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INTRODUCTION 
 

This employee handbook is intended to provide employees with important information about 
working in the Gresham School District. The contents of this handbook are presented as a 
matter of information only. The plans, policies, and procedures described are not conditions of 
employment.  
 
This handbook should not be considered all inclusive.  Copies of board policies are available in 
the school office. This employee handbook also contains other policies, guidelines, and 
standards. Please be aware that this employee handbook cannot cover every situation or 
answer every question about policies and benefits at the Gresham School District. Also, 
sometimes it may be necessary to change the handbook. Gresham School District has the right 
to add new policies, modify policies, or suspend, terminate, or revoke policies, in whole or in 
part, at any time, with or without notice.  
 
This employee handbook is provided as a guide and does not create a contract expressed or 
implied. This employee handbook does not guarantee employment for any definite period of 
time and does not alter your employment status.  Except as may be provided by applicable law, 
a contrary provision herein, in board policy, an applicable collective bargaining agreement or 
individual written employment agreement with the District, all employment with the District is at 
will and may be terminated at any time for any reason, with or without cause and with or without 
notice, at the option of the District or the employee.  
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EMPLOYMENT POLICIES 
 

EQUAL OPPORTUNITY EMPLOYER 
Gresham School District is an equal opportunity employer.  It is the policy of the District to 
administer all employment practices in a nondiscriminatory manner without regard to age, sex, 
race, color, national origin, religion, disability or any other prohibited basis of discrimination 
under applicable local, state or federal law. 

The District complies with the Americans With Disabilities Act regarding reasonable 
accommodation of employee disabilities.  

Any employee who feels he/she has been discriminated against in violation of this policy should 
report the alleged discrimination to his/her immediate supervisor, unless he/she is the alleged 
discriminator or the employee for any reason is uncomfortable reporting the alleged conduct to 
his/her immediate supervisor, in which case the matter should be reported to one of the District 
Compliance Officers. A discreet and thorough investigation into the alleged discrimination will be 
conducted.  After the investigation, appropriate action will be taken. 

No one shall be threatened, coerced, intimidated, discriminated, or otherwise retaliated against 
for making any kind of complaint about allegedly discriminatory conduct, participating in an 
investigation or other proceeding regarding alleged discrimination.  Any person engaging in 
such retaliatory actions will be subject to discipline, up to and including discharge.  

ANTI-HARASSMENT POLICY-refer to Policy 3362/4362  
The Board of Education shall maintain a work environment free from all forms of harassment 
and insist that all employees are to be treated with dignity, respect, and courtesy. In general, 
any comments, gestures, ethnic or racial slurs, jokes, and other verbal or physical conduct 
relating to any of the following characteristics constitute harassment when they unreasonably 
interfere with the person’s work performance or create an intimidating work environment:  age, 
sex, race, color, national origin, religion, disability or any other prohibited basis of discrimination 
under applicable local, state or federal law.  

Sexual harassment has been defined by federal and state regulations as a form of sex 
discrimination.  It can consist of unwelcome sexual advances, requests for sexual favors, or 
other physical or verbal conduct of a sexual nature by management or others in the workplace.  

Sexual harassment exists when: 

a. Submission to such conduct is made a condition of an individual's employment. 

b. Submission to or rejection of such conduct by an individual is used as a basis for 
employment-related decisions affecting such individual. 

Sexual harassment may also exist when co-workers (or non-employees) engage in such 
conduct, when the conduct unreasonably interferes with an employee’s work performance or 
creates an intimidating, hostile, or offensive work environment.  
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It is important to note that sexual harassment does not have to involve conduct of a sexual 
nature in order to constitute unlawful behavior.  For example, abusive, offensive, or demeaning 
behavior that is directed to members of one gender only may be deemed a form of sexual 
harassment, even though the conduct was not motivated by sexual desire or gratification.  In 
addition, harassment of a male by another male or a female by another female also constitutes 
an unlawful form of sex discrimination. 

Examples of the types of conduct, which could be considered sexual harassment and which are 
prohibited by District policy include, but are not limited to, the following: 

1. Sexually suggestive touching 

2. Unwanted deliberate touching, leaning over, cornering or pinching 

3. Lewd, off-color or sexually oriented comments or jokes 

4. Making sexual gestures with hands or through body movements 

5. Multiple requests for dates or other activities 

6. Sexually suggestive profanity 

7. Whistling at someone or cat calls 

8. Display of sexually suggestive software 

Complaint Procedures 

Step 1: Employees who have a complaint about an incident of harassment should immediately 
ask the offending party to stop.  If the harassment does not immediately cease or the employee 
is uncomfortable confronting the offending party, the employee should immediately report the 
matter to his/her immediate supervisor. 

Step 2: Report the offensive behavior.  Employees should report all alleged harassment to their 
immediate supervisor, unless he/she is the alleged harasser or the employee is uncomfortable 
reporting the alleged conduct to his/her immediate supervisor, in which case the matter should 
be reported to one of the District Compliance Officers.  

A discreet and thorough investigation into the alleged discrimination will be conducted.  After the 
investigation, appropriate action will be taken. 

No one shall be threatened, coerced, intimidated, discriminated against, or otherwise retaliated 
against for making any kind of complaint about allegedly harassing conduct, participating in an 
investigation or other proceeding regarding alleged harassment.  Any person engaging in such 
retaliatory action will be subject to discipline, up to and including discharge.  
 
WORK RULES 
Proper standards of conduct are necessary to provide for the safe, orderly and efficient 
performance of work.  It is not possible to list all the forms of behavior that are considered 
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unacceptable in the workplace.  The following is a non-exhaustive list of examples of the types 
of conduct that may result in disciplinary action, up to and including discharge:  
 

● Theft or inappropriate removal or possession of property 
● Falsification of timekeeping records 
● Unauthorized or improper use of District property for personal reasons, including 

computer hardware, software, email and internet access.  For additional information refer 
to board policy 7540.04. 

● Working under the influence of alcoholic beverages or illegal drugs  
● Use, possession, distribution, sale, manufacture, or being under the influence of alcohol 

or illegal drugs at any time during working hours, and at any time while on District-owned 
or District-controlled property. 

● Any use, possession, distribution, sale, or manufacture of any legal or illegal drug or 
substance if the use, possession, distribution, sale, or manufacture violates any local, 
state, or federal law. (according to District lawyers).  

● Theft or inappropriate removal or possession of property  
● Fighting or threatening violence in the workplace  
● Sexual advances towards students 
● Sexual or other unlawful harassment 
● Excessive absenteeism, tardiness, and/or any absence without notice 
● Fraudulent use or abuse of leave benefits provided in this handbook 
● Insubordination or other disrespectful conduct 
● Unauthorized disclosure of confidential information 
● Unsatisfactory performance or conduct 

 
EXCESSIVE ABSENCE/TARDINESS 
Any significant unexcused absences may result in discipline or discharge. “Significant” may 
mean the number of instances, may mean one instance of unexcused absence at a crucial time, 
or in an overt manner.  You may also be denied Unemployment Compensation benefits if you 
are discharged for five unexcused or no-notice absences, or six unexcused or no-notice tardy 
instances in a 12-month period.  Also, three days in a row of absence without notice will be seen 
as a voluntary resignation, which may result in denial of Unemployment Compensation benefits.  
 
RESIGNATION OF EMPLOYMENT 
Support staff are asked to provide their supervisor with written notice of termination of 
employment at least at least two (2) weeks in advance of their planned departure. Any support 
staff employee who fails to provide at least two (2) weeks’ notice shall not be entitled to 
payment of any accumulated, but unused vacation days. 
 
All employees leaving employment must return materials, equipment and keys on or before their 
last day of work. Any items of value not returned will be subject to a claim by the District. 
 
MANDATORY REPORTING 
Any school employee who has reasonable cause to suspect that a child, seen by that employee 
in the course of professional duties, has been abused or neglected or who has reason to believe 
that a child seen by the employee in the course of professional duties has been threatened with 
abuse or neglect and that abuse of the child will occur, shall immediately inform, by telephone or 
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personally, the County Department of Social Services or the sheriff, city, village, or town police 
department of the facts and circumstances contributing to a suspicion of child abuse or neglect 
or of unborn child abuse or to a belief that abuse or neglect will occur.  The employee shall also 
immediately inform his/her building principal or immediate supervisor. Informing the building 
principal or immediate supervisor does not excuse the employee from the statutory duty to 
report.  
 
PERSONNEL RECORDS  
A personnel file shall be maintained for each employee in the District and shall contain such 
information as applications, college credentials, transcripts, references, evaluations and other 
pertinent information concerning the employee.  Personnel files shall be maintained in the 
District Administrator’s office.  Materials shall not be removed from the personnel file without 
permission of the District Administrator or his/her designee.  An employee may not add items to 
his/her personnel file without permission of the District Administrator or his/her designee, unless 
required by law. 
 
Individual personnel records shall be maintained in accordance with state and federal laws and 
regulations and shall be maintained in accordance with the District’s record retention schedule. 
An employee shall have the right to review personnel records as permitted by state and federal 
laws. 
 
For additional information regarding personnel records, refer to Board Policy 8320.  
 
STAFF PHYSICAL EXAMINATIONS 
Upon initial employment, all employees of the Gresham School District shall have a physical 
examination, including tuberculin skin test and/or chest x-ray. The Board of Education may 
require additional physical examinations at other intervals consistent with state and federal laws 
or Board policy. The District shall pay costs for required physical examinations. 
 
For additional information regarding staff physical examinations, refer to Policy 3160 and 4160.  
 
WORKERS’ COMPENSATION 
 
The District pays the full cost of worker's compensation insurance for all employees which 
provides benefits for injuries, illness or death sustained in direct connection with their 
employment with the District.  Employees are required to report all work-related injuries, 
regardless of their severity, to their supervisor as soon as possible. Employees shall complete a 
First Report of Injury form and return it to the District Office within twenty-four (24) hours of their 
injury.  
 
The District shall permit employees eligible for worker’s compensation to use accumulated PTO 
days for temporary partial or temporary total disability for injury or sickness arising out of his/her 
employment with the District to cover the difference between what his/her regular pay would 
have been if working and the amount paid by worker’s compensation for such purpose. An 
employee shall not be required to use PTO days, but in such case shall receive no payment 
beyond that provided by worker’s compensation.  
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STAFF ETHICS 
Refer to District Policy 3210 and 4210-a copy is included in Appendix A. 
 
TRANSPORTATION OF STUDENTS 
Employees shall not transport students in private vehicles without authorization of the District 
Administrator or his/her designee. 
 
PROFESSIONAL DRESS-POLICY 3216/4216 
 It is the policy of the District that during school hours or when representing the District at 
outside events, meetings or workshops, employees are expected to present a professional 
clean, neat, and tasteful appearance. 
 
Appropriate dress and grooming standards are a sign of respect for self and others.  The Board 
of Education expects employees of the District to maintain standards of dress and grooming, 
which communicates professionalism to students, parents, colleagues and the community. Attire 
should be consistent with professional work activities. 

The Board relies upon employees to exercise mature judgment and common sense with regard 
to dress and grooming; keeping in mind that what constitutes reasonable dress depends on the 
type of classroom, grade level, or activity of the individual employee.  Accordingly the following 
are the accepted professional attire guidelines: 

1. Appropriate attire includes but is not limited to the following types of dress:  dress pants or 
slacks, docker type pants, dresses or skirts, sweater, shirt, blouse, sport coat/blazer, suit, 
collared and polo shirt, dress shoes, casual shoes, athletic shoes, boots. 

 
2. The following attire is not appropriate for employees at any time:  hats, cargo pants, cut-off 

shorts, short-shorts, sweatpants, halter tops, tank tops, any backless, midriff or spaghetti 
strap dresses or tops, beach wear (including flip-flops), shoes need to be appropriate for 
your profession, clothing that could be considered brief, form-fitting or revealing, torn or 
dirty clothing. 

 
3. The above guidelines shall not apply in certain circumstances or to certain personnel, 

including but not limited to; school-sanctioned events and field trips, physical education 
classes, art activities, shop activities, bus drivers, maintenance/janitorial staff, in-service, 
workdays or other non-student contact days, and summer school. For these circumstances 
and personnel; employees will be allowed to dress in activity-appropriate clothing.  

 
4. Periodically special events, casual days or theme days may be designated by the District 

Administrator in which case the above guidelines may be relaxed. Appropriate dress for 
these days or events will be communicated accordingly.  In the absence or other activity- 
based reasons, wearing of jeans will be limited to designated casual days (Fridays). 
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5. Individual exceptions may be approved for specific work requirements, medical or religious 
reasons by the District Administrator. 

6. Dress and grooming may not under any circumstances be disruptive to positive decorum or 
the educational environment of the District. Any questions regarding the application of the 
policy in such circumstances should be directed to the District Administrator. 

 
SAFETY EQUIPMENT 
The District will provide safety equipment as required by law. 
 
GRIEVANCE POLICY 
The District has adopted a grievance procedure to resolve grievances by employees concerning 
discipline, termination and workplace safety.  A copy of the policy is contained in Appendix B.  
 
CERTIFICATIONS 
Employees must fulfill all the requirements for certification as outlined by the Department of 
Public Instruction for their position. 
 
PAYROLL 
Payroll will be processed through direct deposit at a bank or credit union of the employee’s 
choice. Paper checks will only be issued for the first check if a change is made. All employees 
will be paid semi-monthly. 
 
  

9 



 

WORKING ENVIRONMENT 
 

VACANCIES AND TRANSFERS  
When a position becomes vacant (as determined by the District) or when the District creates a 
new position, the District may post the position both internally and externally.  Employees may 
apply for the posted positions.   

 
The District retains the discretion to hire an external candidate for the position (or portion 
thereof), and/or to transfer or assign any internal candidate to the posted position (or portion 
thereof).   
 
ASSIGNMENTS - TEACHERS 
The District retains the discretion to assign teachers to teaching duties, non-teaching duties, 
co-curricular assignments, administrative duties, supervisory assignments, as circumstances 
arise, including for temporary periods of time.    

STAFF REDUCTION 
Teachers  
If the Board determines that it needs to reduce the number of full-time teachers in the District or 
reduce the hours of any full-time teachers, it shall provide selected teachers with a notice of said 
reduction by complying with the deadlines and procedure in Wisconsin Statute § 118.22.  

The Board has the discretion to determine which criteria it will use to make decisions under this 
section.  
 
Support Staff 
If the Board determines that it needs to reduce the number of full-time support staff in the 
District or reduce the hours of any full-time staff, it shall provide selected staff with a notice of 
said reduction. The Board has the discretion to determine which criteria it will use to make 
decisions under this section. 
 
WORK SCHEDULES - TEACHERS 
Teachers will assume a professional responsibility for all teaching functions related to a quality 
educational program including: 

1. Daily preparation, lesson plans and curriculum upgrading. 
2. Supervision of extracurricular activities requiring a teacher's presence. Duties not 

requiring teachers will be staffed at the discretion of administration. 
3. Attendance at staff and in-service training meetings will be required. 
4. Participation in meetings with parents. 

On days school is closed because of weather or other conditions, teachers may leave after the 
students have left the building. 
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On the last teaching day of the week, teachers may leave after the last regular bus leaves. 

Teachers are expected to participate in an open house program once during a school year. 

School Threats and Makeup – School threats resulting in loss of class time will be made up at 
the individual school within the teacher’s regular work day by adjusting class time in up to fifteen 
(15) minute increments until the lost time is made up. 

The normal school day during which teachers are expected to be at school will be from 7:35 
a.m.-3:35 p.m. to include a continuous half-hour duty-free noon lunch period Monday through 
Friday.  The normal school day shall not be interpreted as a limitation upon the time necessary 
for teachers to perform the expectations and obligations of their respective positions.  Similarly, 
the scheduling of a teacher’s duties shall be subject to modification by the District at the 
discretion of the District, including temporary rescheduling as appropriate for internal substitute 
duties, committee work, etc 

When teachers agree to perform professional duties, on an occasional basis, during their             
administrative period, they will receive no extra pay. However, teachers may be assigned to              
perform occasional professional duties during their lunch or preparation periods and they will be              
paid $23.00 per period (limited to one period/day).  
 
Teachers’ preparation time per week will be determined by the Administration. Preparation time 
is defined as time constructively used in preparing for classroom activities and classroom 
related functions. 

If a teacher is assigned an additional assignment, the teacher will receive additional 
compensation determined by Administration at the time of assignment.  

Class load shall be set at the discretion of the school board. 

HOURS OF WORK AND OVERTIME - SUPPORT STAFF 
All work schedules and work hours shall be provided to employees prior to the beginning of the 
school year.  Should it be necessary in the judgment of the District to establish daily or weekly 
work schedules departing from the normal workday or workweek, notice of such change shall be 
given to the employee affected as far in advance as is reasonably practicable.  

● 7.25 hours or more = 30 minute unpaid lunch and a 15 minute paid break 
● 6 hours to 7.24 hours = 30 minute unpaid lunch  
● 3 hours to less than 5.99 hours = 15 minute paid break 
● Less than 3 hours = no break 

 
A break is intended to relieve the employee from work duties during their shift. An employee 
may not take breaks back to back, or to extend a lunch period if they are eligible for a lunch 
period, or to leave work before their scheduled quitting time.  
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All overtime hours worked must have prior approval by the supervisor or his/her designee. All 
hours actually worked over forty (40) hours per week, shall be paid at time and one-half (1½ ) of 
the employee's regular straight time hourly rate of pay. A work-week shall be from Sunday to 
Saturday.  
 
Employees called in by the District to work outside of their normal scheduled hours or required 
to work on a holiday, shall be compensated for time worked at regular rate of pay. If this results 
in overtime hours, it shall be paid at time and one-half (1½). 
 
EXPENSE REIMBURSEMENT 
Mileage will be paid to employees required to utilize their own vehicles for school business at                
the IRS rate in effect at the time the mileage was incurred. Mileage must be approved by the                  
District Administrator or his/her designee. Other necessary expenses incurred in the           
performance of school business approved by the District Administrator or his/her designee will             
be reimbursed upon submission of receipts in accordance with the District travel policy. A copy               
Policy 3440 is included in Appendix C. 
 

COMPENSATION AND BENEFITS 
 
COMPENSATION 
No employee shall suffer a loss in pay due to an involuntary transfer (non-performance related). 
 
A Professional Improvement Program is in effect within the Gresham School District for the 
teachers.  A copy of which is included in Appendix E for the Support Staff and Appendix F for 
the Teaching Staff. 
 
Pay for Mentoring is $350.00 per year. If the mentor is asked to participate in other activities, the 
mentor may be given additional pay.  
 
Teacher pay for summer employment which is beyond the regular scheduled school year will be 
at the rate of 70% of the individual’s hourly rate of pay. Teachers teaching summer school 
classes for which students receive credit toward high school graduation will be compensated an 
additional 5% of the individual’s hourly rate of pay for each student. Hourly rate cannot exceed 
100% of the individual’s regular hourly rate (100% = 6 or more students). 
 
Support staff for summer school hired as a special education aide will be compensated at the 
same rate of pay as the previous school year or starting rate for instructional aide if not 
previously employed in that position. 
 
Any teacher who has earned additional credits in the previous year must notify the District 
Administrator by August 15th. 
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BENEFITS 
 

HOLIDAYS 
Full-Time support staff shall be granted the following paid holidays each year according to the 
following schedule.  In order to receive pay for a holiday, such day must fall internally within the 
parameters of the employee’s work year. 
 

Independence Day Year-round  
Labor Day Year-round 10 ½ Month school-term  
Thanksgiving Day Year-round 10 ½ Month school-term  
Day after Thanksgiving Year-round 10 ½ Month  
Christmas Eve Day Year-round 10 ½ Month school-term 
Christmas Day Year-round 10 ½ Month school-term  
New Year’s Eve Day Year-round school-term 
New Year’s Day Year-round 10 ½ Month school-term 
Good Friday Year-round  
Memorial Day Year-round                  10 ½ Month school-term 

 
Support staff must work his/her last regularly scheduled workday before the holiday and must 
work his/her first regularly scheduled workday after the holiday in order to receive pay for such 
holiday. Paid leave days and/or paid vacation days shall count as days worked for purposes of 
this section.  
 
As of the 2017-2018 school year, all support staff receive Christmas Eve Day and New Year’s 
Eve Day as paid holidays.  
 
If a holiday falls on a Saturday or a Sunday, it will be observed and paid as determined by the 
administration.  
 
VACATIONS 
Teachers and school year support staff employees are ineligible to receive vacation. 

 
Full-time, year-round support staff, who have been continuously employed for a period of at 
least twelve (12) months, shall be entitled to vacation as follows: 

 
 

Years of Continuous Service Length of Vacation 
One (1) One (1) week (five working days) 
Two (2) Two (2) weeks (ten working days) 
Seven (7) Three (3) weeks (fifteen working days) 
Fifteen (15) Four (4) weeks (twenty working days) 
Twenty-five (25) Five (5) weeks (twenty five working days) 
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Full-time, 10½ month support staff, who have been continuously employed for a period of at 
least twelve (12) months, shall be entitled to a maximum of two (2) weeks of vacation, earned in 
accordance with the above schedule.  

Selection of vacation days must have prior written approval of the employee's immediate 
supervisor.  

Vacation days shall not accumulate from year to year. 
 
PAID TIME OFF (PTO) 
Gresham School District offers a Paid Time Off (PTO) benefit plan which consolidates paid 
leave benefits into a single account.  PTO is intended for use in situations where the employee 
is absent from work due to medical necessity, or Family and Medical Leave (FMLA), or for 
funeral leave, or emergency leave, or personal leave.  The PTO plan encourages employees to 
carefully plan their time away from work and maximize time spent on the job.  The District 
expects that employees empowered to control their time at work and away from work will do so 
judiciously and responsibly. 

Full-time teachers will be granted ten (10) PTO days at the beginning of each fiscal year. 
Half-time teachers will be granted PTO on a prorated basis. Unused PTO days may be 
accumulated to a total of One Hundred twenty (120) days.  

Full-time, 12-month support staff employees will be granted twelve (12) PTO days at the 
beginning of each fiscal year. PTO will be kept in hours based on the support staff employee’s 
regularly scheduled workday. Unused PTO days may accumulate to a total of one hundred 
twenty (120) days.  

Full-time, 10 ½ month support staff employees will be granted nine (9) PTO days at the 
beginning of each fiscal year. PTO will be kept in hours based on the support staff employee’s 
regularly scheduled workday. Unused PTO days may accumulate to a total of one hundred 
twenty (120) days.  

Full-time, school term support staff employees will be granted eight (8) PTO days at the 
beginning of each fiscal year.  PTO will be kept in hours based on the support staff employee’s 
regularly scheduled workday.  Unused PTO days may accumulate to a total of one hundred 
twenty (120) days.  

Part-time support staff employees will be granted two (2) PTO days at the beginning of each 
fiscal year.  PTO will be kept in hours based on the support staff employee’s regularly 
scheduled workday.  Unused PTO days do not accumulate and will be paid out in cash if not 
used.  

PTO leave must have approval of the District Administrator.  Teachers and support staff shall 
follow established call-in procedures for non-scheduled absences.  No more than 60 days can 
be used in each year for a single event.  In the case of a second event, administration will 
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evaluate and bring to the board for approval in accordance with federal and state laws 
governing leave. 

Teachers and support staff who are absent from work for three (3) or more consecutive work 
days may be required to provide a physician’s statement confirming the illness to the District 
Administrator before returning to work.  

The District Administrator may, at his/her discretion, grant an employee the use of PTO for 
funeral leave for death(s) in his/her immediate or extended family.  
 
The District Administrator may, at his/her discretion, grant an employee the use of PTO for 
emergency leave for serious, unexpected situations that prevent said employee from completing 
his/her regularly scheduled work responsibilities.  
 
Teachers and support staff may be granted use of PTO up to two (2) days for personal leave 
per fiscal year.  

No more than two (2) teachers and two (2) support staff will be allowed to use personal leave on 
any given day. During the month of May to the end of the school year, only one (1) teacher and 
one (1) support staff will be allowed to utilize personal leave on any given day.  

No staff will be allowed to use personal leave or PTO days on in-service days, parent/teacher 
conference days, District testing days, or day(s) before or after a scheduled break.  
 
Immediate Family:  Includes an employee’s spouse, child(ren), parent(s), sibling(s), and any 
other individual who makes his or her home in the employee’s house. 

Extended Family:  Includes an employee’s spouse, child(ren), parent(s), sibling(s), 
step-sibling(s), grandparent(s), grandchild(ren), mother-in-law, father-in-law, sister-in-law, 
brother-in-law, daughter-in-law, son-in-law, aunt, uncle, and any other individual who makes his 
or her home in the employee’s house. 

JURY/COURT LEAVE 
If an employee is subpoenaed to appear before any court or tribunal, through no fault of his/her 
own, or is required to perform jury duty, that employee shall receive his/her regular pay for those 
days. Those days shall not be considered to be emergency leave and shall not be deducted 
from accumulated sick leave. 

If an employee performs jury duty/subpoena and receives his/her regular salary, he/she shall 
remit any pay he/she receives for jury duty/subpoena back to the District. 
 
UNPAID LEAVE 
Employees who have exhausted their appropriate paid leave benefits and who wish to absent 
themselves from employment must make application for an unpaid leave of absence from the 
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District Administrator. All requests for an unpaid leave of absence shall be made in writing prior 
to the start of the leave. The District Administrator and the School Board has the authority to 
grant an unpaid leave of absence and to determine the length of time for such leave.  
  
Employees who use unpaid leaves of absence in a fraudulent manner or who abuse such leave 
may be subject to discipline, up to and including termination. 
 
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 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.  
 
EXTENDED LEAVES 
An employee who has exhausted all PTO but is still unable to return to work may apply for a 
leave of absence without pay. Whenever possible, the employee must apply in writing for the 
leave at least two weeks prior to the exhaustion of PTO, and provide an estimated return to 
work date. The School Board will decide each such request on a case-by-case basis, and has 
the authority  to grant or deny  the leave in its discretion. The School Board may require 
additional information, including information from the employee’s health care provider, in order 
to decide the request. The School Board will comply with the requirements of state and federal 
law when considering requests for an unpaid leave of absence as a reasonable 
accommodation. If approved for the leave of absence, the employee will not accrue any benefits 
while in unpaid status. The School Board may require the employee to provide a fitness for duty 
report from a health care provider before returning to work.  
 
FAMILY AND MEDICAL LEAVE ACT 
The District will comply with all provisions of the Wisconsin Family and Medical Leave Act 
(WFMLA) and the Federal Family and Medical Leave Act (FFMLA).  A copy policy 3430.01 is 
attached in  Appendix D.  
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INSURANCE  
Health/Vision and Dental Insurance  The Board will make available a health/vision and dental 
insurance plan to full-time employees and who meet all the health/vision and dental insurance 
carrier’s eligibility requirements.  Employees hired prior to Aug. 27, 2012 shall receive prorated 
benefits. 
 
Life Insurance  The Board will make available a life insurance plan to full-time employees who 
meet all the life insurance carrier’s eligibility requirements.  The Board shall pay the full premium 
for this plan.  

Long-Term Disability Insurance  The Board shall provide a long-term disability plan for all 
full-time employees.  The Board shall pay the full premium for this plan.  
 
FLEX BENEFIT PLAN AND 403(b)/457 PLAN 
All full-time employees are eligible to participate in the District’s Section 125 agreement (Flex 
Benefit Plan) for daycare and additional health costs and the District’s 403(b)/457 Plan. 
 
Full-time employees: For purposes of the benefits outlined in this handbook, full-time 
employees are those who work six (6) or more hours per day for school year employees or a 
minimum of 30 hours per week.  
 
Part-time employees: For purposes of the benefits outlined in this handbook, part-time 
employees are those who work less than six (6) hours per day for school year employees or 
less than 30 hours per week for year round employees. 
 
Half-time employees: For purposes of the benefits outlined in this handbook, half-time 
employees are those who work four (4) or more hours per day, but less than six (6).  For school 
term or calendar employees. 
 
COBRA INSURANCE 
The District will comply with all state and federal laws in offering of COBRA insurance.  
 
WISCONSIN RETIREMENT SYSTEM (WRS) 
All employees who are eligible for WRS shall make the full employee contribution to the  
WRS, as approved by the Employee Trust Fund Board.  The Board shall make the full 
employer’s contribution to the WRS, as approved by the Employee Trust Fund Board.  
 
POST EMPLOYMENT HEALTH BENEFITS 
Teachers 

A. Eligibility: 
a) A teacher must be at least 57 years of age no later than the last working day of the 

school year prior to retirement  
b) A teacher choosing retirement will notify the District Administrator, in writing, no later 

than March 1 preceding the effective date of retirement. 
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B. Benefit: 

a) The District shall establish a Health Reimbursement Arrangement (HRA) for 
teachers and shall credit the HRA with the following amounts: 
1. For teachers hired by the District on or after July 1, 2007, that contribution shall 

be in the amount of $1,000 beginning with the 2019-20 school year.  Part-time 
teacher contribution shall be made at there part-time percentage.  The 
contribution for each teacher must be made by January 31st of that teaching year.  

2. For teachers continuing service from the former Shawano-Gresham School 
District (SGSD), who had a minimum of 13 years service in (SGSD) the 
contribution, shall be in the amount of $4,710 beginning with the 2019-20 school 
year. After July 1, 2023 contributions will convert to the amount in 1a for up to an 
additional two (2) years. The contribution for each teacher must be made by 
January 31st of that teaching year. 

3. The district contribution will be for a maximum of 30 years of service or 
equivalent for teachers qualifying under B(a)(2) above. 
 

b) The HRA shall vest in the teachers name under the following requirements: 
1. 100% vested at retirement provided the eligibility requirements are met. 
2. 50% vested after 10 years of service to the district. 
3. 75% vested after 15 years of service to the district. 
4. 100% vested after 20 years of service to the district. 

 
c) If a teacher is no longer employed by the district before meeting the vesting 

requirements, the district would receive a credit on the account towards future HRA 
contributions for any unvested funds. 
 

d) Administrative fees for the plan will be covered by the district for all active (not 
retired) employees in the plan. 
 

e) Investments are the responsibility of the employer and will be reviewed no less than 
annually. 
 

f) The retiree may submit evidence of medical expenses as defined in IRC  S 213(d) 
that are paid by the retiree for the retiree, the retiree’s spouse and the retiree’s 
dependents as defined in the IRC, including health insurance premium payments 
(which includes the health insurance plan for active employees).  The designated 
facilitator of the HRA shall reimburse approved medical expenses from the retiree’s 
HRA, until the balance is exhausted.  Reimbursement shall be made in accordance 
with facilitator policies. 
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g) If the retiree dies prior to exhaustion of his or her HRA balance, the retiree’s 
beneficiary may continue to submit medical expenses for reimbursement, until 
exhaustion of the HRA.  

 
h) For teachers who complete the term of their individual contract, group insurance 

benefits continue through August 31st.  Retirement benefits may be used to cover 
health care coverage beginning September 1st following retirement. 
 

Support Staff 
A. Support staff hired prior to 1/1/09, with ten (10) or more years of service, whom retire by 

June 30, 2030 shall be grandfathered under the current language of $100 per sick day 
up to 120 days with a maximum total benefit of $14,000. This unfunded liability shall be 
reduced by the total HRA contribution should the maximum benefit amount be reached. 
The HRA contribution shall be made annually in accordance with B below.  The 
unfunded sick day liability shall be deposited into the employee’s HRA at retirement. 
 

B. The District shall establish a Health Reimbursement Arrangement (HRA) for support staff 
and shall credit the HRA with the following amounts: 

1. For full-time support staff members the contribution shall be $600 
2. For part-time support staff members the contribution shall be $300 

 
C. The HRA shall vest in the teachers name under the following requirements: 

1. 100% vested at retirement provided the eligibility requirements are met. 
2. 50% vested after 10 years of service to the district. 
3. 75% vested after 15 years of service to the district. 
4. 100% vested after 20 years of service to the district. 

a) The retiree may submit evidence of medical expenses as defined in IRC §213(d) 
that are paid by the retiree for the retiree, the retiree's spouse and the retiree's 
dependents as defined by the IRC, including health insurance premium payments. 
The designated facilitator of the HRA shall reimburse approved medical expenses 
from the retiree's HRA, until the balance is exhausted. Reimbursement shall be 
made in accordance with facilitator policies. 

b) If the retiree dies prior to exhaustion of his or her HRA balance, the retiree's 
beneficiary may continue to submit medical expenses for reimbursement, 
until exhaustion of the HRA. 

c) For employees who complete the school year, group insurance benefits 
continue through August 31st.  Retirement benefits may be used to cover 
health care coverage beginning September 1st following retirement. 
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APPENDIX A 
3210/4210-STAFF ETHICS 

 
An effective educational program requires the services of men and women of integrity, high 
ideals, and human understanding. To maintain and promote these essentials, the Board of 
Education expects all professional staff members to maintain high standards in their working 
relationships, and in the performance of their professional duties, to: 

A. recognize basic dignity of all individuals with whom they interact in the 
performance of duties; 

B. represent accurately their qualifications; 
C. exercise due care to protect the mental and physical safety of students, 

colleagues, and subordinates; 
D. seek and apply the knowledge and skills appropriate to assigned responsibilities; 
E. keep in confidence legally-confidential information as they may secure; 
F. ensure that their actions or those of another on their behalf are not made with the 

specific intent of advancing private economic interests; 
G. avoid accepting anything of value offered by another for the purpose of 

influencing judgment; 
H. adhere to the policies of the Board; 
I. refrain from using position or public property, or permitting another person to use 

an employee's position or public property for partisan political or religious 
purposes. This will in no way limit constitutionally or legally protected rights as a 
citizen. 

© Neola 2016 
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APPENDIX B 
3340/4340 - GRIEVANCE 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, 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: 

● the name and position of the grievant;  
● a clear and concise statement of the grievant; 
● the issue involved; 
● the relief sought; 
● the date the incident or violation took place; 
● the specific section of the Policy Manual alleged to have been violated; 
● 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 
five (5) working days after the employee knew or should have known of the cause of such grievance. The 
following procedures shall be followed: 
  
A. District Administrator: 
This grievance shall fully state the details of the problem and suggest a remedy. The District Administrator 
shall, within five (5) working days of receipt of the grievance, meet and discuss the grievance with the 
employee and then reply in writing within ten (10) working days. This step does not apply to any 
grievance related to action by the Board of Education that directly affects the grievant. [NOTE: An 
example of this action is the termination of an employee.] 
 
B. 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 five (5) working 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. 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 of Education shall appoint a 
hearing officer for the purpose of conducting the hearing. 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 hearings 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 filed 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 
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into the record, providing for transcription, etc. The Officer may not modify any Board policy and may not 
issue decisions on matters not presented to the District Administrator in the initial grievance. Any costs 
incurred by the impartial hearing officer shall be paid by the District. 
 
C. Board of Education: 
In the event that either party is dissatisfied with the hearing officer's decision, that party may within ten 
(10) working days, present the grievance in writing to the Board, who shall consider the matter within 
thirty (30) working 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, 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 this grievance procedure shall prevent any employee from 
addressing concerns regarding matters not subject to the grievance procedure with administration and 
employees are encouraged to do so. Matters not subject to the grievance procedure that are raised by 
employees shall be considered by administration which has final authority, subject to any applicable 
Board policy or directive, to resolve the matter. 
 
Time 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. 
 
For purposes of this grievance procedure, the following definitions shall apply: 
"Workplace safety" means those conditions related to physical health and safety of employees 
enforceable under Federal or State law, or District rule related to: safety of the physical work environment, 
the safe operation of workplace equipment and tools, provision of protective equipment, training and 
warning requirements, workplace violence and accident risks. 
 
"Termination" does not include voluntary resignation or retirement, nor does it include reduction in force 
under Policy 4131. 
 
"Employee discipline" refers to unpaid suspensions written reprimands, or demotion, but excludes 
performance conferences/evaluations, staff assignments, improvement plans, or oral counseling or 
reprimand unless a written record of the reprimand is placed in the employee’s file. 
 

© Neola 2015 
 

Legal 
118.22, 118.24 Wis. Stats. 
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APPENDIX C 
3430.01/4430.01- FAMILY & MEDICAL LEAVE OF ABSENCE ("FMLA") 

 
Introduction 
In accordance with Federal and State law, the Board of Education will provide family and 
medical leave to professional staff. The Board's Family and Medical Leave Act policy is intended 
to conform to and comply with, but not exceed, the requirements of the Federal Family and 
Medical Leave Act of 1993 ("FMLA") and the Wisconsin Family and Medical Leave Act 
("WFMLA"). To the extent that this policy is ambiguous or conflicts with the FMLA or the 
WFMLA, the FMLA and the WFMLA will govern. 
  
Family and medical leave taken under this policy may be covered by Federal law, State law, or 
both. When leave taken by a staff member under this policy is governed by both Federal and 
State law, the more generous provision will control in the event of a conflict. However, when 
leaves are governed by State or Federal law, but not both, the applicable law will control under 
this policy. In this regard, you should note that certain leaves may be covered by both State and 
Federal law for only a portion of the leave. To the extent permitted by law, leave under the 
FMLA, leave under the WFMLA and leave granted under the Board's other policies will run 
concurrently (at the same time). 
  
Eligibility Requirements: 
 To be eligible for leave under the FMLA, you must have been employed by the Board for at 
least twelve (12) months in the past seven (7) years and must have worked at least 1,250 hours 
during the twelve (12) month period immediately preceding the commencement of the 
requested leave. All full-time instructional staff members are deemed to meet the 1,250 hour 
requirement. 
  
To be eligible for leave under the WFMLA, you must have been employed for more than 
fifty-two (52) consecutive weeks and have worked or been paid for at least 1,000 hours in the 
preceding fifty-two (52) weeks. The kind and amount of leave available to you under this policy, 
as well as your rights during leave, depend upon whether you satisfy the above requirements. 
  
Qualifying Reasons for Leave: 
 The Board provides family and medical leave for eligible staff members under the following 
circumstances: 
 

A. for the birth of the eligible staff member's child and to care for a newborn child 
B. for placement with the eligible staff member of a child for adoption or foster care 
C. to care for an eligible staff member's spouse, child or parent with a "serious health 

condition" 
 
The term "child" generally includes a legal ward or a biological, adopted, foster or stepchild. For 
leaves governed exclusively by the FMLA, the term also includes a son or daughter for whom 
you have assumed the day-to- day obligations of a parent. A child must be either under 
eighteen (18) years of age or unable to care for himself/herself due to a physical or mental 
disability or, for leave under State law only, unable to care for himself/herself due to a serious 
health condition. 
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"Parent" includes a staff member's spouse's legal guardian only if you are requesting leave 
under the WFMLA. 
 
"Spouse" includes a qualified domestic partner for leaves governed by the WFMLA. Domestic 
partnerships must be registered with the county of residence and proof of such registration may 
be requested prior to approval of leave. Unregistered domestic partners must demonstrate that 
they are 1) both over age eighteen (18); 2) not in a domestic partnership or marriage with 
another individual; 3) they share a common residence; 4) they are not related in any way that 
would prohibit marriage under Wisconsin law; 5) they consider each other to be immediate 
family members and agree to be responsible for the other's living expenses. 
 
D. because of a serious health condition that makes the eligible staff member unable to perform 
the essential functions of his/her position 
 
E. because of a qualifying exigency resulting from active military service by the employee's 
spouse, son, daughter, or parent in covered active duty or call to covered active duty in the 
United States Armed Forces, including the National Guard and Reserves 
 
Qualifying exigencies, as defined by Federal regulations, include: 

1. short- notice deployment; 
2. military events and related activities; 
3. childcare and school activities; 
4. financial and legal arrangements; 
5. counseling;  
6. rest and recuperation; (maximum fifteen (15) calendar days); 
7. post- deployment activities; 
8. caring for a military member's parent who is incapable of self-care when the care is 

necessitated by the member's covered active duty; and 
9. additional activities not encompassed in the other categories, but agreed to by the 

employer and employee. Covered active duty means deployment with the Armed Forces 
to a foreign country. 

 
F. to care for a service member who is the employee's parent, spouse, child or next of kin who, 
while on active military duty, sustains a serious injury or illness or aggravation of a pre-existing 
illness or injury while in the line of duty, while on covered active duty in the United States Armed 
Forces, including the National Guard and Reserves, in the line of duty which renders the service 
member medically unfit to perform the member's office, grade, rank, or rating 
 
Covered active duty means deployment with the Armed Forces to a foreign country. This leave 
is also available to care for veterans of the United States Armed Forces, including the National 
Guard and Reserves, provided the veteran was a service member at any time within the five (5) 
years prior to the start of the treatment, recuperation or therapy. In accordance with applicable 
regulations, a veteran's serious injury or illness incurred or aggravated in the line of active duty 
can also be manifested by: 1) a physical or mental condition with a VA Service Disability Rating 
of 50% or greater and is the condition precipitating the need for leave; or 2) a physical or mental 
condition that substantially impairs the ability to secure or substantially follow a gainful 
occupation, or would do so absent treatment; or 3) an injury, including psychological, for which 
the veteran has been enrolled in the Dept. of V.A. Program of Comprehensive Assistance for 

24 



 

Family Caregivers. Leave is available for up to twenty-six (26) weeks in a twelve (12) month 
period. This type of leave is available for serious injury or illness which results in:  

1. inpatient medical treatment, recuperation or therapy; 
2. outpatient services at a military treatment facility or assignment to a unit established for 

the purpose of providing command and control of service members receiving outpatient 
medical services; 

3. assignment to the temporary disability retired list. 
 
The maximum twenty-six (26) weeks of Federal leave to care for a service member includes, 
and is not in addition to, all other FMLA leave. In other words, employees may not take more 
than a total of twenty-six (26) weeks of FMLA leave during a single twelve (12) month period for 
any qualifying reasons under the FMLA. For instance, if an employee takes the maximum 
twelve (12) weeks of Federal FMLA leave for his/her own serious health condition, the 
employee may then only take fourteen (14) weeks of FMLA leave within that same twelve (12) 
month period to care for a military family member injured in the line of duty. 
 
The District Administrator will determine whether an employee’s request for leave qualifies 
under one (1) of the above categories.  
 
Amount of Leave Available 
Under the FMLA, if the staff member satisfies the eligibility requirements set forth above, s/he is 
entitled to a total of twelve (12) workweeks of leave in a calendar year for any of the reasons 
stated above, with the exception of leave to care for an injured service member, which is 
provided as described in (F) above.  
 
Under the WFMLA, if the staff member satisfies the eligibility requirements set forth above, s/he 
is entitled to ten (10) work weeks of leave in a calendar year as follows: 
 

A. a total of six (6) weeks of leave for the birth of his/her natural child and/or the placement 
of a child with the staff member for, or as a precondition to, adoption; 

B. a total of two (2) weeks of leave to care for a covered family member with a serious 
health condition; and 

C. a total of two (2) weeks of leave due to the staff member’s serious health condition. 
 
Board policy calls for concurrent Federal/State leave coverage whenever a staff member is 
eligible for leave under both the FMLA and WFMLA to the extent available under the law. All 
periods of absence from work due to or necessitated by USERRA-covered service is counted in 
determining an employee's eligibility for FMLA leave. 
 
Definitions of Serious Health Conditions 
In conjunction with the certification provided by a healthcare provider, the Board reserves the 
right to determine whether an illness, injury, impairment or physical or mental condition 
constitutes a serious health condition entitling a staff member to family or medical leave under 
State or Federal law. 
 
In general, a "serious health condition" under this policy means an illness, injury, impairment, or 
physical or mental condition that involves one (1) of the following: 
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A. Hospital Care 

Inpatient care (i.e., an overnight stay) in a hospital or other care facility, including any 
period of incapacity or subsequent treatment in connection with or consequent to such 
inpatient care. 

 
B. Absence Plus Treatment 

A period of incapacity of more than three (3) consecutive calendar days* (including any 
subsequent treatment or period of incapacity relating to the same condition), that also 
involves: 

1. treatment two (2) or more times by a healthcare provider, a nurse, physician’s 
assistant or physical therapist under a healthcare provider’s supervision, order or 
referral as appropriate within thirty (30) days of the first date of incapacity; or 

2. treatment by a healthcare provider on at least one (1) occasion which results in a 
regimen of continuing treatment under the supervision of the healthcare provider 
and occurs within seven (7) days of the first day of incapacity. 

 
*Under the WFMLA, leave may also be available for a "serious health condition" of less than 
three (3) consecutive days in duration. 
 
C. Pregnancy 

Any period of incapacity due to pregnancy, or for prenatal care. 
 
D. Chronic Conditions Requiring Treatment 

A chronic condition which: 
1. requires periodic visits of at least two (2) times per year for treatment by a 

healthcare provider, or by a nurse or physician’s assistant under a healthcare 
provider’s supervision; 

2. continues over an extended period of time (including recurring episodes of a 
single underlying condition); and 

3. may cause episodic rather than continuing periods of incapacity (e.g., asthma, 
diabetes, epilepsy, etc.). 

 
E. Permanent/Long-Term Conditions Requiring Supervision 

A period of incapacity which is permanent or long-term due to a condition for which 
treatment may not be effective. You or your family member must be under the continuing 
supervision of, but need not be receiving active treatment by, a healthcare provider (e.g., 
Alzheimer’s disease, a severe stroke, or the terminal stages of a disease). The 
continued existence of such a chronic condition is subject to certification no more than 
once every six (6) months. 

 
F. Multiple Treatments (Non-Chronic Conditions) 

Any period of absence to receive multiple treatments (including any period of recovery 
therefrom) by a healthcare provider or by a provider of healthcare services under orders 
of, or on referral by, a healthcare provider, either for restorative surgery after an accident 
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or other injury, or for a condition that would likely result in a period of incapacity of more 
than three (3) consecutive calendar days in the absence of medical intervention or 
treatment, including: cancer (chemotherapy, radiation, etc.); severe arthritis (physical 
therapy); or kidney disease (dialysis). 

 
Required Staff Member Notice 
The staff member must provide the District Administrator with notice in a reasonable and 
practicable manner before leave taken under this policy is to begin, if the need for leave is 
foreseeable (e.g., an expected birth, placement or adoption or foster care, or planned medical 
treatment for your own serious health condition or that of a family member). When requesting 
partial or intermittent leave in connection with childbirth or adoption, the staff member must 
provide at least as much notice as required for taking other non- emergency or non-medical 
leave, as well as a definite schedule for the leave. Where advance notice is not practical due to 
uncertainty as to when leave will be required to begin, a change in circumstances or medical 
emergency, notice must be given as soon as practical. Leave will be accounted for in 
increments no greater than the smallest increment used for other similar leaves, but in no event 
greater than one (1) hour increments. Leave entitlement will not be reduced by more than the 
amount of leave actually taken. 
 
Employees must provide an explanation as to why proper advance notice was not provided in 
such cases and may be required to verify the explanation. Notice that was not provided timely 
without reasonable explanation may result in the denial of the leave request. The staff member 
must provide a written request for leave, the reasons for the requested leave, and the 
anticipated start date and duration of the leave by submitting an FMLA leave request form to the 
District Administrator (forms available from the U.S. Department of Labor). 
 
When planning medical treatment, the staff member should consult with his/her supervisor and 
make a reasonable effort to schedule the leave so as not to disrupt unduly the District’s 
operations, subject to the approval of the staff member’s healthcare provider. The staff member 
is ordinarily expected to consult with his/her supervisor in order to work out a treatment 
schedule which best suits his/her needs, as well as the District’s. 
 
If a staff member must take more leave than originally anticipated, s/he must notify the District 
Administrator within two (2) business days of learning of the circumstances necessitating the 
extension. 
 
Certification By Health Care Provider 
If a staff member requests leave due to his/her own serious health condition or the serious 
health condition of his/her spouse, child or parent, the Board requires that the leave request be 
supported by certification issued and signed by a healthcare provider for the individual with a 
serious health condition. For service member leave, any certification permitted under 29 C.F.R. 
825.310 shall be allowed. The Board reserves the right to certify all information permitted by 
law. 
 
The staff member must provide the fully completed certification to the District Administrator 
within fifteen (15) calendar days of the date that the certification is provided to the staff member, 
unless it is not practicable to do so despite the staff member's diligent, good faith efforts. If it is 
not practicable to return the certification within fifteen (15) calendar days, it must be returned to 
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the District Administrator as soon as practicable. 
 
If the staff member fails to submit the certification, the leave or continuation of leave may be 
delayed until the certification is submitted. Further, any absence prior to the date the certification 
is furnished may be considered unauthorized. A staff member who is absent without 
authorization may be disciplined, up to and including termination. 
 
The District Administrator will give a staff member a reasonable opportunity to cure any 
deficiency in a certification, but not fewer than seven (7) calendar days. It is the responsibility of 
the staff member or family member with a serious health condition to use a healthcare provider 
who will complete and furnish an accurate certification in a timely manner. 
 
A member of the administration, other than the staff member's direct supervisor, may contact 
the healthcare provider to clarify illegible answers and to authenticate the certification. If the 
certification is incomplete or otherwise unclear, the administrator must request that the 
employee obtain updated or completed information from the healthcare provider and return it 
directly to the administrator. 
 
If the District Administrator doubts the validity of a certification, the District Administrator may 
require, at the Board’s expense, that the staff member obtain a second opinion from a 
Board-designated provider, not regularly employed by the Board. If the opinions of the staff 
member's and the Board’s health care providers differ, a third, final and binding opinion may be 
obtained. The staff member must cooperate in obtaining a second or third opinion including 
facilitating the transfer of pertinent records to the subsequent healthcare providers. 
 
The District Administrator may request re-certifications on a periodic basis as permitted by law. 
 
Designation of Leave 
In all circumstances, it is the responsibility of the District Administrator to designate leave, 
whether paid or unpaid, as FMLA leave and to give the staff member notice of the designation 
and his/her rights and responsibilities under this policy. 
 
The District Administrator will give the staff member the notice on each occasion that s/he 
notifies his/her supervisor of the need for leave may be FMLA-qualifying, including, but not 
limited to, when the staff member requests another type of leave for an FMLA- qualifying 
reason. In the case of intermittent or reduced schedule leave, only one notice will be provided 
unless the circumstances regarding the leave have changed. 
 
Absent extenuating circumstances, the District Administrator will provide to the employee a 
"Designation Notice" stating whether a request for leave has been approved or denied within 
five (5) business days. At a minimum, the staff member will be verbally notified whether leave is 
being designated as FMLA leave within five (5) business days of the date the staff member 
provides information to the District Administrator sufficient to enable him/her to determine that 
the leave is being taken for an FMLA-qualifying reason. 
 
The District Administrator will confirm the verbal notice with the written notice as soon as 
feasible, but no later than the first payday following the verbal notice (unless the payday is less 
than one (1) week after the verbal notice, in which case the notice must be no later than the 
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subsequent payday). 
 
Manner In Which Leave Can Be Taken 
Leave available under this policy may be taken in full and, under certain circumstances, may 
also be taken intermittently or on a reduced leave schedule. Intermittent leave is leave taken in 
separate blocks of time due to a single qualifying reason. Reduced schedule leave is a leave 
that reduces the usual number of working hours per day or week. The staff member must 
consult with his/her supervisor and make a reasonable effort to schedule intermittent or reduced 
schedule leave so it does not unduly disrupt the District’s operations. 
 
Intermittent or reduced schedule leave due to a serious health condition must be medically 
necessary. Medically necessary means there must be a medical need for the leave and the 
leave can be best accommodated through an intermittent or reduced leave schedule, as 
certified by the healthcare provider in the Certification. 
 
When leave is governed only by the FMLA, the District Administrator may offer a staff member a 
temporary transfer to another position for which s/he is qualified with equivalent pay and 
benefits that better accommodates the intermittent or reduced schedule leave when the need for 
leave is foreseeable based on planned medical treatment or the staff member takes such leave 
for the birth of a child or for placement of a child for adoption or foster care. The staff member 
may reject this offer in which case there will be no adverse effect on the leaves or entitlement to 
return to the same or similar position following leave. Any time spent by the staff member in an 
alternative position will not count against the employee's FMLA leave entitlement. 
 
Instructional staff members (i.e. individuals whose principal function is to teach and instruct 
students in a class, a small group, or an individual setting) who request intermittent leave or a 
reduced-leave schedule governed only by the FMLA, which would exceed twenty percent (20%) 
of the total number of working days over the period of anticipated leave must elect either to: 

A. take leave for a period or periods of a particular duration, not greater than the duration of 
the planned treatment; or 

B. transfer temporarily to an available alternative position offered by the District 
Administrator for which the instructional staff member is qualified, and that has 
equivalent pay and benefits and better accommodates the recurring periods of leave 
than the staff member’s regular position. 

 
The District Administrator may require instructional staff members who take Federal leave near 
the end of an academic term to extend their leave through the end of the academic term if: 

A. the leave is commenced more than five (5) weeks from the end of the term but the 
employee intends to return during the final three (3) weeks of the term and the leave is 
longer than three (3) weeks in duration; 

B. the leave is commenced within five (5) weeks of the end of the term and the employee 
intends to return during the final two (2) weeks of the term and the leave period was at 
least two (2) weeks in duration; or 

C. the leave commences within three (3) weeks of the end of a term and the leave was at 
least five (5) working days in duration. 

 
Staff members whose leave is extended at the end of an academic term under this section will 
be charged against their FMLA entitlement only the time that they required for purposes of their 

29 



 

leave.  
 
Coordinating Leaves - Substitution 
Generally, leave taken under this policy is unpaid. However, for leave governed exclusively by 
the FMLA, the staff member must use the following leaves provided by the Board, if available:  

A. vacation or personal leave, if available, for any family or medical leave; 
B. accrued paid family leave (i.e., paid leave covering the particular circumstances for 

which the staff member is seeking leave), if available, for birth, adoption, or to care for a 
seriously ill family member; and 

C. accrued paid medical or sick leave, if available, to care for a seriously ill family member, 
or for the staff member’s own serious health condition. 

 
A staff member may not substitute paid leave for unpaid FMLA leave taken under this policy in 
any situation where the Board would not normally provide such paid leave 
 
For leaves governed by the WFMLA, a staff member may substitute paid or unpaid leave, which 
s/he have earned and accrued, for leave taken under this policy, if available. The Board 
reserves the right to deny substitution as permitted by law. 
 
Any paid leave substituted for unpaid FMLA leave or WFMLA leave will decrease, in whole or in 
part, the staff member’s FMLA and/or WFMLA leave entitlement. 
 
Continuation of Benefits 
A staff member will remain eligible for group health insurance benefits under the Board’s group 
health plan during leave taken under this policy under the same conditions as coverage would 
have been provided if the staff member had been actively employed during the entire leave. 
However, the staff member has the option of choosing not to retain such coverage during family 
or medical leave. 
  
During leave taken under this policy, the Board will continue to pay any portion of group health 
insurance premiums for coverage that it was responsible for paying immediately prior to the 
leave as required by law. The staff member will be responsible for paying his/her portion of 
health insurance premiums regardless of whether his/her family and medical leave is paid or 
unpaid. It is the staff member’s responsibility to make arrangements with the District 
Administrator for making premium payments for group health insurance during leaves. 
 
To the extent permitted by law, the Board reserves the right to require the staff member to place 
up to eight (8) weeks of health insurance premiums in escrow prior to leave, or to discontinue 
coverage if such premiums are received more than thirty (30) days late. 
 
The staff member’s entitlement to benefits other than group health benefits during a period of 
family or medical leave is determined by the Board’s policy regarding provision of such benefits 
when a staff member is on other types of leave.  
 
If a staff member fails to return to work or fails to remain at work for a period provided under the 
law, the District may recover its portion of the premiums paid for medical benefits coverage 
during the leave, unless the reason for the staff member's failure to return to work is due to the 
continuation of the serious health condition or the onset of a new serious health condition.  
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Accrual of Benefits 
The use of leave under this policy will not result in the loss of any employment benefit that 
accrued prior to the start of the staff member’s leave. A staff member will not continue to accrue 
seniority or any other employment benefit during leave taken under this policy, except that such 
benefit shall accrue if the staff member elects to use other leaves provided by the Board, and if 
such benefits would normally accrue during such leave. 
 
Employment Restoration 
A staff member will generally be reinstated to the same position s/he held when the leave began 
or a position with equivalent pay, benefits, and other terms and conditions of employment, if 
such position remains available, and the staff member possesses the ability to perform the 
essential functions of the job satisfactorily, with or without any accommodation that may be 
required by the Americans With Disabilities Act of 1990. The staff member, however, has no 
greater right to reinstatement or benefits than if s/he had been actively employed during the 
leave. Further, if the staff member gives unequivocal notice of intent not to return to work, s/he 
is not entitled to be reinstated. 
 
A staff member who exceeds his/her FMLA/WFMLA leave, but remains off work under a 
non-FMLA/WFMLA leave policy, is not entitled to reinstatement to the same or a similar position 
under the FMLA/WFMLA; however, the staff member may be eligible to be reinstated under the 
non-FMLA/WFMLA leave policy. 
 
A staff member who is able to return to work prior to the expiration of leave must notify his/her 
supervisor immediately. Upon such notice, the District Administrator will promptly reinstate the 
staff member to active employment, provided s/he has the present skill and ability to perform the 
essential functions of his/her job satisfactorily with or without accommodation. However, the 
reinstatement need not occur until the third business day following the staff member's 
notification of his/her ability to return to work. 
 
Fitness For Duty Certification 
If the leave is due to the staff member’s serious health condition, s/he must present certification 
to return to work to his/her supervisor upon returning to work. The staff member’s principal 
attending physician must complete the certification. The certification must indicate that the staff 
member has been released to return to work. It must also specify any physical or other limitation 
on the staff member’s ability to perform regular or other duties and the duration of the 
limitations. No certification will be required when the staff member returns from intermittent 
leave, except as otherwise permitted or required by the Americans With Disabilities Act of 1990. 
 
The certification will be limited to the particular health condition that caused the staff member’s 
need for leave, except as otherwise permitted by the Americans With Disabilities Act of 1990. If 
the staff member is an "individual with a disability" within the meaning of the ADA, any 
fitness-for-duty physical examination or inquiry by the District will be job related and consistent 
with business necessity.  
 
Reinstatement may be delayed until the staff member submits the certification. Under such 
circumstances, if the staff member does not promptly provide a certification or qualify for 
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another leave of absence, s/he may be disciplined, up to and including termination. 
 
With the staff member’s permission, the Board’s healthcare provider may contact the staff 
member’s healthcare provider to clarify and authenticate the certification, but no additional 
information may be requested or required, and the staff member’s return to work may not be 
delayed while the contact is being made. No second or third fitness for duty certification may be 
required. 
 
Confidentiality 
All medical information relating to leave, whether written or verbal, shall be kept confidential to 
the maximum extent possible. All medical documents including, but not limited to, medical 
certifications and return-to-work statements must be maintained in a confidential, secure files 
separate from personnel files. 
 
No Discrimination 
Leave under this policy will not be used as a negative factor in employment actions, such as 
hiring, promotions, disciplinary actions or under attendance policies. 
 
Miscellaneous 
The District Administrator may designate another administrator to perform his/her duties under 
this policy.  
 
A staff member who fraudulently obtains leave under this policy is not protected by this policy’s 
job restoration or maintenance of health benefits provisions. 
 
The District Administrator shall see that the policy is posted properly on the District's web site. 
 
The District Administrator shall provide a copy of the policy upon the request of a staff member. 
 
Legal  
29 U.S.C. 2601 et. seq. 
29 C.F.R. Part 825 
103.10, Wis. Stats. 
Wis. Admin. Department of Workforce Development (DWD) 225 
The National Defense Authorization Act of 2010 
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APPENDIX D 
3440/4440 - JOB-RELATED EXPENSES 

 
The Board of Education may provide for the payment of the actual and necessary expenses, 
including traveling expenses, of any professional staff member of the District reasonably and 
necessarily incurred in the course of performing services for the District, whether within or 
outside the District, under the direction of the Board.  
 
The validity of payments for job-related expenses shall be determined by the District 
Administrator.  
  
Payment and reimbursement rates for per diem meals, lodging, and mileage shall be approved 
by the Board annually. The Board shall establish mileage rates in accordance with the Federal 
Internal Revenue Service prescribed mileage rate.  
 
Employees are expected to exercise the same care incurring travel expenses that a prudent 
person would exercise if traveling on personal business and expending personal funds. 
Unauthorized costs and additional expenses incurred for personal preference or convenience 
will not be reimbursed. 
  
Unauthorized expenses include but are not limited to alcohol, movies, fines for traffic violations, 
and the entertainment/meals/lodging of spouses or guests. 
  
Travel payment and reimbursement provided from Federal funds must be authorized in advance 
and must be reasonable and consistent with the District’s travel policy. For travel paid for with 
Federal funds, the travel authorization must include documentation that demonstrates that (1) 
the participation in the event by the individual traveling is necessary to the Federal award; and 
(2) the costs are reasonable and consistent with the District’s travel policy. 
  
The Board shall pay the expenses of professional staff members when they attend professional 
meetings approved in accordance with the policy of this Board. 
  
Whenever a staff member is unable to provide appropriate expense documentation, s/he will not 
be reimbursed. 
  
To the extent that the District’s policy does not establish the allowability of a particular type of 
travel cost, the rates and amounts established under 5 U.S.C. 5701-11, ("Travel and 
Subsistence Expenses; Mileage Allowances"), or by the Administrator of General Services, or 
by the President (or his or her designee), must apply to travel under Federal awards. 
 
Legal 
2 C.F.R. 200.474 
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APPENDIX E 
PROFESSIONAL IMPROVEMENT-SUPPORT STAFF 

FORM 1-Pink 

All activities, in district or out of district, must be prior approved before the Professional 
Improvement will be counted at the end of the year.  Do not assume that all activities will count 
for Professional Improvement hours or credit.  I cannot emphasize how important it is to get the 
PI prior approved to make sure the activity can be counted.  You will need to fill out a Pink 
Sheet (Prior Approval, Form 1) in duplicate (fill out two of the pink sheets exactly the same) with 
numbers 1-6 filled out and then place the forms into my mailbox.  I will go over the information 
you submitted, sign it if it is appropriate, and then pass it on to District Administrator/Principal. 
The District Administrator/Principal will sign it and then return it to Brenda Hoffman. Please allow 
some time for this process.  
 
Form 3-Blue 
Blue Forms (Form 3) must be filled out in duplicate (fill out the blue form twice with the same 
information on it) by the last day of school.  Staple your grade sheet(s) or proof of completion of 
the activity (hours must be proven).  If the information does not get to Brenda Hoffman with 
enough time to get it to District Administrator/Principal, then it becomes your responsibility to get 
it signed by them. The signed blue forms must be turned in to the Business Manager.  
 
This must be completed every year to be considered  for employment for the following year.  
 
Needed Credit or hours 
For your information: 

(Full-Time) (Part-Time) 
6 hours =1 year 3 hours=1 year 
1 workshop=1 year 
1 credit =1 year 

 
Clock hours are good for only the year they are earned. 
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APPENDIX F 
PROFESSIONAL IMPROVEMENT-TEACHING STAFF 

 
FORM 1-Pink 
All activities, in district or out of district, must be prior approved before the Professional 
Improvement will be counted at the end of the year.  Do not assume that all activities will count 
for Professional Improvement hours or credit.  I cannot emphasize how important it is to get the 
PI prior approved to make sure the activity can be counted.  You will need to fill out a Pink 
Sheet (Prior Approval, Form 1) in duplicate (fill out two of the pink sheets exactly the same) with 
numbers 1-6 filled out and then place the forms into my mailbox.  I will go over the information 
you submitted, sign it if it is appropriate, and then pass it on to the District 
Administrator/Principal. The District Administrator/Principal will sign it and then return it to me. 
Please allow some time for this process.  
 
Form 2-Yellow (do not give to me) 
You receive $250 per school year towards activities/supplies for Professional Improvement 
(professional books, software, etc.).  If you want some of your money to buy Professional 
materials you must still fill out two pink sheets and write on it for PI money only and it still needs 
to be approved by myself and the principal.  You can bank up to $1000 for a 5 year period; 
anything over $1000 is lost money.  If you want to receive money to pay for an activity (such as 
a class) ahead of time then you must follow the correct procedures.  You must have proof that 
you are enrolled in a class (the class shouldn’t already be in progress), the tuition amount, a 
copy of the Prior Approval Form (pink form), and a completed Expense Payment Request 
(yellow sheet).  The Expense Payment Request Form must be done in duplicate (write the same 
thing exactly the same using the exact same form).  YOU give it to the Business Manager.  I do 
not handle the expenditure forms. 
 
If you are already taking a course/activity and you want to be reimbursed then you need to fill 
out an Expense Payment Request Form (Yellow) in duplicate.  Follow the directions on the 
sheet (same as above you just need to show completion of the course).  Once again the 
yellow forms, and the necessary papers, go to the Business Manager.  Please allow plenty 
of time for the Business Manager to cut all checks.  It all depends on when you give the 
information to Business Manager, if you are concerned about the money/check please contact 
Business Manager. 
 
Form 3-Blue 
Blue Forms (Form 3) must be filled out in duplicate (fill out the blue form twice with the same 
information on it) by the last day of school.  Staple your grade sheet(s) or proof of completion of 
the activity (hours must be proven).  If you are un-banking credits, write down how many credits 
you are un-banking.  I will write down from what year(s) as I have the years and credits taken 
recorded.  If you are carrying over credits from last year then you do not need to do anything. If 
the information does not get to me with enough time to get it to the District 
Administrator/Principal, then it becomes your responsibility to get it signed by him. The signed 
blue forms must make it the Business Manager. 
 
If you need to bank credits this means that your PI is good for this year, but you took classes 
and can keep the credits for a later year, then you need to stop in and speak with me as what to 
do, as I do not know if you are taking extra classes, etc. or not.  

35 



 

 
 Those who need credit, hours, or to un-bank credits will hear from me in September.  If you do 
not hear from me, or receive any forms in your mailbox, then you are fine for the current school 
year.  
 
Length of Credits 
For your information: 

 
1 and 2 credits = 1 year 
3 and 4 credits = 2 years 
5 credits = 3 years  
6 credits = 5 years 

 
Clock hours are good for only the year they are earned. 
 
You cannot break up credits.  For example, a 2 credit class cannot be used for two one year 
credits.  You can add credits to get longer PI time, for example if you take two 3 credit classes 
you would be good for five years (see above listed).  

 
 

Professional Improvement Reimbursement Guidelines for Out-of-State 
Activities 

 
Out of state professional improvement activities can be an important part of the professional 
development for teachers in the Gresham School District.  Out of state activities can provide a 
unique opportunity for teachers to develop a more concentrated understanding of their 
curriculum topics.  To ensure the continued availability for reimbursement of out of state 
activities, the following criteria will be used to determine access to these funds. 
 
1. The activities MUST be justified within the educator’s curriculum responsibilities. 
 
2. The activities MUST be sponsored by a university or professional organization.  
 
3. University tuition or conference registration fees will be reimbursed the full amount if 

funds are available in their account. 
 
4. Travel (air, bus, car mileage, etc.) will be reimbursed to a MAXIMUM of $100.00 with the 

proper receipts.  Travel within the state of Wisconsin will be reimbursed an unlimited 
amount with the proper receipts. 

 
5.  Expenses (meals, hotel, parking, etc.) will be reimbursed to a MAXIMUM of $250.00 with 

the proper receipts (there is not a limit for each meal). 
 
6. Books and materials will be reimbursed the full amount if funds are available in the 

educator’s account with the proper receipts. 
 
7. Verification of attendance will be needed for payment. 
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8. Teachers MUST obtain WRITTEN PRIOR APPROVAL for any out of state activity from 

the Professional Improvement Committee. 
 
9. The Professional Improvement Committee reserves the right to review each out of state 

activity request on an individual basis. 
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APPENDIX G 
POLICY 7217-WEAPONS 

 
The Board of Education prohibits staff members, students, and visitors from possessing, storing, 
making, or using a weapon in any setting that is under the control and supervision of the District 
for the purpose of school activities approved and authorized by the District including, but not 
limited to, property leased, owned, or contracted for by the District, a school-sponsored event, 
or in a District vehicle to the extent permitted by law. Policies regarding staff members are found 
in Policy 3217 and Policy 4217. The policy pertaining to students is found in Policy 5772 without 
the permission of the District Administrator. 
 
This prohibition does not apply to unloaded firearms in a locked vehicle or locked firearms case, 
or to separately stored ammunition, that is on any part of school grounds used as a parking 
facility (x ) provided, however, that the firearm case or rack is not visible to those passing by the 
vehicle (i.e., the case is in the vehicle trunk or, if not possible, covered with a blanket or in some 
fashion shielded from vision.) 
 
Concealed Carry Permit Holders 
No parent or other volunteer may carry or in any fashion possess a concealed weapon, whether 
they hold a permit or not, while transporting students in a district owned vehicle. Additionally, 
anyone, including a holder of a concealed carry permit license issued or recognized by the State 
of Wisconsin, is prohibited by virtue of Wis. Stat. 948.605(2)(b)1r from possessing a concealed 
weapon anywhere in or on school grounds including parking areas. 
  
Definition of "Weapon" 
The term "weapon" means any object which, in the manner in which it is used, is intended to be 
used, or is represented, is capable of inflicting serious bodily harm or property damage, as well 
as endangering the health and safety of persons. Weapons include, but are not limited to, 
firearms (including, but not limited to firearms as defined in 18 U.S.C. 921(a)(3)), guns of any 
type, including air and gas- powered guns (whether loaded or unloaded), knives, (subject to the 
exceptions below) razors, with unguarded blades, clubs, electric weapons, metallic knuckles, 
martial arts weapons, ammunition, and explosives. 
  
Exceptions to this policy include:  
 

A. weapons under the control of law enforcement personnel while on duty, or qualified 
former law enforcement officers, off duty law enforcement officers, or out-of-state law 
enforcement officers; 

B. contracted personnel that are authorized by law to carry weapons in the course of their 
professional duties and for which the District and the contracted entity have a contract 
that authorizes employees of the contracted entity to carry a weapon on school grounds 
and in school buildings in the performance of their duties (i.e. armored transport 
services); 

C. items approved by a Principal, the District Administrator as part of a class or individual 
presentation under adult supervision, including, but not limited to hunters' education 
courses, if used for the purpose of and in the manner approved (working firearms, 
except those protected at all times by a cable or trigger lock, and live ammunition shall 
never be approved); 
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D. theatrical props used in appropriate settings; 
E. starter pistols used in appropriate sporting events; and 
F. a lockback knife having a blade no longer than three (3) inches in length, a knife lawfully 

used for food consumption or preparation, or a knife used for a lawful purpose within the 
scope of the person’s employment. 

 
The District Administrator may refer a visitor or volunteer who violates this policy to law 
enforcement officials. The visitor or volunteer may also be subject to other action such as loss of 
volunteer status at the sole discretion of the Board. 
  
Any staff member who has reason to believe that a person has or will violate this policy shall 
report to the school Principal or their supervisor immediately. Failure to report such information 
may subject the staff member to disciplinary action, up to and including termination. The staff 
member may also confront the person if the staff member believes the risk of injury to self or 
others is minimal or if immediate action is necessary to prevent injury to any person. 
  
This policy shall be published and distributed to staff members annually. Publication is not a 
precondition to enforcement of this policy. 
  
© Neola 2015 
 
Legal 
120.13(1), Wis. Stats. 
175.60, Wis. Stats. 
943.13, Wis. Stats. 
948.605, Wis. Stats. 
18 U.S.C. 921(a)(3) 
18 U.S.C. 922 
20 U.S.C. 7151 
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APPENDIX H 
3122/4122- NONDISCRIMINATION AND EQUAL EMPLOYMENT OPPORTUNITY 

 
The Board of Education does not discriminate in the employment of professional staff on the basis of the 
Protected Classes of race, color, national origin, age, sex (including transgender status, change of sex, 
sexual orientation, or gender identity), pregnancy, creed or religion, genetic information, handicap or 
disability, marital status, citizenship status, veteran status, military service (as defined in 111.32, Wis. 
Stats.), national origin, ancestry, arrest record, conviction record, use or nonuse of lawful products off the 
District’s premises during non working hours, declining to attend an employer-sponsored meeting or to 
participate in any communication with the employer about religious matters or political matters, or any 
other characteristic protected by law in its employment practices. 
  
District Compliance Officers 
The Board designates the following individuals to serve as the District’s "Compliance Officers" 
(hereinafter referred to as the "COs"). 
  
Newell Haffner Nick Curran  
District Administrator Director of Finance and Operations 
715-787-3211 ext 850 715-787-3211 ext 820 
501 Schabow Street, Gresham, WI 54128 501 Schabow Street, Gresham, WI 54128 
haffnen@gresham.k12.wi.us currann@gresham.k12.wi.us 
 
The names, titles, and contact information of these individuals will be published annually: 

A. in the staff handbook. 
B. on the School District's website. 

 
The COs are responsible for coordinating the District’s efforts to comply with the applicable Federal and 
State laws and regulations, including the District’s duty to address in a prompt and equitable manner any 
inquiries or complaints regarding discrimination, retaliation or denial of equal access. The COs shall also 
verify that proper notice of nondiscrimination for Title II of the Americans with Disabilities Act (as 
amended), Title VI and Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendment Act 
of 1972, Section 504 of the Rehabilitation Act of 1973 (as amended), the Age Discrimination in 
Employment Act of 1975, and the Genetic Information Nondiscrimination Act (GINA) to students, their 
parents, staff members, and the general public. 
  
Reports and Complaints of Unlawful Discrimination and Retaliation  
Employees are expected to promptly report incidents of unlawful discrimination and/or retaliation to an 
administrator, supervisor, or other Supervisory employee so that the Board may address the conduct. Any 
administrator, supervisor, or other Supervisory employee who receives such a complaint shall file it with 
the CO at his/her first opportunity, but no later than two (2) business days. 
  
Employees who believe they have been unlawfully discriminated/retaliated against are entitled to utilize 
the complaint process set forth below. Initiating a complaint will not adversely affect the complaining 
individual's employment. While there are no time limits for initiating complaints under this policy, 
individuals should make every effort to file a complaint as soon as possible after the conduct occurs while 
the facts are known and potential witnesses are available. 
  
The COs will be available during regular school/work hours to discuss concerns related to unlawful 
discrimination/retaliation. COs shall accept complaints of unlawful discrimination/retaliation directly from 
any member of the School District community (District employees, students, parent(s), and members of 
the Board), resident of the District, or a visitor to the District, or receive complaints that are initially filed 
with a school building administrator. Upon receipt of a complaint, either directly or through a school 
building administrator, a CO will begin an investigation, or the CO will designate a specific individual to 
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conduct such a process. The CO will provide a copy of this policy to any person who files a complaint. All 
members of the School District community must report incidents of discrimination/retaliation that are 
reported to them to the CO within two (2) business days of learning of the incident/conduct. 
  
Any Board employee who directly observes unlawful discrimination/retaliation is obligated, in accordance 
with this policy, to report such observations to one of the COs within two (2) business days. Additionally, 
any Board employee who observes an act of unlawful discrimination/retaliation is expected to intervene to 
stop the misconduct, unless circumstances make such an intervention dangerous, in which case the staff 
member should immediately notify other Board employees and/or local law enforcement officials, as 
necessary, to stop the misconduct. Thereafter, the CO must contact the employee within two (2) business 
days to advise him/her of the Board's intent to investigate the alleged wrongdoing. 
  
Investigation and Complaint Procedure  
Any employee who believes that s/he has been subjected to unlawful discrimination or retaliation may 
seek resolution of his/her complaint through the procedures described below. The complaint procedures 
involve an investigation of the individual’s claims and a process for rendering a decision regarding 
whether the charges are substantiated. 
  
Once the complaint process begins, the investigation will be completed in a timely manner (ordinarily, 
within fifteen (15) business days of the complaint being received). 
  
The procedures set forth below are not intended to interfere with the rights of any individual to pursue a 
complaint of unlawful discrimination or retaliation with the United States Department of Education Office 
for Civil Rights, the Wisconsin Equal Rights Division, or the Equal Employment Opportunity Commission 
("EEOC"). 
  
Complaint Procedure 
 An individual who believes s/he has been subjected to unlawful discrimination/retaliation (hereinafter 
referred to as the "Complainant"), may file a complaint, either orally or in writing, with a Principal, the CO, 
District Administrator, or other supervisory employee. Any complaint received regarding the District 
Administrator or a Board member shall be referred to the Board’s legal counsel, who shall assume the 
role of the CO for such complaints. Additionally, if the complaint is regarding a CO, the complaint shall be 
reported to the District Administrator, who shall assume the role of CO for such complaints. 
  
Due to the sensitivity surrounding complaints of unlawful discrimination and retaliation, timelines are 
flexible for initiating the complaint process; however, individuals should make every effort to file a 
complaint within thirty (30) calendar days after the conduct occurs while the facts are known and potential 
witnesses are available. If a Complainant informs a Principal, District Administrator, or other supervisory 
employee, either orally or in writing, about any complaint of discrimination or retaliation, that employee 
must report such information to the CO within two (2) business days. 
  
Throughout the course of the process, the CO should keep the parties informed of the status of the 
investigation and the decision- making process. 
  
All complaints must include the following information to the extent it is available: the identity of the 
individual believed to have engaged in, or be engaging in, the discriminatory/retaliatory conduct; a 
detailed description of the facts upon which the complaint is based; a list of potential witnesses; and the 
resolution sought by the Complainant. 
  
If the Complainant is unwilling or unable to provide a written statement including the information set forth 
above, the CO shall ask for such details in an oral interview. Thereafter, the CO will prepare a written 
summary of the oral interview, and the Complainant will be asked to verify the accuracy of the reported 
charge by signing the document. 
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Upon receiving a complaint, the CO will consider whether any action should be taken in the investigatory 
phase to protect the Complainant from further discrimination or retaliation, including, but not limited to, a 
change of work assignment or schedule for the Complainant and/or the person who allegedly engaged in 
the misconduct. In making such a determination, the CO should consult the Complainant to assess 
his/her position to the proposed action. If the Complainant is unwilling to consent to the proposed change, 
the CO may still take whatever actions s/he deems appropriate in consultation with the District 
Administrator. 
  
Within two (2) business days of receiving the complaint, the CO will initiate an investigation to determine 
whether the Complainant has been subjected to unlawful discrimination/retaliation. 
  
Simultaneously, the CO will inform the individual alleged to have engaged in the discriminatory or 
retaliatory conduct (hereinafter referred to as the "Respondent"), that a complaint has been received. The 
Respondent will be informed about the nature of the allegations and provided with a copy of any relevant 
policies and/or administrative guidelines, including this Policy. The Respondent must also be informed of 
the opportunity to submit a written response to the complaint within five (5) business days. 
  
Although certain cases may require additional time, the CO will attempt to complete an investigation into 
the allegations of discrimination/retaliation within fifteen (15) business days of receiving the formal 
complaint. The investigation will include: 

A. interviews with the Complainant; 
B. interviews with the Respondent; 
C. interviews with any other witnesses who may reasonably be expected to have any information 

relevant to the allegations; 
D. consideration of any documentation or other information presented by the Complainant, 

Respondent, or any other witness that is reasonably believed to be relevant to the allegations. 
 
At the conclusion of the investigation, the CO shall prepare and deliver a written report to the District 
Administrator that summarizes the evidence gathered during the investigation and provides 
recommendations based on the evidence and the definition of unlawful discrimination/retaliation as 
provided in Board policy and State and Federal law as to whether the Complainant has been subjected to 
unlawful discrimination/retaliation. The CO's recommendations must be based upon the totality of the 
circumstances. In determining if discrimination or retaliation occurred, a preponderance of evidence 
standard will be used. ( x) The CO may consult with the Board’s legal counsel before finalizing the report 
to the District Administrator. 
  
Absent extenuating circumstances, within five (5) business days of receiving the report of the CO, the 
District Administrator must either issue a final decision regarding whether the charges have been 
substantiated or request further investigation. A copy of the District Administrator's final decision will be 
delivered to both the Complainant and the Respondent. 
  
If the District Administrator requests additional investigation, the District Administrator must specify the 
additional information that is to be gathered, and such additional investigation must be completed within 
five (5) business days. At the conclusion of the additional investigation, the District Administrator must 
issue a final written decision as described above. 
  
If the District Administrator determines the Complainant was subjected to unlawful 
discrimination/retaliation, s/he must identify what corrective action will be taken to stop, remedy, and 
prevent the recurrence of the discrimination/retaliation. The corrective action should be reasonable, 
timely, effective, and tailored to the specific situation. 
  
A Complainant or Respondent who is dissatisfied with the final decision of the District Administrator may 
appeal through a signed written statement to the Board within five (5) business days of his/her receipt of 
the District Administrator's final decision. In an attempt to resolve the complaint, the Board shall review 
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the findings and may meet with the concerned parties and their representatives within twenty (20) 
business days of the receipt of such an appeal. A copy of the Board's disposition of the appeal shall be 
sent to each concerned party within ten (10) business days of its decision. The decision of the Board will 
be final. 
  
The Board reserves the right to investigate and resolve a complaint or report of unlawful 
discrimination/retaliation regardless of whether the employee alleging the misconduct pursues the 
complaint. The Board also reserves the right to have the complaint investigation conducted by an external 
person in accordance with this policy or in such other manner as deemed appropriate by the Board. 
  
The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the 
person’s pursuit of other remedies. Use of this internal complaint procedure is not a prerequisite to the 
pursuit of other remedies. 
  
Privacy/Confidentiality 
The School District will employ all reasonable efforts to protect the rights of the Complainant, the 
Respondent(s), and the witnesses as much as possible, consistent with the Board’s legal obligations to 
investigate, to take appropriate action, and to conform with any discovery or disclosure obligations. All 
records generated under the terms of this policy shall be maintained as confidential to the extent 
permitted by law. Confidentiality, however, cannot be guaranteed. All Complainants will be advised that 
their identities may become known to the Respondent(s) through the investigation process. 
  
During the course of an investigation, the CO will instruct each person who is interviewed about the 
importance of maintaining confidentiality. Any individual who is interviewed as part of an investigation is 
expected not to disclose to third parties any information that s/he learns and/or provides during the course 
of the investigation. 
  
All public records created as a part of an investigation of a complaint of discrimination/retaliation will be 
maintained in accordance with the School Board's records retention policy. 
  
Sanctions and Monitoring 
 The Board shall vigorously enforce its prohibitions against unlawful discrimination by taking appropriate 
action reasonably calculated to stop and prevent further misconduct. While observing the principles of 
due process, a violation of this policy may result in disciplinary action up to and including the discharge of 
an employee. All disciplinary action will be taken in accordance with applicable State law. When imposing 
discipline, the District Administrator shall consider the totality of the circumstances involved in the matter. 
In those cases where unlawful discrimination/retaliation is not substantiated, the Board may consider 
whether the alleged conduct nevertheless warrants discipline in accordance with other Board policies, 
consistent with the terms of the relevant collective bargaining agreement(s). 
  
Where the Board becomes aware that a prior remedial action has been taken against an employee, all 
subsequent sanctions imposed by the Board and/or District Administrator shall be reasonably calculated 
to end such conduct, prevent its recurrence, and remedy its effect. 
  
Retaliation 
 Retaliation against a person who makes a report or files a complaint alleging unlawful 
discrimination/retaliation, or participates as a witness in an investigation is prohibited. Specifically, the 
Board will not retaliate against, coerce, intimidate, threaten or interfere with any individual because the 
person opposed any act or practice made unlawful by any Federal or State civil rights law, or because 
that individual made a charge, testified, assisted or participated in any manner in an investigation, 
proceeding, or hearing under those laws, or because that individual exercised their rights, aided or 
encouraged any other person in the exercise of any right granted or protected by those laws. 
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Education and Training 
In support of this policy, the Board promotes preventative educational measures to create greater 
awareness of unlawful discriminatory practices. The District Administrator shall provide appropriate 
information to all members of the School District community related to the implementation of this policy 
and shall provide training for District staff where appropriate. All training, as well as all information 
provided regarding the Board's policy and discrimination in general, will be age and content appropriate. 
  
© Neola 2014 
 
Legal 
111.31 et seq., 111.335(d)(2), 118.195, 118.20, Wis. Stats. 
Fourteenth Amendment, U.S. Constitution 
20 U.S.C. Section 1681, Title IX of the Education Amendment Act 
20 U.S.C. Section 1701 et seq., Equal Educational Opportunities Act of 1974 
20 U.S.C. Section 7905, Boy Scouts of America Equal Access Act 
42 U.S.C. 6101 et seq., Age Discrimination Act of 1975 
42 U.S.C. 12101 et seq., The Americans with Disabilities Act of 1990, as amended 
34 C.F.R. Part 110 (7/27/93) 
42 U.S.C. 2000e et seq., Civil Rights Act of 1964 
42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act 
29 U.S.C. 701 et seq., Rehabilitation Act of 1973, as amended 
29 C.F.R. Part 1635 
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APPENDIX I 
3123/4123- SECTION 504/ADA PROHIBITION AGAINST DISABILITY DISCRIMINATION IN 

EMPLOYMENT 
 
The Board of Education prohibits discrimination against any employee or applicant based upon 
his/her disability. As such, the Board will not engage in employment practices or adopt policies 
that discriminate on the basis of disability, or otherwise discriminate against qualified individuals 
with disabilities in regard to job application procedures, the hiring, advancement or discharge of 
employees, employee compensation, job training, or other terms, conditions and privileges of 
employment. The Board further will not limit, segregate or classify applicants or employees in 
any way that adversely affects their opportunities or status because of disability.  Additionally, 
the Board will not participate in any contractual or other relationships that have the effect of 
subjecting qualified individuals with disabilities who are applicants or employees to 
discrimination on the basis of disability. 
  
"An individual with a disability" means a person who has, has a record of, or is regarded as 
having, a physical or mental impairment that substantially limits one or more major life activities. 
Major life activities are functions such as caring for one's self, performing manual tasks, walking, 
seeing, hearing, eating, sleeping, standing, lifting, bending, speaking, breathing, learning, 
reading, concentrating, thinking, communicating, sitting, reaching, interacting with others, and 
working. 
  
Major life activities also include the operation of a major bodily function, including, but not limited 
to, functions of the immune system, special sense organs and skin, normal cell growth, and 
digestive, genitourinary, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, 
hemic, lymphatic, musculoskeletal and reproductive functions. The operation of a major bodily 
function includes the operation of an individual organ within a body system. 
  
An impairment that is episodic in nature or in remission is considered a disability if it would 
substantially limit a major life activity when active. 
  
The determination of whether an impairment substantially limits a major life activity must be 
made without regard to the ameliorative effects of mitigating measures such as medication, 
medical supplies, equipment or appliances, low-vision devices (defined as devices that magnify, 
enhance, or otherwise augment a visual image, but not including ordinary eyeglasses or contact 
lenses), prosthetics (including limbs and devices), hearing aid(s) and cochlear implant(s) or 
other implantable hearing devices, mobility devices, oxygen therapy equipment or supplies, use 
of assistive technology, reasonable accommodations or "auxiliary aides or services," learned 
behavioral or adaptive neurological modifications, psychotherapy, behavioral therapy, or 
physical therapy. 
  
A qualified person with a disability means the individual satisfies the requisite skill, experience, 
education and other job-related requirements of the employment position such individual holds 
or desires and, with or without reasonable accommodation, can perform the essential functions 
of the job in question. 
  
The Board will provide a reasonable accommodation to a qualified individual who has an actual 
disability or who has a record of a disability, unless the accommodation would impose an undue 
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hardship on the operation of the District’s program and/or activities. A reasonable 
accommodation is not required for an individual who is merely regarded as having a disability. 
  
Compliance Officer(s)  
The Board designates the following individual(s) to serve as the District's 504 CO(s)/ADA 
Coordinator(s) (hereinafter referred to as the "COs"). 
 
Newell Haffner Nick Curran  
District Administrator Director of Finance and Operations 
715-787-3211 ext 850 715-787-3211 ext 820 
501 Schabow Street, Gresham, WI 54128 501 Schabow Street, Gresham, WI 54128 
haffnen@gresham.k12.wi.us currann@gresham.k12.wi.us 
  
The name(s), title(s), and contact information of this/these individual(s) will be published 
annually: 

A. in the staff handbook. 
B. on the School District's website.  

 
The COs are responsible for coordinating the District's efforts to comply with and fulfill its 
responsibilities under Section 504 and Title II of the Americans with Disabilities Act, as 
amended ("ADA"). A copy of Section 504 and the ADA, including copies of their implementing 
regulations, may be obtained from the COs. 
  
The COs will oversee the investigation of any complaints of discrimination based on disability, 
which may be filed pursuant to the Board's adopted internal complaint procedure, and will 
attempt to resolve such complaints. 
  
The Board will provide for the prompt and equitable resolution of complaints alleging violations 
of Section 504/ADA. (See Complaint Procedure below.) 
  
Training 
The COs will also oversee the training of employees in the District so that all employees 
understand their rights and responsibilities under Section 504 and the ADA, and are informed of 
the Board's policies, administrative guidelines and practices with respect to fully implementing 
and complying with the requirements of Section 504/ADA. 
  
The Board will provide in-service training and consultation to staff responsible for the education 
of persons with disabilities, as necessary and appropriate. 
  
Facilities  
No qualified person with a disability will, because the District's facilities are inaccessible to or 
unusable by persons with disabilities, be denied the benefits of, be excluded from participation 
in, or otherwise be subjected to discrimination under any program or activity to which Section 
504/ADA applies. 
  
For facilities constructed or altered after June 3, 1977, the District will comply with applicable 
accessibility standards. For those existing facilities constructed prior to June 3, 1977, the District 
is committed to operating its programs and activities so that they are readily accessible to 
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persons with disabilities. 
  
Notice 
Notice of the Board's policy on nondiscrimination in employment practices and the identity of the 
COs will be posted throughout the District, and published in the District's recruitment statements 
or general information publications. 
 
Complaint Procedures 
If a person believes that s/he has been discriminated against on the basis of his/her disability, 
the person may utilize the following complaint procedures as a means of reaching, at the lowest 
possible administrative level, a prompt and equitable resolution of the matter. 
  
In accordance with Section 504 of the Rehabilitation Act of 1973 and its implementing 
regulations ("Section 504"), employees will be notified of their right to file an internal complaint 
regarding an alleged violation, misinterpretation or misapplication of Section 504. In addition, 
employees will be notified of their right to file a complaint with the U.S. Department of 
Education's Office for Civil Rights. 
  
Internal complaints must be put in writing and must identify the specific circumstances or areas 
of dispute that have given rise to the complaint, and offer possible solutions to the dispute. The 
complaint must be filed with COs within the time limits specified below. The COs are available to 
assist individuals in filing a complaint. 
  
Internal Complaint Procedure 
The following internal complaint procedure is available to employees for the prompt and 
equitable resolution of complaints alleging discrimination based upon disability. Use of the 
internal complaint procedure is not a prerequisite to the pursuit of other remedies, including the 
filing of a complaint with the U.S. Department of Education's Office for Civil Rights. 
  
An employee with a complaint based on alleged discrimination on the basis of disability may first 
discuss the problem with the CO. 
  
If the informal discussion does not resolve the matter, or if the employee skips Step A, the 
individual may file a formal written complaint with the CO. The written complaint must contain 
the name and address of the individual or representative filing the complaint, be signed by the 
complainant or someone authorized to sign for the complainant, describe the alleged 
discriminatory action in sufficient detail to inform the CO of the nature and date of the alleged 
violation, and propose a resolution. The complaint must be filed within thirty (30) calendar days 
of the circumstances or event giving rise to the complaint, unless the time for filing is extended 
by the District CO for good cause. 
  
The CO will conduct an independent investigation of the matter (which may or may not include a 
hearing). This complaint procedure contemplates informal, but thorough investigations, affording 
all interested persons and their representatives, if any, an opportunity to present witnesses and 
other evidence relevant to the complaint. The CO will provide the complainant with a written 
disposition of the complaint within ten (10) work days. If no decision is rendered within ten (10) 
work days, or the decision is unsatisfactory in the opinion of the complainant, the employee may 
file, in writing, an appeal with the District Administrator. The CO shall maintain the District’s files 
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and records relating to the complaint. 
  
The District Administrator will, within ten (10) workdays of receiving the written appeal, conduct 
a hearing with all parties involved in an attempt to resolve the complaint. 
  
The District Administrator will render his/her decision within ten (10) workdays of the hearing. 
  
The employee may be represented, at his/her own cost, at any of the above-described 
meetings/hearings. 
  
The right of a person to a prompt and equitable resolution of the complaint shall not be impaired 
by the person’s pursuit of other remedies such as the filing of a complaint with the Office for Civil 
Rights or the filing of a court case. Use of this internal complaint procedure is not a prerequisite 
to the pursuit of other remedies. 
  
If it is determined that the complainant was subjected to unlawful discrimination, the CO must 
identify what corrective action will be taken to stop, remedy, and prevent the recurrence of the 
discrimination/retaliation. The corrective action should be reasonable, timely, age-appropriate 
and effective, and tailored to the specific situation. 
  
OCR Complaint 
At any time, if an employee believes that s/he has been subjected to discrimination based upon 
his/her disability in violation of Section 504 or the ADA, the individual may file a complaint with 
the U.S. Department of Education's Office for Civil Rights ("OCR"). The OCR can be reached at: 
  
U.S. Department of Education Office for Civil Rights Citigroup Center 
500 W. Madison Street Suite 1475 
Chicago, IL 60661 
(312) 730-1560 
FAX: (312) 730-1576 
TDD: (877) 521-2172 
E-mail: OCR.Chicago@ed.gov 
  
Retaliation 
Retaliation against a person who makes a report or files a complaint alleging unlawful 
discrimination, or participates as a witness in an investigation, is prohibited. Specifically, the 
Board will not discriminate/retaliate against, coerce, intimidate, threaten or interfere with any 
individual because the person opposed any act or practice made unlawful by Section 504 of the 
ADA, or because that individual made a charge, testified, assisted or participated in any manner 
in an investigation, proceeding, or hearing under those laws, or because that individual 
exercised, enjoyed, aided or encouraged any other person in the exercise or enjoyment of any 
right granted or protected by those laws. 
  
© Neola 2014 
 
Legal 
29 C.F.R. Part 1630 
29 U.S.C. 794, Section 504 Rehabilitation Act of 1973, as amended 
34 C.F.R. Part 104 
42 U.S.C. 12101 et seq., Americans with Disabilities Act of 1990, as amended 
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APPENDIX J 
3362/4362- EMPLOYEE ANTI-HARASSMENT 

 
Prohibited Harassment 
The Board of Education is committed to a work environment that is free of harassment of any form. The 
Board will not tolerate any form of harassment and will take all necessary and appropriate action to 
eliminate it. Any member of the School District community who violates this policy will be subject to 
disciplinary action, up to and including termination of employment. Additionally, appropriate action will be 
taken to stop and otherwise deal with any third party who engages in harassment against our employees. 
  
The Board will vigorously enforce its prohibition against harassment based on race, color, national origin, 
age, sex (including transgender status, change of sex, sexual orientation, or gender identity), pregnancy, 
creed or religion, genetic information, handicap or disability, marital status, citizenship status, veteran 
status, military service (as defined in 111.32, Wis. Stats.), national origin, ancestry, arrest record, 
conviction record, use or nonuse of lawful products off the District’s premises during non working hours, 
declining to attend an employer-sponsored meeting or to participate in any communication with the 
employer about religious matters or political matters, or any other characteristic protected by law in its 
employment practices (hereinafter referred to as "Protected Characteristics"), and encourages those 
within the School District community as well as third parties, who feel aggrieved to seek assistance to 
rectify such problems. The Board prohibits harassment that affects tangible job benefits, interferes 
unreasonably with an individual’s work performance, or creates an intimidating, hostile, or offensive 
working environment. Harassment may occur employee- to-employee, employee-to student, 
male-to-female, female-to-male, male-to-male, or female-to-female. 
  
The Board will investigate all allegations of harassment and in those cases where harassment is 
substantiated, the School Board will take immediate steps calculated to end the harassment, prevent its 
reoccurrence, and, if applicable, remedy its effects. Individuals who are found to have engaged in 
harassment will be subject to appropriate disciplinary action. 
  
For purposes of this policy, "School District community" means individuals subject to the control and 
supervision of the Board including, but not limited to, students, teachers, staff, volunteers, and Board 
members, agents, contractors, or other persons. 
  
For purposes of this policy, "third parties" include, but are not limited to, guests and/or visitors on School 
District property (e.g., visiting speakers, participants on opposing athletic teams, parents), vendors doing 
business with, or seeking to do business with the District, and other individuals who come in contact with 
members of the School District community at school-related events/activities (whether on or off School 
District property). 
  
Definitions 
"Harassment" means any threatening, insulting, or dehumanizing gesture, use of data or computer 
software, or written, verbal or physical conduct directed against a school employee on the basis of the 
employee’s Protected Characteristics that: 

A. places a school employee in reasonable fear of harm to his/her person or damage to his/her 
property; 

B. is sufficiently severe, pervasive, and persistent so as to create a hostile working environment 
which materially alters the employee’s working conditions from the perspective of a reasonable 
person similarly situated; 

C. has the effect of substantially disrupting the orderly operation of a school or any other aspect of 
the District’s operations. 

 
Sexual Harassment  
Pursuant to Title VII of the Civil Rights Act of 1964 and Title IX of the Educational Amendments of 1972, 
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"sexual harassment" is defined as unwelcome sexual advances, requests for sexual favors, and other 
physical, verbal, or visual conduct based on sex constitutes sexual harassment when: 

A. a supervisory employee engages in harassing behavior towards a subordinate employee, 
regardless of whether such conduct creates a hostile work environment; 

B. acquiescence in or submission to such conduct is an explicit or implicit term or condition of 
employment; 

C. an individual's acquiescence in, submission to, or rejection of such conduct becomes the basis for 
employment decisions affecting that individual; 

D. such conduct is sufficiently severe, pervasive, and persistent such that it has the purpose or 
effect of unreasonably interfering with an individual's work performance or creating an 
intimidating, hostile or offensive work environment; 

E. consensual sexual relationships where such relationship leads to favoritism of a subordinate 
employee with whom the superior is sexually involved and where such favoritism results in an 
adverse employment action for another employee or otherwise creates a hostile work 
environment; 

F. inappropriate boundary invasions by a District employee or other adult member of the District into 
a student's personal space and personal life. 

 
Sexual harassment may involve the behavior of a person of either gender against a person of the same or 
opposite gender. 
  
Prohibited acts that constitute sexual harassment may take a variety of forms. Examples of the kinds of 
conduct that may constitute sexual harassment include, but are not limited to: 

A. unwelcome sexual propositions, invitations, solicitations, and flirtations; 
B. physical and/or sexual assault; 
C. threats or insinuations that a person's employment, wages, promotions, assignments, or other 

conditions of employment may be adversely affected by not submitting to sexual advances; 
D. unwelcome verbal expressions of a sexual nature, including graphic sexual commentaries about 

a person's body, dress, appearance, or sexual activities; the unwelcome use of sexually 
degrading language, jokes or innuendos; unwelcome suggestive or insulting sounds or whistles; 
obscene telephone calls, text messages, or social media postings; 

E. sexually suggestive objects, pictures, videotapes, audio recordings, or literature, placed in the 
work or educational environment, which may embarrass or offend individuals; 

F. unwelcome and inappropriate touching, patting, or pinching; obscene gestures; 
G. a pattern of conduct, which can be subtle in nature, that has sexual overtones and is intended to 

create or has the effect of creating discomfort and/or humiliation to another; 
H. remarks speculating about a person's sexual activities or sexual history, or remarks about one's 

own sexual activities or sexual history; 
I. consensual sexual relationships where such relationship leads to favoritism of a subordinate 

employee with whom the superior is sexually involved and where such favoritism adversely 
affects other employees or otherwise creates a hostile work environment; and 

J. verbal, nonverbal or physical aggression, intimidation, or hostility based on sex or 
sex-stereotyping that does not involve conduct of a sexual nature. 

 
Sexual relationships between staff members, where one staff member has supervisory responsibilities 
over the other, are discouraged as a matter of Board policy. Such relationships have an inherent 
possibility of being construed as sexual harassment because the consensual aspect of the relationship 
may be the result of implicit or explicit duress caused by uncertainty regarding the consequences of 
non-compliance. 
  
Romantic or sexual relationships between District staff (teachers, aides, administrators, coaches or other 
school authorities) and a student is expressly prohibited. Any school staff member who engages in sexual 
conduct with a student may also be guilty of a crime and any information regarding such instances will be 
reported to law enforcement authorities. 
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Boundary Invasions 
Boundary invasions may be appropriate or inappropriate. Appropriate boundary invasions make medical 
or educational sense. For example, a teacher or aide assisting a kindergartner after a toileting accident or 
a coach touching a student during wrestling or football can be appropriate. However other behaviors 
might be going too far, are inappropriate and may be signs of sexual grooming. 
  
Inappropriate boundary invasions may include, but are not limited to the following: 

A. hugging, kissing, or other physical contact with a student 
B. telling sexual jokes to students 
C. engaging in talk containing sexual innuendo or banter with students 
D. talking about sexual topics that are not related to curriculum 
E. showing pornography to a student 
F. taking an undue interest in a student (i.e. having a "special friend" or a "special relationship") 
G. initiating or extending contact with students beyond the school day for personal purposes 
H. using e-mail, text-messaging or websites to discuss personal topics or 

interests with students 
I. giving students rides in the staff member's personal vehicle or taking students on personal 

outings without administrative approval 
J. invading a student's privacy (e.g. walking in on the student in the bathroom, locker-room, asking 

about bra sizes or previous sexual experiences) 
K. going to a student's home for non-educational purposes 
L. inviting students to the staff member's home without proper chaperones (i.e. another staff 

member or parent of student) 
M. giving gifts or money to a student for no legitimate educational purpose 
N. accepting gifts or money from a student for no legitimate educational purpose 
O. being overly "touchy" with students 
P. favoring certain students by inviting them to come to the classroom at non- class times 
Q. getting a student out of class to visit with the staff member 
R. providing advice to or counseling a student regarding a personal problem (i.e. problems related to 

sexual behavior, substance abuse, mental or physical health, and/or family relationships, etc.), 
unless properly licensed and authorized to do so 

S. talking to a student about problems that would normally be discussed with adults (i.e. marital 
issues) 

T. being alone with a student behind closed doors without a legitimate educational purpose 
U. telling a student "secrets" and having "secrets" with a student 
V. other similar activities or behavior: 

 
Inappropriate boundary invasions are prohibited and must be reported promptly to one of the District 
Compliance Officers, as designated in this policy, the Building Principal or the District Administrator. 
  
Religious (Creed) Harassment 
 Prohibited religious harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based 
upon an individual's religion or creed and when the conduct has the purpose or effect of interfering with 
the individual's work performance; or of creating an intimidating, hostile, or offensive working 
environment. Such harassment may occur where conduct is directed at the characteristics of a person's 
religious tradition, clothing, or surnames, and/or involves religious slurs. 
  
National Origin Harassment 
 Prohibited national origin harassment occurs when unwelcome physical, verbal, or nonverbal conduct is 
based upon an individual's national origin and when the conduct has the purpose or effect of interfering 
with the individual's work performance; or of creating an intimidating, hostile, or offensive working 
environment. Such harassment may occur where conduct is directed at the characteristics of a person's 
national origin, such as negative comments regarding customs, manner of speaking, language, 
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surnames, or ethnic slurs. 
  
Age Harassment  
Prohibited age based harassment occurs when unwelcome physical, verbal, or nonverbal conduct is 
based upon an individual's age, being over age forty (40), and when the conduct has the purpose or 
effect of interfering with the individual's work performance; or of creating an intimidating, hostile, or 
offensive working environment. 
  
Race/Color Harassment 
 Prohibited race/color based harassment occurs when unwelcome physical, verbal, or nonverbal conduct 
is based upon an individual's race and/or color and when the conduct has the purpose or effect of 
interfering with the individual's work performance; or of creating an intimidating, hostile, or offensive 
working environment. 
  
Disability Harassment  
Prohibited disability harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based 
upon an individual’s disability, perceived disability, or record of disability, and when the conduct has the 
purpose or effect of interfering with the individual’s work performance; or of creating an intimidating, 
hostile, or offensive working environment. Such harassment may occur where conduct is directed at the 
characteristics of a person’s current or past disabling condition or a perceived condition, such as negative 
comments about speech patterns, movement, physical impairments or defects/appearances, or the like. 
Such harassment may further occur where conduct is directed at or pertains to a person's genetic 
information. 
  
Reports and Complaints of Harassing Conduct 
Members of the School District community and third parties, which includes all staff, are encouraged to 
promptly report incidents of harassing conduct to an administrator, supervisor or other School District 
official so that the Board may address the conduct before it becomes severe, pervasive, or persistent. 
Any administrator, supervisor, or other District official who receives such a complaint shall file it with the 
District’s Compliance Officer at his/her first opportunity. 
  
Members of the School District community or third parties who believe they have been harassed by 
another member of the School District community or a third party are entitled to utilize the Board's 
complaint process that is set forth below. Initiating a complaint, whether formally or informally, will not 
adversely affect the complaining individual's employment unless the complaining individual makes the 
complaint maliciously or with knowledge that it is false. 
  
Reporting procedures are as follows: 

A. Any employee who believes s/he has been the victim of harassment prohibited under this policy 
is encouraged to report the alleged harassment to the appropriate school official as identified in D 
below. 

B. Teachers, administrators, and other school officials who have knowledge of or receive notice that 
an employee has or may have been the victim of harassment prohibited under this policy shall 
immediately report the alleged harassment to the appropriate school official as defined in D 
below. 

C. Any other person with knowledge or belief that an employee has or may have been the victim of 
harassment prohibited by this policy shall be encouraged to immediately report the alleged acts to 
an appropriate school official as identified in D below. 

D. Appropriate school officials are as follows: 
a. Any complaint under this policy shall be reported to the District’s Compliance Officer 

unless the complaint is regarding the Compliance Officer. In such cases, the complaint 
shall be reported to the District Administrator, who shall assume the role of the District 
Compliance Officer for such complaints. 

b. Any complaint under this policy regarding the District Administrator or Board Member that 
52 



 

is received by the District Compliance Officer shall be referred to the School Board’s legal 
counsel, who shall assume the role of the District Compliance Officer for such 
complaints. 

E. The reporting party or complainant shall be encouraged to use a report form available from the 
Principal of each building or available from the District office, but oral reports shall be considered 
complaints as well. Use of formal reporting forms shall not be mandated. However, all oral 
complaints shall be reduced to writing. Further, nothing in this policy shall prevent any person 
from reporting harassment directly to the District Administrator. 

F. To provide individuals with options for reporting harassment to an individual of the gender with 
which they feel most comfortable, the District shall designate both a male and a female District 
Compliance Officer. 

 
District Compliance Officers 
The Board designates the following individuals to serve as the District’s "Compliance Officers" 
(hereinafter referred to as the "COs"). 
 
Newell Haffner Nick Curran 
District Administrator Director of Finance and Operations 
715-787-3211 ext 850 715-787-3211 ext 820 
501 Schabow Street, Gresham, WI 54128 501 Schabow Street, Gresham, WI 54128 
haffnen@gresham.k12.wi.us currann@gresham.k12.wi.us 
  
The names, titles, and contact information of these individuals will be published annually: 

A. in the parent and staff handbooks. 
B. on the School District's website. 

 
A CO will be available during regular school/work hours to discuss concerns related to harassment, to 
assist students, other members of the School District community, and third parties who seek support or 
advice when informing another individual about "unwelcome" conduct. 
  
The COs are assigned to accept complaints of harassment directly from any member of the School 
District community or a visitor to the District, or to receive complaints that are initially filed with a school 
building administrator. Upon receipt of a complaint either directly or through a school building 
administrator, a CO will begin either an investigation or the CO will designate a specific individual to 
conduct such a process. The CO will prepare recommendations or will oversee the preparation of such 
recommendations. All members of the School District community should report incidents of harassment 
that are reported to them to the CO within two (2) business days of learning of the incident. 
  
Investigation and Complaint Procedure  
Any employee or other member of the School District community or visitor to the District who believes that 
s/he has been subjected to harassment or has witnessed harassment of another may seek resolution of 
his/her complaint through the procedures as described below. Further, a process for investigating claims 
of harassment and a process for rendering a decision regarding whether the claim of harassment was 
substantiated are set forth below. 
  
Once the complaint process begins, the investigation will be completed in a timely manner (ordinarily, 
within fifteen (15) business days of the complaint being received). 
  
Complaint Procedure 
 An individual who believes s/he has been subjected to harassment hereinafter referred to as the 
"complainant," may file a complaint, either orally or in writing with a teacher, Principal, CO, District 
Administrator, or other supervisory employee. As noted above, any complaint received regarding the 
District Administrator or a Board member shall be referred to the Board’s legal counsel, who shall assume 
the role of the CO for such complaints. Additionally, if the complaint is regarding a CO, the complaint shall 
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be reported to the District Administrator, who shall assume the role of the CO for such complaints. 
  
Due to the sensitivity surrounding complaints of harassment, timelines are flexible for initiating the 
complaint process; however, individuals should make every effort to file a complaint within thirty (30) 
calendar days after the conduct occurs while the facts are known and potential witnesses are available. If 
a Complainant informs a Principal, District Administrator, or other supervisory employee, either orally or in 
writing, about any complaint of discrimination or retaliation, that employee must report such information to 
the CO within two (2) business days. 
  
Throughout the course of the process as described herein, the CO should keep the parties informed of 
the status of the investigation and the decision making process. 
  
All written complaints must include the following information to the extent it is available: the identity of the 
individual believed to have engaged in, or be actively engaging in, harassment; a detailed description of 
the facts upon which the complaint is based; and a list of potential witnesses. 
  
If the complainant is unwilling or unable to provide a written statement including the information set forth 
above, the CO shall ask for such details in an oral interview. Thereafter the CO will prepare a written 
summary of the oral interview, and the complainant will be asked to verify the accuracy of the reported 
charge by signing the document. 
  
Upon receiving a complaint, the CO will consider whether any action should be taken in the investigatory 
phase to protect the complainant from further harassment or retaliation including but not limited to a 
change of work assignment or schedule for the complainant and/or the alleged harasser. In making such 
a determination, the CO should consult the Complainant to assess his/her position to the proposed action. 
If the Complainant is unwilling to consent to the proposed change, the CO may still take whatever actions 
s/he deem appropriate in consultation with the District Administrator. No temporary arrangements shall be 
disciplinary to either the complainant or respondent. 
  
Within two (2) business days of receiving a complaint, the CO will inform the individual alleged to have 
engaged in the harassing conduct, hereinafter referred to as the "respondent", that a complaint has been 
received. 
  
Simultaneously, the CO will inform the individual alleged to have engaged in the discriminatory or 
retaliatory conduct (hereinafter referred to as the "Respondent"), that a complaint has been received. The 
respondent will be informed about the nature of the allegations and a copy of this policy shall be provided 
to the respondent at that time. The respondent must also be informed of the opportunity to submit a 
written response to the complaint within five (5) business days. 
  
Within five (5) business days of receiving the complaint, the CO will initiate a formal investigation to 
determine whether the complainant has been subject to offensive conduct/harassment. 
  
Although certain cases may require additional time, the CO will attempt to complete an investigation into 
the allegations of harassment within fifteen (15) calendar days of receiving the formal complaint. The 
investigation will include: 

A. interviews with the complainant; 
B. interviews with the respondent; 
C. interviews with any other witnesses who may reasonably be expected to have any information 

relevant to the allegations; 
D. consideration of any documentation or other evidence presented by the complainant, respondent, 

or any other witness which is reasonably believed to be relevant to the allegations. 
 
At the conclusion of the investigation, the CO shall prepare and deliver a written report to the District 
Administrator that summarizes the evidence gathered during the investigation and provides 
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recommendations based on the evidence and the definition of harassment as provided in this policy and 
State and Federal law as to whether the complainant has been subject to harassment. The COs 
recommendations must be based upon the totality of the circumstances, including the ages and maturity 
levels of those involved. (x ) The CO may consult with the School Board Attorney before finalizing the 
report to the District Administrator. 
  
Absent extenuating circumstances, within five (5) business days of receiving the report of the CO, the 
District Administrator must either issue a final decision regarding whether or not the complaint of 
harassment has been substantiated or request further investigation. A copy of the District Administrator's 
final decision will be delivered to both the complainant and the respondent. 
  
If the District Administrator requests additional investigation, the District Administrator must specify the 
additional information that is to be gathered, and such additional investigation must be completed within 
five (5) business days. At the conclusion of the additional investigation, the District Administrator must 
issue a final written decision as described above. 
  
The decision of the District Administrator shall be final. If the investigation results in disciplinary action, the 
employee subject to discipline is entitled to file a grievance pursuant to Board Policy 3340. Nothing in this 
policy shall be construed to prevent an employee from bringing a complaint before the Equal Employment 
Opportunity Commission or the Wisconsin Equal Rights Division. 
  
The Board reserves the right to investigate and resolve a complaint or report of harassment regardless of 
whether the member of the School District community or third party alleging the harassment pursues the 
complaint. The Board also reserves the right to have the formal complaint investigation conducted by an 
external person in accordance with this policy or in such other manner as deemed appropriate by the 
Board. 
  
The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the 
person’s pursuit of other remedies. Use of this internal complaint procedure is not a prerequisite to the 
pursuit of other remedies. 
  
Privacy/Confidentiality 
The School District will employ all reasonable efforts to protect the rights of the Complainant, the 
Respondent(s), and all the witnesses as much as possible, consistent with the Board’s legal obligations to 
investigate, to take appropriate action, and to conform with any discovery or disclosure obligations in an 
investigation of harassment. The School District will respect the privacy of the complainant, the 
respondent, and all witnesses in a manner consistent with the School District's legal obligations under 
State and Federal law.  Confidentiality, however, cannot be guaranteed. All complainants proceeding 
through the formal investigation process should be advised that their identity may be disclosed to the 
respondent. 
  
During the course of an investigation, the CO will determine whether confidentiality during the 
investigation process is necessary to protect the interests and reputations of those involved and/or to 
protect the integrity of the investigation and if so shall instruct all members of the School District 
community and third parties who are interviewed about the importance of maintaining confidentiality. Any 
individual who is interviewed as part of a harassment investigation is expected not to disclose any 
information that s/he learns or that s/he provides during the course of the investigation. 
  
All public records created as a part of an investigation of a complaint of harassment will be maintained by 
the CO in accordance with the Board's records retention policy. Any records which are considered 
student records in accordance with the State or Federal law will be maintained in a manner consistent 
with the law. 
  
Sanctions and Monitoring 
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The Board shall vigorously enforce its prohibitions against harassment by taking appropriate action 
reasonably calculated to stop the harassment and prevent further such harassment. While observing the 
principles of due process, a violation of this policy may result in disciplinary action up to and including the 
discharge of an employee. All disciplinary action will be taken in accordance with applicable law. When 
imposing discipline, the District Administrator shall consider the totality of the circumstances. In those 
cases where harassment is not substantiated, the Board may consider whether the alleged conduct 
nevertheless warrants discipline in accordance with other Board policies. 
  
All sanctions imposed by the Board and/or District Administrator shall be reasonably calculated to end 
such conduct, prevent its recurrence, and remedy its effects. 
  
Allegations Constituting Criminal Conduct  
If the CO has reason to believe that the complainant has been the victim of criminal conduct, such 
knowledge should be reported to local law enforcement. After such report has been made, the District 
Administrator shall be advised that local law enforcement was notified. 
  
If the complainant has been the victim of criminal conduct and the accused is the District Administrator, 
such knowledge should be reported by the CO to local law enforcement. After such report has been 
made, the Board President, School Board Attorney shall be advised that local law enforcement was 
notified. 
  
Any reports made to local law enforcement shall not terminate the COs obligation and responsibility to 
continue to investigate a complaint of harassment. While the COs may work cooperatively with outside 
agencies to conduct concurrent investigations, the harassment investigation shall not be stopped due to 
the involvement of outside agencies without good cause after consultation with the District Administrator. 
  
Reprisal 
 Submission of a good faith complaint or report of harassment will not affect the complainant's or 
reporter's work status or work environment. However, the Board also recognizes that false or fraudulent 
claims of harassment or false or fraudulent information about such claims may be filed. The Board 
reserves the right to discipline any person filing a false or fraudulent claim of harassment or false or 
fraudulent information about such a claim. 
  
The District will discipline or take appropriate action against any member of the School District community 
who retaliates against any person who reports an incident of harassment prohibited by this policy or 
participated in a proceeding, investigation, or hearing relating to such harassment. Retaliation includes, 
but is not limited to, any form of intimidation, reprisal, or harassment. 
  
Miscellaneous  
The District shall conspicuously post a notice including this policy against harassment in each school in a 
place accessible to the School District community and members of the public. This notice shall also 
include the name, mailing address, and telephone number of the COs, the name, mailing address, and 
telephone number of the State agency responsible for investigating allegations of discrimination in 
employment, and the mailing address and telephone number of the United States Equal Opportunity 
Employment Commission. 
  
A summary of this policy and any related administrative guidelines shall appear in the employee 
handbook and a copy shall be made available upon request of employees and other interested parties. 
  
Education and Training 
In support of this policy, the Board promotes preventative educational measures to create greater 
awareness of harassment. The District Administrator shall provide appropriate information to all members 
of the School District community related to the implementation of this policy and shall provide training for 
District staff at such times as the Board in consultation with the District Administrator determines is 
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necessary or appropriate. 
  
The Board will respect the privacy of the complainant, the individuals against whom the complaint is filed, 
and the witnesses as much as practicable, consistent with the Board's legal obligations to investigate, to 
take appropriate action, and to conform with any discovery, disclosure, or other legal obligations. 
 
Legal 
Wis. Stats. 111.31, 118.195, 118.20 
20 U.S.C. 1400 et seq., The Individuals with Disabilities Improvement Act of 2004, as amended 
(commonly known as The Individuals with Disabilities Act) 
20 U.S.C. 1681 et seq. 
20 U.S.C. 1681 et seq., Title IX 
29 U.S.C. 621 et seq., Age Discrimination in Employment Act of 1967 
29 U.S.C. 794, Rehabilitation Act of 1973 
29 C.F.R. Part 1635 
29 U.S.C. 6101, The Age Discrimination Act of 1975 
42 U.S.C. 2000d et seq. 
42 U.S.C. 2000e et seq. 
42 U.S.C. 1983 
42 U.S.C. 12101 et seq., Americans with Disabilities Act of 1990, as amended 
42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act 
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Employee Acknowledgement of Receipt of Employee Handbook  
I acknowledge that I have received and reviewed a copy of the Gresham School District’s 
Employee Handbook.  I understand that it is my responsibility to read it thoroughly, including the 
policy prohibiting harassment and the FMLA policy.  The employee handbook describes 
important information about the Gresham School District. I understand that I should consult the 
District Administrator if I have any questions that are not answered in the handbook.  
 
I understand and acknowledge that there may be changes to the information, policies, and 
benefits in the district handbook. I understand that the Gresham School District may add new 
policies to the district handbook as well as replace, change, or cancel existing policies. I 
understand that district handbook changes can only be authorized by the Board of Education of 
the Gresham School District.  
 
I understand and acknowledge that nothing in the Employee Handbook may be construed as 
creating a promise of future benefits or a binding contract with the Gresham School District for 
employment or benefits or any other purpose.  I understand and acknowledge that the district 
handbook does not alter my employment status or guarantee employment for any definite 
period of time.  
 
Please sign and date a copy of this receipt and return it to the District Administrator.  
 
EMPLOYEE’S NAME (printed):  
 
_________________________________________________  
 
EMPLOYEE’S SIGNATURE:  
 
_________________________________________________  
 
 

DATE: ____________________________ 
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