law requires that schools provide IEP meeting opportunities that 
work for the parents.  While every effort is made to schedule these meetings embedded into the 
work day, there are times when after school meetings must happen.  In order to meet the legal 
requirements, the general education teacher must be present for the entire IEP meeting, not simply 
deliver their information and be excused from the meeting.  Special education teachers will work 
to rotate the participation of general education teachers wherever possible.  Teachers may submit a 
one time pay request for IEP meeting attendance scheduled prior to 7:00 am or after 5:00 pm.  If a 
teacher is scheduled to be at an IEP meeting and needs to be absent from work, that teacher should 
notify the special education teacher and their administrator that they will need coverage for the IEP 
meeting. 

Teachers also have expectations of additional hours after the typical schedule as the job requires; 
where teachers are an active participant with parents, students, and community members. Examples 
would include: holiday activities, fine arts nights, open houses, family nights, and specific building 
activities. These events are not on a regularly scheduled basis. 

 
Teachers will be considered tardy if they arrive at work after the start of their regularly scheduled 
work days without a valid reason for their late arrivals, as determined by the District, and prior 
notification to their building principals. Teachers who are absent for part or all of a regularly 
scheduled work day without prior notification to their building principals, and approval from their 
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building principals when required by policy, will result in said absences being considered 
unexcused. 

 
BACKGROUND CHECKS 

 
Prior to approving a recommendation to hire an applicant, the District shall conduct a criminal 
background check through a third party on a national basis to determine if the applicant has any 
criminal record. Upon receipt of the background check report, the District may seek additional 
information before either approving or rejecting the application for employment, in compliance 

with applicable laws. 
 

The District may conduct criminal background checks on current employees. 
 

BEREAVEMENT LEAVE 
 

A teacher may use up to fifteen (15) days of accumulated sick leave for bereavement in the case 
of the death of his/her spouse or child. 
 
A teacher may use up to five (5) days of accumulated sick leave for bereavement in the case of the 
death of his/her parent or step-parent. 
 

A teacher may use up to three (3) days of accumulated sick leave in the case of the death of a 
member of his/her immediate family, including, brother(s), sister(s), grandparent(s), sister(s)-in- 
law, brother(s)-in-law, grandchild(ren), father-in-law, mother-in-law, son(s)-in-law, and 
daughter(s)-in-law. 

 
A teacher may use one (1) day of accumulated sick leave per year for bereavement for the death of 
any person not listed in one of the above categories. 

 
A teacher who needs to use additional leave beyond that provided in this policy may be granted 
personal leave and/or unpaid leave upon request and at the discretion of the Superintendent. 

 
CATASTROPHIC LEAVE BANK 

 
The School District of Black River Falls has established a Catastrophic Leave Bank (CLB) for all 
eligible voluntarily participating employees who have exhausted all of their accumulated sick leave 
and meet the definition for a catastrophic illness or injury. For the purposes of this policy, a day 
equals the average number of scheduled work hours per day of the participant. 

A. Catastrophic Leave Review Committee: 

A Catastrophic Leave Review Committee shall be established to review all applications for 
obtaining additional sick leave days from the Catastrophic Leave Bank (CLB). This 
committee will be appointed by the Superintendent or his/her designee. 

 
1. Be comprised of nine (9) members and include one (1) representative who is a 
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member of the CLB from each of the following groups: teacher, support staff, 
support services staff, and administrative staff. Any employee not in one (1) of the 
above groups will be assigned a group by the Superintendent. 

 
2. The term of office shall be limited to three (3) years. Initially the members selected 

will draw one, two (2), or three ( 3 ) year terms. Each year two ( 2 ) members will 
leave the committee and two (2) new members will be chosen to join the committee. 

 
3. No committee member shall rule on any usage application of his/her own or of a 

relative. 
 

4. A majority of committee members must vote on the request. A majority of the voting 
members would indicate the action. Any tie vote of the committee will be considered 
an “approved” vote. 

 
5. The committee shall review any documents and information it deems pertinent to 

the application. 
 

6. The Superintendent shall appoint a District Office designee to direct and administer 
the program. 

B. Definition of a Catastrophic Illness: 

A Catastrophic Illness is defined as any illness or injury to an employee which is 
unavoidable and diagnosed and certified by a physician as rendering the employee unable 
to work or affecting a member of the employee’s immediate family who has a serious health 
condition requiring personal care by the employee. The illness or condition is expected to 
last at least thirty (30) contract days in duration. The illness/injury must affect the entire 
family (i.e., heart attack, cancer, car accident). These conditions would not include a normal, 
healthy pregnancy. 

Use of the Catastrophic Leave Bank (CLB) does not have to be consecutive days (i.e., 
treatments for cancer). If a staff member is on Long-Term Disability Insurance (LTD), they 
would NOT qualify for use of the leave from the leave bank. Each case must be examined 
and decided based on its conformity to policy intent and must be handled consistently and 
equitably. We understand that this type of leave will rarely be applied for. Please realize 
that just because a person applies, it doesn’t necessarily mean that the request will be 
approved. 

C. Eligible Employees: 

All employees of the School District of Black River Falls are eligible to voluntarily 
participate in the benefit. The program will exist provided that at least one-third of those 
eligible participate in the program. 

D. Immediate Family for the Catastrophic Leave Bank means: 

Employee’s spouse, child (step), and parents (step and in-laws). 
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E. Enrollment Procedures: 

An employee may enroll within thirty (30) calendar days of employment or by September 
30th each year for existing employees. 

All Black River Falls School District (BRFSD) employees are eligible. The District 

requests a minimum voluntary contribution of (2) days of sick leave upon joining and one 
or two days thereafter whenever an assessment is required. Any time the Bank falls below 
six hundred (600) hours, all participating members must contribute one (1) or two (2) days 
to stay in the Bank. The CLB Committee will determine the number of days assessed. 
The donated days of leave will be deducted from the donor’s allocated days of sick leave. 
Any member not having a day accumulated at that time must commit a day from their next 
year’s allotment. The sick leave bank will allow the accumulation of days to a maximum 
of four hundred (400) days. The exception to this would be for the enrollment of new 
participants. Any employee that enrolls is considered a member of the bank until an 
additional day is requested and the employee chooses not to make the required contribution. 
Upon the refusal of the requested donation the employee is no longer a member of the 
catastrophic leave bank. 
 

F. Qualifying Criteria: 

The requesting employee shall: 
 

1. Have used all accrued paid leave. 
 

2. Be permitted to withdraw a maximum of sixty (60) contract days from the 
CLB in any given school year. 

 
3. Not be receiving worker’s compensation or long-term disability. 

 
4. Provide sufficient medical certification, renewing such certification every 

thirty (30) contract days during absence. The certification must verify the 
severity or extraordinary nature and expected duration of the employee’s or 
immediate family member’s condition. 

G. Process: 

As early as possible, an eligible employee who anticipates a need to use the Catastrophic 
Leave Bank (CLB) must submit an “Application to Receive Catastrophic Leave” form and 
“Certification of Physician” form. 

 
1. Days from the CLB may be taken in whole days only. 

 
2. Participation is restricted to those eligible employees who have contributed to the 

CLB. 
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3. Application forms may be obtained from the principal at each school. 
 

4. The first ten (10) consecutive contract days of illness or disability will not be 
covered by the CLB, but must be covered by the bank member’s own accumulated 
leave or leave without pay. 
 

5. It must be anticipated that the absence will be for more than thirty (30) contract days. 
 

6. A member of the CLB will not be able to use CLB benefits until the employee’s 
sick leave declines to zero (0). 

 
7. Days drawn from the CLB for any one period of eligibility do not need to be 

consecutive and additional periods of disability resulting from recurrences or 
relapse of the original illness will be covered fully on a continuing basis up to the 
annual maximum of sixty (60) days. 

 
H. Termination: 

 
Upon termination of employment or withdrawal from membership in the CLB, a 

participating member may not withdraw the days he/she has contributed to the CLB. Upon 
termination of the program by the Board of Education, the remaining hours in the CLB of 
the active participants will be returned to the active participants. Any hours remaining from 
inactive participants will be forfeited. 

 
DENTAL INSURANCE 

The District will provide a dental insurance plan to eligible teachers. To be eligible for single or 
family dental insurance, employees must work a minimum of thirty (30) hours per week. 

The District will contribute fifty percent (50%) of the monthly single premium or fifty-three percent 
(53%) of the monthly family premium for all eligible full-time employees electing dental insurance. 

The District will contribute fifty percent (50%) of the monthly single premium or a pro-rated share 
of the premium for family coverage for part-time teachers. The pro-ration will be based on their 
pro- rated contract and then applied to the fifty-three percent (53%) contribution. 

If both spouses are employed by the District, only one (1) family plan or two (2) single plans will be 
provided. 

 
DIRECT DEPOSIT 

 
The District will pay employees through direct deposit to an account at a financial institution of the 
employee’s choice. Employees will provide the District office with information needed to 
accomplish the direct deposit payroll process. Employees must enroll in direct deposit within fifteen 
(15) calendar days of the time of hire or rehire. Employees must participate in the direct deposit 
payroll process as a condition of new or continued employment unless otherwise prohibited by law. 
Only one (1) financial institution account number may be selected for direct deposit for the 
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employee. The direct deposit information will be accessible to each employee on each pay date. 
 

Changes to information regarding direct deposit shall be received by the District office at least 
fifteen (15) calendar days prior to the date of the change. The District will not be responsible for 

deposits made to a former account where the request for the change has not been timely provided 
to the District office. 

 
DISCIPLINE, TERMINATION AND NON-RENEWAL 

 
A teacher may be disciplined, up to and including termination, for reason(s) that are not arbitrary, 
capricious or discriminatory. The Superintendent or his/her designee may impose discipline upon 
a teacher and recommend termination of a teacher to the Board of Education. 

 
A teacher’s contract may be non-renewed for a reduction in force, for not meeting performance 
expectations and/or for disciplinary reasons. The reason(s) for such a contract non-renewal may 
not be arbitrary, capricious or discriminatory. Teacher contract renewals and non-renewals are 
subject to the procedures set forth in Wis. Stat. §118.22 or to another procedure set forth in the 
teacher’s individual contract. 
 

DRESS CODE 
 
The image and representation of the District is reflected by the employees, the way they represent 
themselves, and their appearance. The District expects that all staff will dress in professional business 
casual attire appropriate for their position.  Business casual attire is clothing that is less formal than 
traditional business wear, but is still intended to give a professional business-like impression.  
 
Certain days may be designated as special days (e.g., Homecoming week) by the superintendent or 
immediate supervisor. On such days, the superintendent or immediate supervisor may relax the 
dress code and allow all staff members to show their Tiger Pride or other appropriate dress up day 
attire.  Please review THIS LINK online as a guide to what defines business casual attire. 

 
DRUG- AND ALCOHOL-FREE WORKPLACE 

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

The manufacture, distribution, dispensation, possession, use of or appearance under the influence of 
alcohol, illegal drugs, inhalants, controlled substances or substances represented to be such, or 
unauthorized prescription medication, is prohibited in and on all property owned and operated by the 
District including vehicle, at District activities or while chaperoning students on District-sponsored 
trips. 

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

 
DUTY FREE LUNCH FOR TEACHERS 

All teachers shall receive a thirty (30) minute duty free lunch break. 

LEGAL REF: Wis. Stat. 118.235 

EMERGENCY LEAVE 
 
The Superintendent, upon recommendation from a building principal, may, at his/her discretion, 
grant a teacher the use of emergency leave for emergencies that are not covered by any other paid 
or unpaid leave policies and which prevent said teacher from completing his/her regularly scheduled 
work responsibilities. Teachers may be granted up to five (5) days of emergency leave per school 
year to be deducted from their accumulated sick leave. 
 
A teacher who needs to use emergency leave must notify his/her building principal as soon as 
possible and no later than twenty-four (24) hours before emergency leave is taken. A building 
principal may waive a teacher’s obligation to provide such notice, at his/her discretion, under 
appropriate circumstances. 
 
 



14  

School District of Black River Falls 

School Board Policy 527 

Employee Grievance Policy and Procedure 
 

It is the policy of the District to treat all employees equitably and fairly in matters affecting their 
employment.  Each employee of the District shall be provided an opportunity to understand and 
resolve certain matters affecting employment that the employee believes to be unjust.  This 
section shall apply to all regular full-time, part-time, limited, temporary, and seasonal 
employees. 
 
This procedure is available in the case of any employee’s disagreement with discipline or 
termination of employment, as well as any matter relating to workplace safety. 
 
A grievance shall mean a dispute concerning an employee’s discipline or termination of 
employment, as well as any matter relating to workplace safety. 
 
A grievance shall mean a dispute concerning an employees’ discipline or termination of 
employment, or a dispute concerning workplace conditions that affect workplace safety.  Only 
one subject matter shall be covered in any one grievance.  A written grievance shall contain: 
 

a. the name and position of the grievant: 
 

b. a clear and concise statement of the grievant, including the category of the 
grievance (i.e., employee termination, discipline, or workplace safety): 

 
c. the issue involved: 
 
d.   the relief sought: 
 
e.   the date the incident or violation took place: 

 
f.    the specific section of the Policy Manual alleged to have been violated: 
 
g.   the signature of the grievant and the date. 

 
All employee grievances must be filed by the aggrieved employee(s).  The grievance must be 
filed within seven (7) days after the employee knew or should have known of the cause of such 
grievance.  The following procedures shall be followed: 

 
a. Principal/Supervisor: 

Any employee that believes s/he has a matter subject to the grievance procedure 
shall present the grievance to his/her immediate supervisor.  If applicable, the 
employee shall perform the assigned task and grieve later.  The 
Principal/Supervisor shall, within seven (7) days, inform the employee in writing 



15  

of his/her decision. 
 

b. District Administrator: 
In the event the Principal’s/Supervisor’s decision does not resolve the problem, the 
employee may, within 7 days of the date the Principal’s/Supervisor’s written 
decisions is issued, present his/her grievance in writing to the District 
Administrator.  This grievance shall fully state the details of the problem and 
suggest a remedy.  The District Administrator shall, within seven (7) days of receipt 
of the grievance, meet and discuss the grievance with the employee and then reply 
in writing within ten (10) days.  This step does not apply to any grievance related 
to action by the Board that directly affects the grievant. 

 
c. Hearing Before an Impartial Hearing Officer: 

In the event the matter is not resolved to the employee’s satisfaction by the District 
Administrator, the employee may, within seven (7) days of the date of the written 
decision of the District Administrator, request in writing that the matter be referred 
for a hearing before an impartial hearing officer.  The Board of Education shall 
appoint a hearing officer for the purpose of conducting the hearing.  If the District 
Administrator denies the grievance based on whether the grievance is timely or 
relates to a covered matter (i.e. workplace safety, discipline, or termination), the 
matter shall be referred to the Board for determination of whether the grievance 
may proceed.  If the Board determined that the grievance may proceed, it will then 
be referred to the Impartial Hearing Officer.  The Board may appoint a hearing 
officer or panel of potential hearing officers from which to select an officer for this 
purpose either on an ad hoc basis or by resolution adopted for a school year and 
delegate to the District Administrator the responsibility to arrange for such hearing 
with one of the selected officers.  Each grievance shall be heard by a single hearing 
officer and such hearing shall be private.  The employee and the District may 
present witnesses, and each side may select one individual to attend the hearing as 
a representative. 

 
Any employee representative selected shall be at no expense to the District. 

 
The Hearing Officer may only consider the matter presented to him/her in the initial 
grievance filled by the employee. The decision will apply exclusively to the 
employee presenting the grievance.  The Impartial Hearing Officer shall have 
authority to run the hearing, including administering oaths, admitting evidence into 
the record, providing for transcription, etc.  The Officer may not modify any Board 
Policy and pay not issue decisions on matters not presented to the 
Principal/Supervisor in the initial grievance.  Any fees or costs charged by the 
impartial hearing officer shall be paid by the District. 

  
 
 

d. Board: 
In the event that either party is dissatisfied with the hearing officer’s decision, that 
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party may within ten (10) days, present the grievance in writing to the Board, who 
shall consider the matter within thirty (30) days after its receipt, unless postponed 
by mutual agreement.  The Board shall review the decision of the impartial hearing 
officer and may either issue a decision or determine that additional evidence or 
testimony is necessary and provide for a hearing for that purpose.  The Board’s 
decision shall be by majority vote of a quorum present, which shall be final. 

  
This procedure constitutes the exclusive process for the redress of employee grievances for the 
subject matter referred to herein.  However, nothing in the grievance procedure shall prevent any 
employee from addressing concern regarding matters not subject to the grievance procedure with 
administration and employees are encouraged to do so.  Matters not subject to the grievance 
procedure that are raised by employees shall be considered by administration which has final 
authority, subject to any applicable Board Policy or directive, to resolve the matter. 
 
Tim limits contained in this grievance procedure outlined above may be extended by mutual 
consent of the parties.  If any applicable time limit for advancing the grievance to the next step in 
the process is not met, the grievance shall be deemed resolved.  Each employee shall be afforded 
any opportunity to be represented at each step of the grievance procedure by a representative of 
the employee’s choice and at no expense to the District. 
 
Definitions: 
 a.  “Days” as used in this policy is defined as any day that the district is open. 
 

b.  “Employee Termination” as used in this policy section, shall not include the 
following: 

 Layoffs: 

 Workforce reduction activities: 

 Voluntary termination including, without limitation, quitting or 
resignation: 

 Job abandonment: 

 End of employment due to disability, lack of qualification or licensure or 
other inability to perform job duties: 

 Retirement: or 

 Any other cessation of employment not involving involuntary termination. 

  
c.  “Employee discipline” as used in this policy shall include any employment action that 
results in disciplinary action, which typically involves any four (4) steps:  verbal 
reprimand, written reprimand, suspension with or without pay, and termination of 
employment. 
 
“Employee discipline”, as used in this policy, shall not include the following: 
 

 Plans of correction or performance improvement: 

 Performance evaluations or reviews: 
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 Documentation of employee acts and/or omissions in an employment file: 

 Administrative suspension with pay pending investigation of alleged misconduct 
or nonperformance: 

 Non-disciplinary wage, benefit or salary adjustments: 

 Other non-material employment actions: 

 Counseling meetings or discussions or other pre-disciplinary action: or 

 Demotion for reasons other than discipline, transfer or change in assignment. 
 
The term “workplace safety” as used in this section means any alleged violation of any standard 
established under state law or rule or federal law or regulation relating to workplace safety. 
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EMPLOYEE GRIEVANCE FORM 

Employee Name: Date: 

 
Please identify the category of your grievance (circle one): 

Termination Discipline Workplace Safety 
 

Are you an employee with a contract? Yes □ No □ 
 

Describe your attempts to resolve your complaint informally (if applicable). 
 
 
 
 

 
 

Identify the facts that support your grievance. 
 
 
 
 

 
 

 
 

 
 

Specify the policy(ies), rule(s), regulation(s), and/or law(s) that you believe has/have been 
violated. 

 
 

 
 

 
 

Describe the relief that you are requesting. 
 
 
 
 

 
 

If you require additional space, please attach additional sheets to this form. 
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EMPLOYEE IDENTIFICATION BADGES 
 

The District shall provide employees with an employee identification badge. Employee 
identification badges are an important part of employee work attire. They allow students, parents, 
co-workers, vendors and the public to know who employees are. They are an important part of 
providing a secure environment for our students. Employees must properly display their employee 
identification badges in a visible spot on their person during their contracted work time (i.e. by using 
a lanyard to hang around the neck). 

 
EMPLOYEE – STUDENT RELATIONS 

The District requires that all employees maintain professional and ethical relationships with students 
that are conducive to an effective and safe learning environment. Employees must exercise good 
judgment and professionalism in all interpersonal relationships with students and establish 
appropriate personal boundaries with students. 

 
Boundary breaches involve an employee engaging in conduct that unnecessarily and inappropriately 
intrudes upon a student’s private life and physical and emotional self. 

 
Employees shall not engage in the following inappropriate behaviors, which include, but are not 
limited to: engaging in peer-like behavior with students; favoring certain students by giving them 
special privileges; initiating or extending contact with students beyond the school day for personal 
purposes; using e-mail, text messaging, websites, or any other form of electronic communication to 
discuss adult personal topics or interests with students; taking students on personal outings even with 
the parents’ permission; talking to students about the employee’s problems; dating students; giving 
personal gifts or money to a student for no legitimate reason; providing alcohol or drugs to students; 
and engaging in sexual relationships with students. This list of inappropriate behaviors is not 
intended to prohibit appropriate adult-child interaction in contexts including, but not limited to, the 
employee’s role as a parent, neighbor, or community volunteer. 

 
The District will investigate all reports, including anonymous reports, of inappropriate behavior. 
Investigations of allegations of inappropriate employee-student relations shall follow the procedures 
utilized for complaints of harassment within the District. 

 
The Board of Education prohibits any retaliatory behavior directed against complainants, victims, 
witnesses, and/or any other individuals who participate in the investigation of allegations of 
inappropriate employee-student relations. Any act of retaliation is subject to appropriate disciplinary 
action by the District. 

 
Allegations waged against staff members that are determined to be false will be dealt with through 
legal authorities. 

 
FAMILY AND MEDICAL LEAVE POLICY 

 
The School District of Black River Falls complies with the provisions of the Federal and State 
Family and Medical Leave laws. Employees may be eligible for family and medical leave under 
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the Federal Family and Medical Leave Act of 1993 (“FMLA”), the Wisconsin Family and Medical 
Leave Act (“WFMLA”), or both. There are different eligibility requirements for these laws, different 
rights under the laws, and different procedural requirements for employees to follow. The purpose 
of this policy is to briefly describe some of the employees’ rights and responsibilities under these 
laws; however, this policy does not, nor is it intended to, spell out every right and responsibility 
under the two laws. If an employee has any questions or desires additional information, the employee 
should contact the human resources department. Copies of the WFMLA and FMLA notice posters 
are also attached at the end of this policy. 

 
Generally, an employee is eligible for leave under the FMLA Act after he/she has been employed 
by the School District for a total of at least twelve (12) months (not necessarily consecutive); and 
has worked at least one thousand two hundred fifty (1,250) hours during the previous twelve 
(12) months. Paid leave does not count toward the “1,250 hours worked” requirement. 

 

Generally, an employee is eligible for leave under the WFMLA after he/she has been employed by 
the School District for more than fifty-two (52) consecutive weeks; and has worked at least one 
thousand (1,000) hours during the preceding fifty-two (52) week period. Paid time off does count 
toward the WFMLA “1000 hours” requirement. 

 
If an employee is eligible for WFMLA and/or FMLA leave, the following describes some of the 
employee’s rights under the two (2) laws: 

 
● An eligible employee has a right under the FMLA for up to twelve (12) weeks of unpaid 

leave during a calendar year, for the birth or placement for adoption or foster care of a child, 
the serious health condition of the employee or the employee’s child, spouse or parent, or 
because of a qualifying exigency arising out of active duty or call to active duty of the 
employee’s spouse, son, daughter or parent. If the employee and the employee’s spouse are 
both eligible for FMLA leave and are both employed by the District, the employee and the 
employee’s spouse are eligible to take a combined total of twelve (12) weeks of leave during 
the twelve (12) month period for child rearing or a family member's serious health condition. 

 
● An eligible employee has a right under the FMLA for up to twenty-six (26) weeks of unpaid 

leave in a single twelve (12)-month period to care for a covered service member with a 
serious injury or illness. 

 
● An eligible employee has a right under the WFMLA, during each calendar year, for unpaid 

leave of up to six (6) weeks for birth or placement of a child for adoption; two (2) weeks to 
care for a child, spouse or parent with a serious health condition; and two (2) weeks for the 
employee’s own serious health condition. 

 
● If an employee’s leave qualifies under both laws (FMLA and WFMLA), it will be counted 

against his/her entitlement under both laws and shall run concurrently. 
 

● For school year employees, if the employee is on leave at the end of one (1) school year 
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and the beginning of another, the leave will be considered consecutive, not intermittent, and 
the employee will be provided with any benefits over the summer vacation that he/she would 
normally receive if the employee had been working at the end of the school year. Summer 
vacation is not counted against a school year employee's FMLA leave entitlement. 

 
● Instructional Employees. Special rules apply to “instructional” employees under the 

FMLA. The special rules affect the taking of intermittent leave or leave on a reduced leave 
schedule, or leave near the end of a semester. “Instructional employees” are employees 
whose principal function is to teach students in a class, small group, or individual setting, 
and includes athletic coaches, driving instructors, and special education assistants such as 
signers for the hearing impaired. It does not include assistants or aides who do not actually 
teach nor does it include auxiliary personnel such as counselors, psychologists, or curriculum 
specialists, or non-instructional support staff. The special rules for “instructional” employees 
include: 

 
▪ If an eligible employee needs intermittent leave or leave on a reduced leave schedule 

to care for a family member with a serious health condition, to care for a covered 
service member, or because of the employee’s own serious health condition, which 
is foreseeable based on planned medical treatment, and the employee will be on leave 
for more than twenty (20%) percent of the total number of working days over the 
period the leave would extend, in order to minimize the disruption to the educational 
process, the District may require the employee to choose either to: 

 
1. Take leave for a particular duration, not longer than the duration of the 

planned treatment. If the employee chooses this option, the entire amount of 
leave will be counted against his/her FMLA leave entitlement. 

 
2. Alternatively, the employee may transfer temporarily to an available 

alternative position, for which he/she is qualified, which has equivalent pay 
and benefits and which better accommodates recurring periods of leave. 

 
▪ If the employee does not give required notice of foreseeable leave to be taken 

intermittently or reduced leave schedule, the District may require the employee to 
take leave of a particular duration, or to transfer temporarily to an alternative position, 
or delay the taking of leave until the employee has given the necessary notice. 

 
▪ If the employee begins a leave more than five (5) weeks before the end of a semester, 

less than five (5) weeks before the end of a semester, and less than three (3) weeks 
before the end of a semester, special rules apply. 

 
▪ If the employee begins leave more than five (5) weeks before the end of a semester, 

the leave will last at least three (3) weeks, and the employee would return to work 
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during the three (3) -week period before the end of the semester, the District may 
require the employee to continue taking leave until the end of the semester. 

 
▪ If the employee begins leave during the five (5) -week period before the end of a 

semester because of the birth of a son or daughter; the placement of a son or daughter 
for adoption or foster care; to care for a spouse, son, daughter, or parent with a serious 
health condition; or to care for a covered service member, the District may require 
the employee to continue taking leave until the end of the semester if the leave will 
last more than two weeks, and the employee would return to work during the two (2) 
-week period before the end of the semester. 

 
▪ If the employee begins leave during the three (3) -week period before the end of a 

semester because of the birth of a son or daughter; the placement of a son or daughter 
for adoption or foster care; to care for a spouse, son, daughter, or parent with a serious 
health condition; or to care for a covered service member, the District may require 
the employee to continue taking leave until the end of the semester if the leave will 
last more than five (5) working days. 

 
▪ If the District requires the employee to continue taking leave to the end of the 

semester, only the period of leave until the employee is ready and able to return to 
work will be charged against the employee’s FMLA leave entitlement. However, the 
District will maintain the employee’s group health insurance and restore the 
employee to the same or equivalent job including other benefits at the conclusion of 
the leave. 

 
● For the purposes of the WFMLA and FMLA, “child” means a biological, adopted or foster 

child, step child, legal ward, or a child of a person having day-to-day care for the child. 
Also, the child must either be under age eighteen (18), or be eighteen (18) years or older 
and unable to care for him/herself because of a mental or physical disability or serious health 
condition. “Parent” means biological parent, foster parent, adoptive parent, step parent or 
an individual who was responsible for the day-to-day care of the employee when the 
employee was a child. While the FMLA does not include parents of spouses or domestic 
partners in the definition of “parent”, the WFMLA does. 

 
● An employee may substitute any paid leave for WFMLA leave and may substitute any paid 

leave for which he/she is qualified under the terms and conditions of the District’s paid leave 
policies for FMLA leave. As noted, in some cases, the District may require the employee to 
substitute paid leave for any portion of leave that is FMLA leave only. All substituted leave 
runs concurrently with WFMLA and FMLA leave. The terms and conditions of applicable 
sick/vacation/other leave usage are stated in the Board’s policies. If an employee has any 
questions about how these policies relate to each other and the WFMLA/FMLA, the 
employee should contact the human resources department. If the employee does not meet 
the requirements for taking paid leave, the employee may still be eligible to take unpaid 
WFMLA/FMLA leave. 
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● An employee may take the allotted WFMLA and/or FMLA leave on an intermittent or leave 
reduced work schedule basis only in certain circumstances: 

 
Under FMLA, the District is not obligated to grant intermittent leave unless the 
employee is requesting intermittent leave for his/her own serious health condition or 
to care for a family member with a serious health condition, and there is a medical 
need for such leave which can best be accommodated through an intermittent or 
reduced leave schedule. If an employee requests intermittent leave or leave on a 
reduced schedule, the District may require the employee to transfer temporarily to an 
available alterative position for which he/she is qualified and which better 
accommodates recurring periods of leave. The alternative position will have 
equivalent pay and benefits, but does not have to have equivalent duties. 

 
Under the WFMLA, an employee may take leave in increments equal to the shortest 
increment permitted by the District for any other non-emergency leave. Intermittent 
family leave must be scheduled so that it does not unduly disrupt the District’s 
operations. Intermittent leave for a serious health condition must be scheduled as 
medically necessary. 

 
● The District will maintain an employee’s group health insurance benefits during any period of 

WFMLA and/or FMLA under the same conditions as if the employee continued to work. 
 

● Upon an employee’s return from WFMLA/FMLA covered leave, the employee will be 
reinstated to the same job or, if that job is not vacant, an equivalent job with the same pay, 
benefits, and terms and conditions of employment. If the employee’s leave extends beyond 
the end of his/her allowable WFMLA/FMLA leave, these return rights provided by the 
WFMLA/FMLA laws will end. 

 
● If the employee does not return to work following FMLA leave for a reason other than: 

(1) the continuation, recurrence, or onset of a serious health condition which would entitle 
the employee to FMLA leave; (2) the continuation, recurrence, or onset of a covered service 
member’s serious injury or illness which would entitle the employee to FMLA leave; or 
(3) other circumstances beyond the employee’s control, the employee may be required to 
reimburse the District for its share of health insurance premiums paid on the employee’s 
behalf during the FMLA leave. 

 
● If an employee fails to return to work after the expiration of his/her WFMLA/FMLA leave, 

the employee will be subject to immediate termination unless an extension of such is granted 
by the Board or its designee. If the employee’s inability to return to work is due to the 
continuation, recurrence or onset of the employee’s own serious health condition, or of the 
serious health condition of the employee’s spouse, child or parent, the employee must submit 
a written request for such an extension as soon as the employee realizes that he/she will not 
be able to return at the expiration of the WFMLA/FMLA leave period. The District will 
consider each such request on a case by case basis. There is no guarantee that an extension 
will be granted. 
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If an employee needs to use leave under the WFMLA and/or FMLA, the employee must provide the 
District with proper notice of his/her intent to do so. While the time requirements differ under the 
FMLA and WFMLA, as a good rule of thumb, an employee should make every effort to provide as 
much notice as possible for foreseeable leave and should provide notice as soon as possible for 
unforeseeable leave. Under the WFMLA and/or the FMLA, employees are required to try to 
schedule foreseeable leave so as not to unduly disrupt the District’s operations. 

 
Under the FMLA, an employee must provide at least thirty (30) calendar days’ advance notice when 
the need for the leave is foreseeable. Under the WFMLA, advance notice of leave must be given in 
a reasonable and practicable manner. If the leave is not foreseeable, notice must be given as soon as 
practicable. The District will appreciate the employees providing as much notice as possible in all 
situations. The District reserves the right to deny leave if you fail to meet notice requirements. 

 
To request family or medical leave, an employee must submit a written leave request form to the 
human resources department. The leave request form is available from the human resources 
department or the District’s website at www.brf.org. If an employee does not specifically request 
family or medical leave, but requests leave for a reason that might qualify as family or medical leave, 
the District will provide the employee with a leave request form to fill out and return to the human 
resources department, as soon as possible in order to determine whether the leave requested qualifies 
as leave under the WFMLA and/or the FMLA. The District may temporarily designate the leave as 
leave qualifying under the WFMLA and/or the FMLA. 

 
The human resources department will determine which provisions of the WFMLA and/or the 
FMLA, if any, apply to the employee’s situation and, if necessary, provide additional guidance on 
the employee’s rights and responsibilities. 

 
After requesting leave, an employee may be asked to provide additional information. The District 
may require that the employee obtain certification from a health care provider or other third party, 
depending upon the type of leave requested. The employee will be allowed at least fifteen (15) 
calendar days to return the completed medical certification form. In addition, the District may require 
the employee to report periodically on his/her status and intent to return to work, as well as to submit 
additional medical certification forms. 

 
If any of the following apply, the District may deny an employee’s request for leave: 

 
● The employee does not meet the eligibility requirements. 
● The purpose for the employee’s requested leave does not qualify under the 

WFMLA or the FMLA. 
● The employee failed to provide timely advance notice. 
● The employee has not provided required information. 

 
ADDITIONAL INFORMATION 

 
Employees should also refer to the WFMLA and FMLA posters which are reproduced as the next 
two pages of this Policy. This Policy does not spell out all rights and responsibilities of the  
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District’s employees for every possible situation under the WFMLA and/or the FMLA. If an 
employee has any questions or desires additional information, he/she should contact the human 
resources department. 

 
LEGAL REFERENCE: Federal Family and Medical Leave Act - 29 U.S.C. 2601, et. seq. 

Federal Family and Medical Leave Act Regulations-29 CFR Part 825 
Wisconsin Family & Medical Leave Act - Wis. Stats. §103.10 
Wisconsin Family & Medical Leave Act Regulations - Wis. Admin. Code 
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FOOD SERVICE ACCOUNT BALANCES: 
 

Employees are welcome to participate in the District’s nutrition services program and are encouraged 
to complete a voluntary meal account deduction form to have amounts automatically deducted from 
their pay each payroll and placed in their food service payor account. Employees should have a 
positive balance in their food service payor account when purchasing meals and should not allow 
their payor account to have a negative balance. Should the employee have a negative account 
balance on the 15th of the last month of a fiscal calendar quarter (September, December, March, and 
June), the negative balance will be deducted from the employee’s pay on the next payroll date. 

 
HEALTH EXAMINATIONS 

 
The District requires, as a condition of employment, that all new employees obtain a physical 
examination, including a tuberculin skin test, or otherwise comply with the state law governing such 
examinations. Freedom from tuberculosis in a communicable form is a condition of employment. 

If the employee’s tuberculin skin test is positive, a chest X-ray shall be required. 
 

The Board shall pay the cost for any required physical examination, which shall be performed by 
the District’s authorized physician. If an employee chooses to go to his/her own personal physician, 
the employee will pay any additional fees above the cost of the school appointed physician. 

 
The physician conducting the physical examination shall prepare a report of the examination on a 
form prepared by the Department of Public Instruction (DPI) and available upon the DPI website. 
The physician shall use the report form to certify to the District that the person is free from 
tuberculosis in a communicable form. Subsequent physical examinations will be required at intervals 
determined by the School Board, consistent with state and federal laws and any applicable collective 
bargaining agreement provisions. 

 
An employee may request an exemption from the physical examination requirement for religious 
reasons by filing an affidavit with the Board stating that the employee depends exclusively upon 
prayer or spiritual means for healing in accordance with the teachings of a bona fide religious sect, 
denomination or organization and that the employee is to the best of the employee’s knowledge and 
belief in good health and that the employee claims exemption from health examination on these 
grounds. If there is reasonable cause to believe that an employee who has requested an exemption is 
suffering from an illness detrimental to the health of the pupils, the school board may require a health 
examination sufficient to determine whether the employee is suffering from such an illness. The 
School Board shall not discriminate against any employee for filing an affidavit seeking an 
exemption from the physical requirement. 

 
The District may require that an employee submit to a job-related medical examination or inquiry, as 
determined necessary by the Superintendent or his/her designee. 

 
State and federal laws prohibit employment discrimination against “qualified individuals with 
disabilities.” In accordance with these laws, the District commits to providing reasonable 
accommodations to its employees in assuring that individuals with disabilities enjoy full access to 
equal employment opportunities. Accordingly, the District will provide reasonable accommodations 
to qualified individuals with disabilities when such are directly related to performing the essential 
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function of a job. An employee requiring a modified work environment as the result of a disability 
may request a reasonable accommodation. Approved accommodations will be reevaluated 
periodically to ensure that they remain necessary, reasonable and effective. 

 
The District shall maintain all physical examination records and other medical records in a file 
separate from all other personnel records, and shall treat such records as confidential medical 
records, in accordance with state and federal laws and regulations. 

 
The School Board shall comply with the requirements of Wis. Stat. § 121.52(3)(a) by including in 
any contract with any owner or lessee of any privately owned motor vehicle transporting pupils for 
compensation provisions for the contractor to require physical examinations for all school bus 
drivers, as prescribed by Wis. Stat. § 121.52(3)(a). 

 
LEGAL REFERENCE: Wis. Stat. § 118.25 

Wis. Stat. § 121.52(3)(a) 
Americans with Disabilities Act of 1990, as amended, 
42 U.S.C. 12112(d)(3)(B) and (C) 

 
HEALTH INSURANCE 

The District will provide a health insurance plan to eligible teachers. In order to be eligible for a 
single or family health insurance plan, teachers must work a minimum of thirty (30) hours per week. 
The thirty (30) hour per week calculation will be defined by the language within the Healthcare 
Reform Act. 

The District will contribute eighty percent (80%) of the premium for single or family coverage for 
full-time teachers. 

 
The District will contribute eighty percent (80%) of the premium for single coverage and a pro-rated 
share of the premium for family coverage for part-time teachers. The pro-ration will be based on 
their pro-rated contract and then applied to the eighty percent (80%) contribution. 

 
If the District offers two plan options, the above contribution rates will be applied to the least 
expensive plan option. Should the employee select the more expensive plan option, the District will 
apply the above percentages to the least expensive plan option and the employee will additionally 
incur a payroll deduction for the difference in the premium over the least expensive plan option. 

 
If both spouses are employed by the District, only one (1) family plan or two (2) single plans will be 
provided. 

 
Teachers who return to work for a period of less than thirty (30) calendar days at the beginning of 
the school year will reimburse the District for premiums paid on behalf of the teacher for the months 
of July and August. 

 
An employee must reimburse the employer for any health insurance premium paid by the employer for 
the month during which an employee ends employment with the District. The amount owed by the 
employee will be prorated according to the percentage of the month remaining after the employee’s 
last day of employment. The District is authorized to withhold said amount from any monies due the 
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employee, including salary. 
 

The District shall contribute to an employee HRA (Health Reimbursement Account) through a third 
party, MidAmerica Administrative & Retirement Solutions, LLC, to assist with the deductible 
portion of the health insurance plan. The HRA contribution will be deposited on July 1, coordinated 
with the beginning of the new plan year. Employees will have immediate access to the annual 
contribution and will be 100% vested in the annual contribution if still enrolled in the district’s health 
plan on December 31st. If the employee terminates the health plan prior to December 31st, unused 
HRA contributions from the current health plan year will forfeit back to the district. Employees retain 
any unused, vested funds from prior plan years. 

 
In addition to the above employee HRA, the District may also choose to pay claims as incurred for 
a portion of the high-deductible expense via a District HRA through another third-party, Employee 
Benefits Corporation (EBC). If this method is employed, these are considered District funds and are 
not available directly to the employee. Amounts for the Employee HRA and the District HRA will 
be determined on an annual basis and will be summarized in an employee benefit document. 

 
INCLEMENT WEATHER 

 
School Closing 
The District may close school for inclement weather, health, and/or safety-related reasons, at its 
discretion. In the event that the District closes school, it will announce the closing via School 
Messenger, radio, television, and through available social media outlets. 
 
On days that school is closed due to inclement weather, health, and/or safety-related reasons, 
teachers may choose to work from their home if they have the tools they need to do meaningful 
work, or they may enter the building, unless, in extreme situations, the buildings have also been closed 
for all staff. 
 
Teachers will utilize the first three (3) inclement weather days as personal preparation time.  
Teachers should make themselves available to their administrator, colleagues, and to student and 
parent inquiries during their normal work hours. 

 
A teacher that does not work on an inclement weather day due to illness will be asked to use sick 
time for those hours. If no sick time exists, then unpaid leave should be requested. 

 
Early Dismissal 
All teachers will be excused from work when their respective building is cleared of students and 
secured with no loss of wage or benefits. 

 
Late Starts 
When school is delayed due to inclement weather teachers are not required to report to work until 
the new start time. 

 
If a teacher has a pre-approved leave request already entered and approved prior to a late start, they 
should indicate to the building secretary that they want their leave time returned to them. 

 
A teacher that does not attend work on an inclement weather day due to travel constraints will be 
asked to use personal time for those hours. If no personal time exists, then unpaid leave should be 
requested. 



30  

INVESTIGATIONS 
 

Expectation of Cooperation: In the event of a District investigation or inquiry, every District 
employee has an affirmative duty to provide to his/her supervisor(s) or any other District official 
assigned to investigate all relevant and factual information about matters inquired, and to be truthful 
and forthcoming during such investigations. If an employee fails to be truthful and/or forthcoming 
during an investigation, such conduct constitutes “insubordination,” a violation that will be grounds 
for disciplinary action up to and including termination. 

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

 
JOB SHARING 

The superintendent will consider written requests for job sharing and may grant approval of 
such requests on a case-by-case basis. Teachers will be allowed to job share based upon the 
willingness of the teachers involved and at the discretion of the District. The District may 
terminate a job sharing arrangement at any time at its discretion. 

The superintendent will consider written requests for job sharing and may grant approval of such 
requests on a case-by-case basis. Teachers will be allowed to job share based upon the willingness 
of the teachers involved and at the discretion of the District. The District may terminate a job sharing 
arrangement at any time at its discretion. 

 
JURY DUTY LEAVE 

A teacher serving as a juror shall be excused from work on the day(s) he/she serves the court in that 
capacity. A teacher who is unable to attend work due to jury duty service on any day(s) that he/she 
is regularly scheduled to work will be paid his/her full salary for each working day of absence. Said 
teacher must remit to the District any jury duty fees that he/she receives less any mileage 
reimbursement. 

A teacher who has been selected to serve as a juror and therefore needs to be absent from work, 
must notify his/her building principal of his/her absence as soon as possible, and not less than 
twenty-four (24) hours before the absence. 

 
LICENSURE AND CERTIFICATION 

All teachers must maintain current and proper licensure for their positions. A teaching contract with 
any person not legally authorized to teach the named subject or at the appropriate level shall be void. 
All teaching contracts shall terminate if, and when, the authority to teach terminates. All newly hired 
teachers shall submit their licenses or proof of license application to the District Office within ten 
(10) calendar days after entering into a contract with the District. All teachers must have their 
current licenses on file in the District Office by September 1 of each year. All teachers are 
responsible for the costs of maintaining their licenses. Teachers may not relinquish a license held at 
the time of hire without prior approval of the Superintendent. 

 
LEGAL REF: Wis. Stat. § 118.19 

Wis. Stat. § 118.21 
Wis. Stat. § 121.02 
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LIFE INSURANCE 

Teachers are eligible for life insurance if they meet the eligibility requirements for the Wisconsin 
Retirement System and have been an employee of the District for a minimum of six (6) months. If 
an employee has six (6) months of creditable service with another employer, the coverage will begin 
the first day of the following month of employment. 

The District shall provide eligible employees with a life insurance plan. Employees electing life 
insurance shall pay one hundred percent (100%) of said life insurance premium. 

 
LIQUIDATED DAMAGES 

Every individual teaching contract shall include the following liquidated damages for teachers who 
resign during the stated time periods: 

For full-time teachers: 

Last day with students – June 30: $400 
 

July 1 – July 31: $600 
 

August 1 – Last Workday of School Year: $1,000 

For teachers who were reduced in time or involuntarily transferred: 

Last day with students – June 30: $200 

July 1 – July 31: $300 
 

August 1 – Day Before First Workday of School Year: $500 

First Workday of School Year – Last Workday of School Year: $1,000 

When possible, liquidated damages will be deducted from the employee’s final paycheck. 
The Superintendent may, at his/her discretion, waive liquidated damages. 

LONG-TERM DISABILITY INSURANCE 
 

Teachers are eligible for long-term disability insurance if they meet the eligibility requirements of 
the provider. The District shall pay one hundred percent (100%) of the premium for long-term 

disability insurance. For eligibility requirements, please visit the Human Resources page on the 
District’s website or contact the Human Resources Department at the District Office at ext. 1002 

 
MILITARY LEAVE 

Pursuant to federal and state law, the District shall provide eligible employees with leaves of absence 
with or without pay for purposes of federal service in the uniformed services or active state service. 
Eligible employees should notify the District of the need for a leave of absence as far in advance as 
possible and should notify the District of the commencement date of the military leave and its 
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expected duration. Eligible employees should also provide the District with a copy of any 
relevant military orders. 

 
All rights and privileges regarding salary, benefits, status, and seniority shall be reserved to 
such employees as required by law. 

 
An employee on leave shall notify the District of his/her intent to return to work in a timely 
manner following his/her period of military service. Failure to notify the employer of his/her 
intent to return within a reasonable period may subject the employee to disciplinary action up 
to and including termination for unexcused absence. An employee’s reemployment rights and 
benefits after completion of federal service in the uniformed services or active state service 
shall be governed by any applicable federal and/or state laws. 

 
LEGAL REFERENCE: 38 U.S.C. § 4301 et seq. 

Wis. Stat. §§ 321.63-321.65, 111.321, 111.355. 
 

NORMAL WORKLOAD FOR TEACHERS 

The normal workload for full-time high school teachers while the school day is divided into 
larger blocks of instruction, as opposed to “skinnies”, shall contain one (1) block of preparation 
during each day. The building principal may assign high school teachers one quarter (1/4) of 
supervision or duty during one half (1/2) of each teacher’s preparation block up to three (3) 
times per week and if that occurs, the teacher(s) would be exempt from a.m. or p.m. supervision 
duties. The building principal will create the rotating schedules for duty assignments with a 
conscious effort to have the duty assignments equitable and reasonable for the good of the 
students and the good of the school. 

 
The normal workload for full-time middle school teachers while the school day is divided into 
shorter blocks, or “skinnies”, shall contain two (2) periods of planning/preparation per day. 
Supervision or duties may be assigned for one of these (planning/preparation) periods up to 
three (3) times per week. The building principal will create the rotating schedules for duty 
assignments with a conscious effort to have the duty assignments equitable and reasonable for 
the good of the students and the good of the school. 

The normal workload for full-time elementary teachers will consist of an average of two hundred 
and twenty (220) minutes of preparation time averaged over the entire six (6) day rotation. 

The building principals will examine and reexamine these expectations to determine if 
additional needs exist. When needs exist, they will be brought forward for consideration for a 
change in these expectations. Creative ideas are encouraged to be explored and tried with a 
positive open mind. 

 
Assigned supervision/duties do not require grading or preparation. 

The District has made a commitment to invest a lot of time and resources to build teacher 
capacity. Because of this investment in teacher growth and the need to constantly focus on student 
achievement improvement, teachers are expected to participate in the District offered 
continuous improvement activities. This also includes time for self-reflection, curriculum 
writing and alignment, student achievement data analysis (which includes discussing root 
causes and gaps, as well as identifying next steps), and coaching discussions. 

The District will make every effort to find a substitute to cover the entire absence when possible.  
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If there is not an external substitute available, teachers will be assigned to cover on a rotating 
basis. 

OBLIGATION TO REPORT CRIMINAL RECORD 

All District employees shall notify their immediate supervisor as soon as possible, but no more 
than three (3) calendar days after any arrest, indictment, conviction, no contest or guilty plea, 
or other adjudication of the employee for any felony or 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. Crimes that involve students enrolled in the District; 
E. A misdemeanor which involves moral turpitude (an act or behavior that gravely 

violates moral sentiments or accepted moral standards of the community); 
F. A misdemeanor which violates the public trust; or, 
G. Providing alcohol, drugs or any illegally prohibited products to minors, on or 

off campus. 
 

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 is 
responsible for driving or operating a District vehicle or piece of mobile equipment or 
transporting students or staff in any vehicle, even if the responsibility is sporadic. Such report 
shall be made as soon as possible, but in no circumstance more than three (3) calendar days 
after the event giving rise to the duty to report. An employee’s failure to report the arrest, 
indictment, conviction, no contest or guilty plea, or other adjudication, in accordance with this 
provision, may result in employee discipline, up to and including termination, depending upon 
the circumstances of the offense. In addition, to the extent permitted by law, the underlying 
facts of an arrest, indictment, conviction, no contest or guilty plea, or other adjudication, may 
result in employee discipline, up to and including termination. In some cases, the District may 
place an employee on administrative leave (with or without pay depending upon the 
circumstances) while criminal charges are pending. 

 
LEGAL REF: Wis. Stat. § 111.335 

 
PAID HOLIDAYS FOR TEACHERS 

Teachers will receive paid holidays on the following non-scheduled work days: Labor Day, 
Thanksgiving Day, and Memorial Day. In order for a teacher to receive pay for these holidays, 
the teacher must be in paid status on the last regularly scheduled work day before the holiday 
and on the first regularly scheduled work day after the holiday. If a teacher is approved for at 
least two 
(2) paid leave days in a single leave request spanning a holiday, the teacher will remain eligible 
for holiday pay. 
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PARKING 

Employees whose vehicles are parked on District property may have their vehicles searched in 
conjunction with law enforcement and in accordance with all applicable laws. 

 
PAYROLL 

 

Payroll payments for all District employees shall be on the fifteenth (15th) and the last day of 
the month or the Friday before this date if a payday falls on a weekend or holiday. Payroll 
payments will only be distributed to the employee and will not be distributed early. 

 
At the beginning of the school year, regular full-time and part-time school year employees will 
be given the option of being paid on a school year or twelve (12) month payroll basis. By 
September 1st of each year, each such employee will be required to submit written authorization 
to the District office to confirm the payroll option. The default payroll selection for such school 
year employees shall be on a school year basis. 

 
Pay rates for new employees will be established by the district prior to the time work is 
performed. All documents required for payroll purposes must be provided to the District office 
on or before the due date for payroll processing. 

 
If an employee believes that an error has been made regarding his/her compensation, the 
employee must contact the District office immediately. Reports of payroll errors will be 
promptly investigated. If it is determined that an error has been made and timely reported, the 
error shall be promptly corrected. 

 
LEGAL REFERENCE: Wis. Stat. § 109.03 

 
PERSONAL LEAVE 

 
Teachers will be granted two (2) days of personal leave to be used from their accumulated sick 
leave at the beginning of each fiscal year. Personal leave may be used for any personal reason. 
Teachers may carry over unused days of personal leave to following school years for a 
maximum accumulation of five (5) days. Example: An employee, who is granted two (2) 
personal leave days for the 21-22 school year, but only uses one (1), would have three (3) 
personal days available in the 22-23 school year. The typical allocation of leave time per fiscal 
year for a school year employee is eight (8) sick days and two (2) personal days, however it 
will be adjusted if the accumulated personal leave balance is greater than three (3) days. 
Example: If a school year employee has already accumulated four (4) personal days, they will 
be allocated nine (9) sick days and one (1) personal day in the coming fiscal year. The ten (10) 
days of leave allocated for school year employees will not be changed, just the classification 
of that leave as either sick or personal. 

Limits on Use of Personal Leave 

Teachers may not use personal leave on the first day of classes with students or during 
scheduled parent-teacher conference hours. Personal leave that is requested during the first two 
(2) weeks or the last two (2) weeks of school may be denied at the discretion of the building 
principal. 

A maximum of five (5) teachers per building and a maximum of twelve (12) teachers District-
wide will be permitted to take personal leave on any given day. Personal leave requests will be 
granted in the order in which they are received at the discretion of the building principal. 
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Teachers must request personal leave at least forty-eight (48) hours in advance through 
Employee Access and/or Frontline, as appropriate. 

 
PERSONAL SPACES – DESKS AND LOCKERS 

Employees shall have no expectation of privacy in their personal work spaces on District 
property, including, but not limited to, desks, filing cabinets, lockers, storage spaces, and 
mailboxes. The District may, at any time, and for any reason, search an employee’s personal 
work space. 

 
Further, it is the expectation of the District that work areas on District property, including, but 
not limited to, offices and classrooms, shall only include professional and appropriate décor. 
Any employee, who displays unprofessional or inappropriate décor in his/her work area, as 
determined by the District, shall be asked to remove such décor. 

 
PERSONNEL RECORDS 

 
A personnel file shall be maintained for each regular full-time and regular part-time employee 
in the District and may contain such information as applications, college credentials, 
transcripts, references, evaluations, and other pertinent employment information. The 
personnel file shall be maintained in either the District office or an office designated by the 
Superintendent and shall be kept in a secured location. Materials shall not be removed from the 
personnel file without permission of the Superintendent or his/her designee. An employee may 
not add items to his/her personnel file without permission of the Superintendent or his/her 
designee, unless required by law. 

 
Personnel records shall be maintained in accordance with state and federal laws and regulations 
and shall be retained in accordance with the District’s records retention schedule. An employee 
shall have the right to review personnel records as permitted by state and federal laws. 
Employees who wish to access their personnel files must complete and submit a request form, 
which may be found on the District’s website. After the request has been submitted, the 
employee will be contacted by the District Office to arrange an appointment within seven (7) 
working days. 

 
Employees are hereby notified that the legal custodian of all records, including personnel 
records, is the Superintendent or his/her designee. The legal custodian is vested with full legal 
power to render decisions and to carry out the duties of the District under the Wisconsin Public 
Records Law. Requests by an employee to inspect or copy records concerning the employee 
will be handled by the legal custodian. 

 
LEGAL REFERENCE: Wis. Stat. § 103.13 

Wis. Stat. §§ 19.31 to 19.39 
 

POLITICAL ACTIVITY 

The District guarantees to employees, full equality with other citizens in the exercise of their 
political rights and responsibilities, such as voting, discussing political issues, campaigning for 
candidates, and running for and serving in public office, but employees shall refrain from 
exploiting the institutional privileges of their positions to promote candidates or parties and 
activities. No employee shall use in any way the classrooms, buildings, or pupils for the purpose 
of solicitation, promotion, election, or defeat of any referendum, candidate for public office, 
legislation, or political action. 
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PROFESSIONAL DEVELOPMENT 

The District is committed to job embedded professional development. Teachers will be given a 
total of eight (8) District-created professional development days per year (which will be 
included into the District’s calendar), including one (1) flex day. Professional development days 
are to be used for District initiatives, professional practice goals, and other purposes as 
mandated by law. We are committed to the concept of continuous improvement, as such, 
active involvement in professional development is the expectation of all teachers. 
 
Teachers, who wish to participate in a non-District created professional development activity, 
must complete the Professional Development form and submit it to their building principal for 
approval at least three (3) weeks in advance of the requested professional development day. The 
building principal will consult with the Curriculum and Instruction Director and the Director of 
Business 
Services before approval or denying such requests. The District’s administration may grant or 
deny professional development leave at its discretion. 
 
If a pattern of behavior is identified in that a teacher consistently is absent on professional 
development days, whether through sick, personal, or unpaid leave, the administrator will work 
to create a plan to make-up the content that was missed during the professional development 
times.  Ongoing learning and professional development is critical to our continuous 
improvement efforts.  Ensuring all staff have access to, and actively engage with new learning 
is a top priority. 

The one (1) flex day includes seven and one-quarter (7.25) hours of administrative approved 
professional development that is completed outside of the scheduled work day. These activities 
must be completed from July 1 to June 30 of each school year. The Flex Day process includes the 
following steps: 

 

1.) The teacher submits a request form to their building Principal and Curriculum and 
Instruction Director for their approval at least two (2) weeks prior to the 
activity. 

2.) The request is considered and the authorization status is communicated to the 
teacher within two (2) weeks of receiving the request. 

3.) After completion of the activity, the remaining items on the form are completed by 
the teacher and submitted to the building principal no later than two (2) weeks 
after completion of the activity. 

4.) The building principal and Curriculum and Instruction Director will work together 
to verify completion of the expectations. 

5.) The form is then forwarded to Human Resources within two (2) weeks of receiving 
the form. 

6.) Human Resources will then document the activity into Skyward within two (2) 
weeks of receiving the form. 

If the flex day is being scheduled as a building, the individual forms are not necessary, 
however, a sign in sheet will need to be utilized to ensure all are in attendance.  Any building 
scheduled days shall be scheduled as early as possible to ensure staff are able to schedule 
around the date.  The flex in-service day will be scheduled on the calendar each August.  It will 
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be the week prior to the rest of the contract days, but after the new staff in-service days.  This 
date will be scheduled by the building and will be driven by curricular needs for that building.  
Some training may not be applicable to all teaching roles.  The Director of Curriculum and 
Instruction and the principal will determine which trainings are applicable to which teachers. 

 
If the teacher does not complete the Flex In-service form, the paid leave will not be 
approved, the day will be treated as an unpaid leave day, and the teacher’s payroll will be 
reconciled accordingly. 
 
PROHIBITION AGAINST WORK STOPPAGE 

No employees of the District will instigate, promote, encourage, sponsor, engage in or picket 
in support of any job action including, but not limited to, sickout, slowdown, work stoppage, 
strike or any other intentional interruption of usual and customary work. Any or all of the 
employees who violate any of the provisions of this policy may be subject to discipline by the 
District, up to and including termination. 

 

        LEGAL REF: Wis. Stat. § 111.70 
 

REDUCTION IN PROFESSIONAL STAFF 

At times, it may be necessary to reduce the number of professional staff employed by the District 
due to reasons such as, but not limited to, decreased enrollment of students, budgetary 
constraints, closing of schools, territorial changes affecting the District, or return to duty of 
regular professional staff after leaves of absence. 

Where appropriate, attrition may be used to achieve the necessary number of position reductions. 

When a teacher’s contract is non-renewed due to a reduction in force, the decision will be based 
on a composite of the following criteria: effectiveness in teaching and in related professional 
responsibilities evidenced by teacher evaluation; type, quantity, and quality of service made to 
the School District of Black River Falls based on job description expectations; adaptability to 
other assignments (academic and extra- curricular) and multiple licenses; evidence of 
professional growth as well as specialized or advanced training; and previous history of grade 
levels and subject areas taught. If all teachers being considered for reduction are above average 
employees and there are no distinguishable criteria between them, length of service will be 
considered. 

If the District decides to reduce the number of full-time teacher positions or the number of hours 
in any full-time teacher position, it will provide teachers selected for reduction with a notice of 
said reduction by complying with the contract non-renewal deadlines and procedures in Wis. 
Stat. § 118.22. 

 
REIMBURSEMENT FOR COSTS 

The District will reimburse mileage to teachers furnishing their own vehicles and who are 
required by assignment to travel between schools, commencing at the first school assigned each 
day to the other school or schools and ending at the last school assigned each day. The District 
shall notify the teacher if his/her assignment qualifies for mileage reimbursement. The 
reimbursable rate shall be the current IRS rate per mile. 

 
Teachers who have been approved to travel outside of the District on behalf of the District are 
expected to use a District vehicle if one is available. If a District vehicle is not available, the 
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District will reimburse mileage to teachers furnishing their own vehicles for such travel. The 
reimbursable rate shall be the current IRS rate per mile. Additional costs for lodging, meals, and 
incidentals may be reimbursed with prior approval and in accordance with District procedures. 

In order to receive reimbursement for costs covered by this policy, teachers must complete the 
expense reimbursement form in Skyward and in accordance with District procedures and timely 
submit it to the Budget Center Administrator for approval by the Director of Business Services. 

 
RETIREMENT PROVISIONS 

 
District teachers who meet the following eligibility requirements shall be eligible for this 
retirement benefit: 

  

1. The teacher shall have at least twenty-five (25) years of teaching experience, the 
last twenty (20) years in the School District of Black River Falls; and 

 
2. The teacher shall have reached the age of fifty-five (55) by at least August 15 

of the school year (July 1-June 30) in which they terminate employment with the 
District for reasons other than non-renewal or discharge; and 

 

3. The teacher shall have notified the District Office in writing by April 15th of the 
year preceding the year in which he/she desires to terminate employment of 
his/her intent to terminate employment and interest in receiving this retirement benefit. 

 
A teacher meeting the eligibility requirements above and retires prior to the 2032-33 school 
year shall receive a deposit of Seven Thousand Dollars ($7,000) per year for a total of five (5) 
years in to a Health Reimbursement Arrangement (HRA). The maximum total contributions 
to the HRA shall be Thirty-Five Thousand ($35,000). The HRA shall provide reimbursement 
to the teacher in retirement for medical insurance premiums only. The District, at its 
discretion, will contract with a third party administrator for the HRA. 
 
Teachers who retire the 2032-33 school year or later will be subject to the rules of the new 
defined contribution retirement benefit.  An addendum regarding the defined contribution is 
forthcoming. 

 
This benefit may not be offered to new retirees in subsequent years. The District shall determine 
the retirement benefit and all terms and conditions of the retirement benefit and the District, at 
its discretion, may modify the benefit and all terms and conditions, from time to time, or 
terminate the benefit.  Once the Handbook is approved with this retirement provision included, 
teachers that retire at the end of that academic year will be entitled to the benefit. 

 
SHORT-TERM DISABILITY INSURANCE 

Teachers are eligible for short-term disability insurance if they meet the eligibility 
requirements of the provider. Employees electing short-term disability insurance shall pay 
one hundred percent (100%) of said short-term disability insurance premium. For eligibility 
requirements, please visit the Human Resources page on the District’s website or contact the 
Human Resources Department at the District Office at ext. 1002 

 
SICK LEAVE 

 
Each employee is entitled to annual designations of sick leave.  It is our expectation that when 



39  

employees are well enough to be at work that they plan to do so.  This means that if an 
employee is feeling unwell and unable to perform their job responsibilities the District 
expects the employee to use the appropriate procedures and notification timelines and utilize 
their paid sick leave.  In short, if an employee is not well enough to do their work they should 
stay home until symptoms subside and allow them to return to work. 
 
 
Sick Leave Accumulation 
Regular full-time teachers will be granted ten (10) sick leave days at the beginning of each 
school year. Regular part-time teachers will be granted sick leave on a prorated basis. If at the 
beginning of the school year, the teacher previously employed is ill or unable to resume his/her 
teaching duties, and such teacher had unused accumulated sick leave days from prior years, 
he/she may be allowed to use such previously accumulated sick leave days while he/she remains 
ill or disabled and is unable to work. Such teacher shall not be credited with any additional 
annual sick leave days until he/she has returned to duty. Any unused days of sick leave may 
accumulate to one hundred (100) days. A teacher who exhausts the ten (10) days of sick leave 
credited at the beginning of the school year and subsequently resigns, is terminated, or is on an 
approved unpaid leave of absence during said school year shall reimburse the District for the 
paid sick leave representing the portion of the school year during which the teacher is no longer 
employed or on the unpaid leave. The Board is authorized to withhold said amount from any 
monies due to the teacher, including salary, as an offset for said liability. 

 

Sick Leave Allowable Uses 
Sick leave may be used for the following reasons: teacher illness, teacher medical appointments, 
and illness of the teacher’s spouse and child(ren). A teacher may also use sick leave days to 
care for an immediate family member who is experiencing an illness. Immediate family for this 
provision shall be defined as follows: parent(s)(step), brother(s), sister(s), grandparent(s), 
sister(s)-in-law, brother(s)-in-law, grandchild(ren), father-in-law, mother- in-law, son(s)-in-
law, and daughter(s)-in- law. 

 

Process for Requesting Sick Leave 
Teachers must request sick leave through Employee Access and/or Frontline, as appropriate. 

 
Sick Leave Verification 
The Superintendent, at his/her discretion, may require an employee to provide a physician’s 
statement confirming the illness of the teacher or his/her spouse, child(ren), or immediate 
family member. 
 
After five years of employment in the District, an employee that has accumulated at least 20 
sick leave days in their bank may contact the payroll department and request to exchange three 
sick days for one personal day for that contract year.  This exchange may only happen one time 
per contract year. 

 
Teachers, who, as of June 30, have in excess of one hundred (100) sick leave days available to 
them, shall be paid the amount of seventy-five dollars ($75.00) per day for the excess days on or 
before July 15. 

 
UNPAID LEAVES OF ABSENCE 

Teachers who have exhausted their applicable paid leave benefits may request an unpaid leave 
of absence for the following reasons: 
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● Teachers may request unpaid leave if they are sick and have exhausted their 

sick leave benefits. If a teacher is granted unpaid leave for personal illness, 
he/she may be requested to furnish a valid physician’s note to confirm the 
illness. Unpaid leave for personal illness may not be excessive, as determined 
by the District. Leave requests must comply with the District’s FMLA policy. 

● Teachers may request unpaid leave for the bereavement of a non-family 
member. Unpaid leave for this reason will be limited to one (1) day per non-
family member. 

● Teachers may request unpaid leave in S k y w a r d to participate in a once in a 
lifetime opportunity. Teachers who wish to use unpaid leave for this reason must 
explain in the description of their leave request the importance of the occasion 
for which he/she proposes to use the unpaid leave. Teachers will not be granted 
unpaid leave for the purpose of special circumstances on a yearly basis. 

 
The Superintendent has the discretion to grant or deny requests for an unpaid leave of absence. 
Examples of activities for, which the Superintendent will not approve an unpaid leave of 
absence, include, but are not limited to: 

 
● To work at another job. 
● To attend a non-district initiated convention. 
● For a yearly family vacation. 

 
Teachers who wish to use unpaid leave must request initial approval from his/her building 
principal through established District procedures. If the unpaid leave is approved by the 
building principal, the request will be presented to the Superintendent. The administration shall 
evaluate each request for unpaid leave on a case by case basis, and shall have complete 
discretion to deny or grant such requests. The administration may base its decision to deny or 
grant unpaid leave requests on the basis of individual past requests, attendance, and other factors 
it deems relevant. 

Teachers who are approved for an unpaid leave of absence shall be guaranteed a job upon 
the termination of the unpaid leave. 

 
USE OF SCHOOL FACILITIES, VEHICLES AND EQUIPMENT 

 
Buildings 

Employees may use school buildings for meetings without cost on regular school days, provided 
that such use does not interfere with previously scheduled community activities or the 
employees’ work schedules. In order to use a school building, the employee must seek prior 
approval from the Building Principal, who will have the discretion to approve or deny the 
request based on the needs of the school. All other requests should follow the District’s Facility 
Use policies. 

 
Bulletin Boards and Mailboxes 

 
The District shall provide a bulletin board as a limited forum for employees to place notices, 
circulars, and other material on bulletin boards designated for such use. Such materials must 
be professional development information or other apolitical literature that is consistent with 
District policy and applicable law. Distributed and posted materials must also be professional 
in approach, shall not contain any derogatory comments about staff, parents, students or board 
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members and shall not contravene District policy or the law. The Superintendent and/or his/her 
designee shall be allowed to remove material from the bulletin board(s) at his/her discretion. 

 
Subject to all applicable rules and regulations of the US Postal Service, employees shall have 
the right to communicate with other employees through use of the District’s mail service and 
employee mailboxes. 

District and Personal Vehicles 
 

1. District vehicles are purchased for school purposes only and should not be used for 
personal use by employees. District-owned vehicles include buses, vans, utility vehicles, 
and pick-up trucks. These vehicles will be used for transportation needs in accordance 
with established guidelines as defined by administration. Employees must receive pre-
approval to transport students in a District-owned vehicle by the employee completing 
the District Alternative Student Transportation form and the Medical Opinion Form 
which can be found in the Human Resources area of the website and by submitting 
completed forms to the District Office. 

 
2. Private, non-school owned vehicles may be used to transport students only if they comply 

with statutory safety requirements and District minimum liability insurance on that 
vehicle of 
$250,000/$500,000. If a school district employee owns a vehicle, in order to transport 
students, the vehicle and employee must comply with the following requirements and 
receive pre- approval prior to taking the trip: 

 
a. Submit a copy of vehicle insurance. Minimum requirements are $250,000/$500,000 
b. Submit completed District Alternative Student Transportation Form 
c. Submit completed Vehicle Inspection Form 
d. Submit completed Medical Opinion Form 

 

All above forms can be found in the Human Resources area of the District website 
and completed forms should be submitted to the District Office for pre-approval. 

 
Equipment 

The District may supply an employee with equipment or supplies to assist the employee in 
performing his/her job duties. All employees are expected to show reasonable care for any 
equipment issued and to take precautions for theft. Any equipment, unused supplies, or keys 
issued must be returned prior to the employee’s last day of employment, including, but not 
limited to, employee badges/key cards for building entry. 

 
Employees may use equipment for personal purposes, including computers, laptops, iPads, 
electronic mail, internet, audio-visual equipment, copiers and printers at reasonable times and 
in accordance with District Acceptable Use policies. Employees shall reimburse the District for 
actual costs of all printing and duplicating and reasonable costs for incidental supplies for 
personal purposes, as well as for the repair of any equipment which is damaged. An employee 
must not use District equipment for purposes of financial gain to that employee. 

Cell Phone Use 
 

Hands-free cell phone operation is permitted while driving for school business purposes as 
long as it is allowed by local motor vehicle laws and regulations, and if the driver has the 
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ability to continue to operate the vehicle in a safe manner. Text messaging while driving is 
prohibited. 
Other cell phone uses that distracts from driving (entering or manipulating a GPS, reaching 
for the device, searching the Internet, reading e-mails, social media, etc.) is also prohibited. 
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WISCONSIN RETIREMENT SYSTEM (WRS) 

Teachers who meet the eligibility requirements will be covered under the Wisconsin Retirement 
System (WRS) and will pay the employee share of the contribution. The District will pay the 
employer’s share for eligible employees. 

 
WORKERS COMPENSATION 

 
The District provides a worker’s compensation insurance policy, which covers the District’s 
liability to its employees under the Worker’s Compensation Act. Employees are required to notify 
their supervisor and immediately call the nurse triage line after a work-related injury or illness 
occurs. In cases of emergent care, employees must notify their supervisor immediately, seek 
medical care, and contact the nurse triage line as soon as practicable. 

 
The District’s established procedures for reporting work-related injuries and illnesses are posted in 
employee work rooms or lounges of each work location. 

 
WORKPLACE SAFETY 

 
Disaster Preparedness 
All employees must become familiar with building procedures in the event of emergency such as 
fire, tornado intruders, etc. When drills are staged, every staff member and student must follow 
proper procedures. 

 
Adherence to Safety Rules 
All employees shall adhere to District safety rules and regulations and shall report unsafe 
conditions or practices to the appropriate supervisor. Fire safety is an essential element of having a 
safe working environment. Employees should know the following: 

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

 
Employees need to take precautions to prevent fires from occurring. In the event of a fire, the most 
important task is to sound the alarm and clear the building. Employees should not risk their safety 
in fighting fires. 

 
Weapons Prohibition 
Except as otherwise permitted by this section, firearms and dangerous weapons are prohibited on 
all property of the District. The prohibition includes firearms in vehicles on school property. 
Firearms and dangerous weapons have the definitions set forth in the following statutory 
provisions: Wis Stat. 120.13(1), 948.60, .605, .61. 
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1. This prohibition does not apply where State law prohibits a school district from 
restricting any individual’s right to possess a firearm or other weapon in a location 
covered by this policy (e.g., law enforcement officers possessing a firearm or other 
weapon on school grounds in the line of duty). 

2. The building principal may allow a weapon on school premises for purposes of 
demonstration or educational presentations. This approval must be in writing and 
granted prior to the weapon being brought to the school. The weapon shall be 
maintained in the possession of the principal except during the actual demonstration 
or presentation. 

3. Firearms or other weapons used for hunting may be allowed on school property for 
hunter safety classes, but only during non-school hours and after approval, in 
writing, from the Superintendent. 



SCHOOL DISTRICT OF BLACK RIVER FALLS 

ACKNOWLEDGMENT OF RECEIPT OF 

EMPLOYEE POLICIES AND HANDBOOK 

I acknowledge that I have received and reviewed a copy of the School District of Black River Falls 
Teacher Policies and Handbook (Handbook). I understand that it is my responsibility to read it 
thoroughly. If there are any policies or provisions provided to me that I do not understand, I will 
seek clarification from my immediate supervisor.  I understand that this Handbook states the 
School District of Black River Fall’s policies and procedures in effect on the date of publication. I 
also understand that these policies and procedures are continually evaluated and may be amended, 
modified or terminated at any time, with or without prior notice. 

 
I further understand that nothing contained in the Handbook may be construed as creating a guarantee 
of future employment, future benefits or a binding contract with the School District of Black River 
Falls for employment or benefits or for any other purpose. 

 
Any or all of the employees who violate any of the provisions of this handbook may be subject to 
discipline by the District, up to and including discharge. 

 
I understand that I must sign and date a copy of this receipt and return it to the human resources 
department. 

 
 

Employee Signature:    
 

Print Employee Name:    
 

Date:    
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