
Fontana Board of Education Policy      Number 522.1 
 
          

Drug-Free Workplace 
A. All employees (certified, non-certified, part-time or casual): 

1. Are strictly prohibited from the unlawful possession, use or distribution 
of illicit drugs, tobacco, or alcohol on the school premises or as any part of 
a student related activity which is conducted off from the school premises. 

 
 2. Are subject to possible disciplinary sanctions up to and including 
  termination of employment for the unlawful possession, use or distribution 

of illicit drugs or alcohol in connection with any student related activity or 
on school premises.  In addition, the employer will automatically refer any 
suspected employee to local authorities for prosecution in violation of A(1) 
above.  A conviction for any of the above prohibitions shall result in 
termination of employment. 

 
 3. Will be provided with information, from the employer, regarding drug and 
  alcohol counseling, rehabilitation and re-entry programs.  Employees who 
  voluntarily request such information will be assisted in securing help by 
  the school administration. 
 
 4. Who are first-time offenders of this prohibition submit to 
  counseling and/or a rehabilitation program as a contingency of continued 
  employment. 
 
B. It shall be the employers (administration's) responsibility to: 
  
 1. Notify all new employees, in writing, that this policy is mandatory. 
 
 2. Ensure that the disciplinary sanctions described in A(2) of this policy 
  are consistently enforced. 
 
 
 
Legal Reference:            Drug-Free Workplace Act of 1988 
Cross Reference:    Current Employee Agreement 
Policy Adoption Date:    July 20, 1999 
Policy Reviewed:  November, 2003 (Changes made) 
 
 
 
 
 
 
 



 
Big Foot Area Schools Association     Number 523.3 
 

 
 

EMPLOYEE ASSISTANCE PROGRAM (EAP) 
 

The Big Foot Area Schools recognize that a variety of physical and/or psychological 
problems may interfere with the ability of the individual employee to perform satisfactorily 
on the job.  We are vitally interested in helping employees who have or who may develop 
personal and/or behavioral/medical problems before such conditions become so advanced 
that the employee becomes unemployable.  Problems may include physical, psychological, 
or chemical dependency illnesses and legal, financial, marital, or other types of problems 
that definitely and repeatedly interfere with the employee's job performance. 
 
It is also recognized that because such problems are often misunderstood by the affected 
individual, their family, employer, and association; potential recovery opportunities are 
missed.  Therefore, the Big Foot Area Schools have decided to join with other public and 
private employers in instituting an Employee Assistance Program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adoption Dat:e:  March 16, 1999 
Policy Review Date;      March 2002 
 
 
 
 
 
 
 
 
Big Foot Area Schools Association                  Rule 523.3 

 



 

Employee Assistance Program Guidelines 
 
 

A. PROGRAM DESCRIPTION 
 
The purpose of the BFAS Employee Assistance Program is to assist employees and their 
families in seeking and receiving help from existing district and area resources by 
providing information to employees regarding the availability of assessments, counseling, 
rehabilitation, and re-entry programs.  A manual describing mental health benefits and 
mental health/AODA resources within the communities comprising and surrounding the Big 
Foot Area Schools will be distributed to employees. 
 
B. PROGRAM COORDINATION 
 
An EAP Coordinator will be designated.  This person will be responsible for: 
 
 1. coordinating the dissemination of information to staff and their family members 

regarding the nature and operation of the program. 
 
 2. securing program assistants from teaching and classified staffs in each district to 

facilitate employee use of the program.  These volunteers will be asked to assist 
their peers in accessing the EAP and to expand awareness of the program in order 
to encourage use as needed.  Summaries of feedback surveys, regarding client 
satisfaction with providers, will be shared with program assistants semi-annually. 

 
 3. training district staff playing key roles in EAP operation. 
 
C. REFERRALS TO PROGRAM 
 
 1. Referrals to the Employee Assistance Program can be made in two ways. 
 
  a. An employee or his/her family member may self-refer him/herself to the 
program for assessment and/or treatment. 
 
   
  b. An employee's supervisor may recommend to an employee that they seek 
assistance through the program. 
 
2. The decision to use the Employee Assistance Program must be voluntary. 
 
  
 
3. Once an employee decides to seek assessment or treatment, it is their choice as to 
which  provider they choose.  Employees are not limited to the providers listed in the EAP 



manual. 
 
  a. Assessment/diagnosis is the responsibility of the screening resource and will  
  not be  the function of districts' staff or administrators. 
 
  b. Individuals may use the appropriate existing fringe benefits for appointments  
  and professional services. 
 
D. CONFIDENTIALITY 
 
Confidentiality is essential if an EAP is to be effective. 
 
 1. State and federal confidentiality laws will be followed allowing users to feel 

comfortable sharing information during EAP contact. 
 
 2. Neither names of individuals or job titles of those using EAP services will be made 

available to the districts. 
 
 3. An optional report may be completed by the EAP client about the provider.  This 

program rating scale will be used to continue to match services with user needs. 
 
E. EMPLOYEE JOB PERFORMANCE 
 
While the district wishes to support employees, our primary responsibility is to insure that 
educational standards are maintained for the benefit of children.  Implementation of this 
policy will not require or result in any special regulations or exemptions from 
administrative practices applicable to job performance, nor excuses the obligation of the 
employee to maintain an acceptable performance level. 
 
Employees seeking assistance through the EAP, however, will be assured that their 
employment status will not be jeopardized by the fact of their seeking such assistance. 
 
 
 
Rule Adoption Date:   March 16, 1999 
Rule Review Date:      March 2002 
 
 
 
 
Big Foot Area Schools Association      Number 524 
 

 
 

PRE-EMPLOYMENT CRIMINAL BACKGROUND CHECKS 
 



 The Board shall develop and implement procedures to obtain and review conviction 
 records of adults recommended for employment including substitute teachers.   
 Conviction records will not be used or considered in making employment decisions  
 unless the convictions are substantially related to the circumstances of the particular job. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:       Section 111.335 Wisconsin Statutes 
Cross Reference:       511, Equal Employment Opportunities 
Policy Adoption Date:      March 16, 1999  
Policy Reviewed:  November, 2003 (No changes) 
 
 
 
 
 
Big Foot Area Schools Association      Rule 524 
 
GUIDELINES FOR PRE-EMPLOYMENT CRIMINAL BACKGROUND CHECKS 

 
A) Procedure  
 The conviction record of adults recommended for employment as administrators, 
 teachers, other certified employees, non-certified employees, substitutes for  
 certified employees, substitutes for non-certified employees, and advisors or 



 coaches for extra-curricular assignments must be obtained and reviewed by the 
 administrator prior to finalizing the decision to employ. 
 
 1. Scope of Conviction Report 
  The conviction report as it pertains to recommendation for employment 
  will include convictions or pending violation of the law other than minor 
  traffic violations.  Conviction means the final judgment on a verdict or 
  a finding of guilty, a plea of guilty or a plea of no contest, in any state or 
  federal court of competent jurisdiction in a criminal case, regardless of 
  whether the appeal is pending or could be taken.  Conviction does not 
  include a final judgment which has been expunged by pardon, reversed, 
  set aside or otherwise rendered invalid.  In accordance with state law, 
  pending charges or convictions will not be used or considered unless 
  they are substantially related to the circumstances of the particular job. 
 
 2. Application Disclosure Statement 
  The application form shall require individuals to indicate all convictions 
  or pending violations of the law other than minor traffic violations.  If the 
  person recommended for employment refuses to cooperate in fully 
  completing the disclosure form or is found to have provided false,  
  inaccurate or incomplete information on the disclosure form, the person 
  will be disqualified from consideration for employment or may be 
  considered for dismissal.  If the crime records confirm a conviction or 
  pending charges which the candidate acknowledged on the application 
  form, a determination shall be made in consultation with legal counsel 
  whether or not to reject the application based upon: 
  a.  consideration of the circumstances substantially related to the nature of 
       the conviction pending charge, and 
  b.  whether the circumstances substantially relate to the nature of the  
       particular position for which the candidate has applied. 
 
B)  Crime Records Check 
 The Department of Justice will provide the information necessary to complete a 

crime records check for each applicant recommended for employment.  The District 
will reimburse the Department of Justice for this service.  The Walworth Police 
Department may be utilized to obtain crime records not available through the 
Department of Justice. 

 
C)  Employee Rights 
 Persons recommended for employment will be provided a copy of the conviction 
 report upon request.  Persons requesting copies of the conviction report will  
 reimburse the District for the cost of providing the copies.  Persons recommended 
 for employment have the right to attach any statement or explanation to the 
 conviction report.  The disclosure report and conviction report will be maintained 
 in files separate from the persons' personnel file for as long as the persons are 
 employed by the District and as prescribed by the records retention schedule 



 adopted by the District. 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fontana Board of Education Policy     Number 532.1 
 

 
Professional Staff Negotiations 

 
 
 
All policies and directives pertaining to negotiations for certified staff will be found under 
Article II of the Board/Teacher Master Agreement. 

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adoption Date:    April 20, 1999 
 
 
 
 
 
 
Fontana Board of Education Policy     Number 532.31 
 

Jury Duty Leave 
 

A. Employees of Fontana Elementary School may serve jury duty when called. 
Leave when granted will be with full pay, but the employee shall return the jury fee 
to the district.  Employee compensation shall be for only those days that an actual 
jury duty fee is received as recorded by the court.  Reimbursement for travel and 
meals may be kept by the juror. 

 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:    Current Employee Agreement 
Policy Adoption Date:    March 16, 1999 
Policy Reviewed:  November, 2003 (Changes made) 
 
 
 
 
 
 
 
 
Big Foot Area Schools Association  Policy     Number 534 

 
Substitute Teachers 

 
Each year the Big Foot Area Schools Association will advertise and maintain a list of substitute teachers 
available for work within the Association. 

 
In order to qualify to be placed on the list of available substitute teachers, individuals must 
complete a substitute teacher application and annually indicate that they are available for 
service and provide evidence that they hold a valid Wisconsin teacher’s license.  
Alternately, teachers may be placed on the list if they provide proof of eligibility and 
submit a copy of their application for a Wisconsin license.  Additionally, potential 
substitute teachers must submit to pre-employment criminal background checks in 
accordance with BFASA policy. 



 
The daily rate of pay for substitute teaching at the Big Foot Area Schools is $85.00 for a 
full day and $45.00 for a half day. 
 
A long-term substitute is defined as a teacher who substitutes in a single assignment for a 
period longer than 20 consecutive days.  On the 21st day of service, that teacher shall 
receive the daily rate equivalent to that of a beginning teacher on the current teacher salary 
schedule of the district being served.  Alternately, if a district knows that the substitute 
teacher will serve for a period longer than 20 days in the same assignment, then the teacher 
shall immediately be paid at the daily rate of a beginning teacher on their salary schedule. 
 
 
 
 
 
 
 
 
 
 
Cross Reference:    511, Equal Employment Opportunities; 524  

Pre-Employment Criminal Background Checks; Current 
Employee Agreement   

Policy Adoption Date:    March 16, 1999 
Policy Reviewed:  September 27, 2004 
 
 
 
 
 
          
Fontana Board of Education Policy      Number 540 

 
Non-Certified Staff Employment, Benefits and Evaluation 

 
   I.  Disclaimer 
 
 The contents of this policy are presented as a matter of information only.  The 
plans, policies and procedures described are not conditions of employment.  The school 
district reserves the right to modify, revoke, suspend, terminate, or change any or all such 
plans, policies, or procedures, in whole or in part, at any time with or without notice.  The 
language which appears in this policy or on any Letter of Employment is not intended to 
create, nor is to be construed to constitute, a contract between the school district and any 
one or all of its employees or a guaranty of continued employment for any fixed term.  
Notwithstanding any provisions of this policy, or Letter of Employment, employment may 
be terminated at any time, with or without cause. 



          
 II.   Employment 
 
      All positions will have a salary or wage commensurate with experience/skills, job 
description, degree of responsibility and will be influenced by market comparables and 
economic conditions.  Employees in all positions will be reviewed and evaluated on an 
annual basis subject to performance evaluation standards set by board policy or more often 
if performance issues arise or circumstances warrant.  A probationary period of six months 
will be in effect for all positions. 
 
 
III.  Definitions 
 

A.  Full-time employees are personnel who are scheduled for service forty (40) 
hours per week and twelve (12) months per year.    

 
      B.  Part-time employees are personnel who are scheduled for service for less than  
           forty (40) hours per week or less than twelve (12) months per year. 
      
IV.  Compensation 
 

A.  Time sheets will be submitted by all non-certified hourly paid personnel. Pay          
period compensation will be based on time sheet submitted per district payroll 
procedure.  Pay periods are determined on the basis of district policy. 

 
B.   Employees are required to work only assigned hours unless (1) the 
administrator or his/her designee changes, adds to, or reduces said hours in 
particular circumstances, or (2) a change requested by the employee is previously 
approved by the administrator or his/her designee.  Hours worked beyond a forty 
(40) hour week must receive approval in advance.  Approved time actually worked 
beyond forty (40) hours per week will be paid at time and one-half the employees' 
existing wage rate.  Employees who, in lieu of being paid for overtime hours, agree 
to compensatory time off will bank said overtime hours and use them upon advance 
approval by the Administrator or his/her designee.  Such banked time shall accrue 
at the rate of one and one-half times the actual overtime hours worked.  Banked 
compensatory time which has not been utilized by June 30 shall be paid out at the 
overtime rate in order to reduce the compensatory bank hours to zero. 

 
 V.  Fringe Benefits  
 

A.  Paid Vacation - Upon initial employment all full-time employees will receive 
two (2) weeks of paid vacation per year.  Any full-time employee not completing 
one full year of employment, will have vacation prorated fractionally based upon 
twelve (12) months needed to earn ten (10) days of paid vacation.  Vacation will 
not be accumulative and employees may not collect pay in lieu of vacation.  
Deviation from this portion of the policy will be considered only under unusual  



 circumstances. 
 
 Beginning with the sixth (6) year of employment, employees will become eligible 
 for three (3) weeks of paid vacation and beginning with the sixteenth (16) year 
 of consecutive employment, employees will be eligible for four (4) weeks of  
 vacation.  Beginning the twenty-sixth (26) year of consecutive employment,  
 employees will be eligible for five (5) weeks of paid vacation.  The above  
 stipulation on vacation proration, accumulation, and payment in lieu of, also  
 applies to employees who qualify for 3, 4 and 5 weeks respectively.   
 
 Scheduling Vacations - All vacations must be approved in advance by the  
 Administrator or his/her designee.  Requests for a single vacation day must be 
 submitted in writing five (5) days prior to the date requested for approval (the 
 Administrator or his/her designee has discretion to grant vacation days that 
 are not requested five days in advance).  Vacation periods over one (1) day in 
 length must be submitted in writing two (2) weeks prior to the date/dates 
 requested.  Vacations should be planned in correlation with the orderly operation 
 of the school. 
 
 Part-time employees will not be eligible for paid vacation. 
 

B.  Paid Holidays - All full-time employees will receive the following paid 
holidays:New Year’s Eve Day, New Years Day, Memorial Day, Fourth of July, 
Labor Day, Thanksgiving Day, Christmas Eve Day, Christmas Day, Good Friday.  
When any of these national holidays fall on a weekend, the preceding Friday or 
Monday following the national holiday will be a paid holiday: except, if New 
Years Day falls on Saturday or Sunday and school is scheduled for the ensuing 
Monday, Monday shall be a work day and the Board shall provide a paid holiday 
during the prior week or shall convert the lost holiday to a vacation day for the 
affected employees.  All part-time employees will be eligible for the following 
paid holidays:  Memorial, Day, Labor Day, Thanksgiving Day. 

 
C.  Health/Dental Insurance/Long-Term Disability Insurance -  The Board of 
Education (B.O.E.) shall contribute toward the premiums for all full-time and part-
time employees who are eligible to receive single/family health/dental insurance 
subject to the following limits of contribution:   

 
   •  B.O.E. shall establish annual contributions toward premiums 
       for full-time employees. 
 
   •  B.O.E. contribution toward insurance premiums for school-year 
       employees shall be paid for the months of September through 
       May at the percent equivalency of 1,440 hours; i.e., an employee 
       scheduled to work six  (6) hours per day for 180 days shall receive 
       a contribution by the B.O.E. equal to 75% of the B.O.E.  
       contribution for a full-time employee for the given policy for the 



       months of September through May.  School-year employees will 
       be responsible for paying the three (3) month premiums of June, 
       July and August. 
      
   •  All other part-time employees who are not school-year employees 
                 shall receive B.O.E. contribution to insurance premium payment equal 
      to the percent equivalency of the full-time employment based on 2,080 
      hours; i.e., an employee scheduled to work six (6) hours per day for 
      the calendar year would receive a contribution by the B.O.E. equal to 
      75% of the B.O.E. contribution for a full-time employee for the given 
      policy.  This paragraph shall be effective for all employees on July1,  
      1996; except, the cook and aides employed by the District on May 15,  
      1996 shall have this policy first applied to them effective September 1, 
          1996.  
 
   •  The Board of Education shall contribute toward the premiums for full- 
       time and part-time employees who are eligible to receive long-term 
       disability insurance. 
  
     D.  Section 125 Plan -  The District shall establish and provide at its  
 expense a cafeteria plan within the meaning of Section 125 of the Internal  
 Revenue Code of 1986, as amended (the “code”).  Employees who are employed 
 At 50% or greater contract (and who can demonstrate that they have other  
 Health coverage) may elect through the cafeteria plan either to be provided  

with the District’s health insurance coverage as described in number V (Sect. C) 
above or to receive additional payment of cash compensation, with the total of such 
payments equal to the annual premium payable by the District for single 

 health insurance coverage.  The amount of each additional payment of cash  
 compensation shall be calculated by dividing the District’s annual premium 
 for single health insurance by the number of paychecks per year.  Alternately, 
 such eligible employees may elect through the cafeteria plan to receive  
 payments of cash compensation, which are equal to the annual premium 

payable by the district for single health insurance coverage.  To the extent     
consistent with the cafeteria plan rules under Code Section 125 regarding changes 
in family status and other coverage changes, employees who choose the additional 
payments of cash compensation described above shall be able to enroll in the 
District’s health plan at a later date pursuant to  the carrier’s late enrollment terms, 
timelines, and conditions of reentry. The cafeteria plan shall be implemented using 
the WEA Best Flex Program. It shall be the responsibility of the employee to pay 
the employee portion of employment taxes which may be imposed upon any 
additional cash payments paid to the employee under the cafeteria plan, including, 
by way of  illustrations and not limitation, FICA taxes.  
     

E.  Life Insurance - All eligible employees may enroll in the State Trust Fund Life 
Insurance Program.  Monthly premiums and contributions are determined by  



annual salary of employee to the nearest thousand dollars and age of the  Employee.  
Percent of contribution is determined by the State Statute of the insurance plan. 

 
      F.  Retirement System - All employees who are eligible to participate in the 
 Wisconsin Retirement System will have both the employer's share contributed 

by the Board of Education and will have the employees share up to 6.5%     
contributed by the Board of Education. 

 
      G.  Retirement Bonus -  The following schedule will be applied when a full-time 
 employee retires and has accrued unused sick leave and was initially employed 
 prior to June 1, 1995. 
 
 Years of Service  Percent of Total Accrued Days Rate* 
   At Fontana                    Allowed    
 
 10-15 years          25%      
 16-25 years          75%      
 26 years +        100%      
 
*Rate to be calculated annually (same as for teacher bonus) by using .0028 times the current BA base 
salary.) 

 

H.  Early Retirement – An employee who becomes eligible for a WRS annuity shall be 
eligible for retirement and shall be subject to the following: 

a) Non-certified staff who have been employed with the district for 20 or more  
years will be eligible to receive District paid health insurance. 

b) Health Insurance premiums will be provided as follows: 
1) Six years family insurance/WEAIG Medicare supplement paid by the 

the district at the rate in the year following retirement. 

2) Twelve years single insurance/WEAIG Medicare supplement paid by 
the district at the rate in the year following retirement. 

3) 50% of family insurance/WEAIG Medicare supplement paid by the 
district for a period of 12 years at the rate in the year following 

retirement. 

4) An employee can convert from a family to single coverage with the 
remaining benefit calculated on a two years single to a one-year 

family basis. 

c) Such health insurance shall be available from the age of retirement to an 
age of 65 at which time the employee’s plan shall be converted to a medicare 
supplement plan.  The maximum number of years for the District’s obligation 
shall be twelve (12) years 

d) After the exhaustion of District paid insurance, the employee may at his/her 



own cost continue in the District’s group insurance plan.  Continuation in 

this plan is subject to the rules and regulations of the insurance carrier. 

            e)  There shall be no employee or employer contributions made to the          

                 Wisconsin Retirement System (WRS) for any early retiree. 

  

 
       I.   Leaves of Absence -   

1. Personal Illness - For absences caused by illness or physical disability of the 
employee, each full-time employee upon initial employment, shall be granted 
ten (10) days each year cumulative to one-hundred twenty (120) days per year.  
Full time employees hired before June 1, 1995 shall be granted twenty (20) 
days of paid leave for personal illness cumulative to one-hundred twenty (120) 
days.    After an absence of three (3) consecutive days due to illness, a doctor's 
release may be required to return.  Part-time employees will have personal 
illness leave pro-rated annually based on 260 work days and cumulative to 
one-hundred twenty (120) of  their respective work days.   

 
2.  Personal Days – Two days leave of absence for personal, legal, business, or  
family matters.  These are non-cumulative days with full pay.  Part-time employees 
shall have these days pro-rated. 

  
 3.  Family Illness -  Employees may use sick leave for the care of  
 immediate family members.  Employees using sick leave for the care of  
immediate family members shall have these days of sick leave deducted from accumulated 

sick leave. 
 

 
 
 
 
4.  Other Emergency Leaves -  Death or Serious Illness - Up to seven(7) days of 
emergency leave will be granted for the death or serious illness of a full-time 
employee's spouse/immediate family.  (Immediate Family is defined as 

 spouse, mother/father, children, mother/father-in-laws or brothers/sisters of the 
employee. )  These days will be paid.   Any other emergency leave will be non-
paid and subject to administrative  approval.      

 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
Policy Adoption Date:   June 22, 1999 

Cross Reference:            Policy 537.1, Attendance at Conferences & Conventions 
Reviewed:     June, 2003 (No changes)  
 
 
 
 


