
AGENDA 
SCHOOL DISTRICT OF MANAWA 

POLICY & HUMAN RESOURCES COMMITTEE MEETING 
 
Date:  May 9, 2018   Time: 4:45 p.m.   Location:  Board Room 
         800 Beech St., Manawa 
Chair:  _________________  Recorder:____________ Timer: ________________  
 
In Attendance: 
 
Board Committee Members:  Pethke (C), Forbes and J. Johnson 
 

1. Job Reclassification (Information / Action) 
2. Proposal for High School Finals – Mr. Wolfgram (Information / Action) 
3. Review Policy 5330 Administration of Medicine/Emergency Care (Information / Action) 
4. NEOLA AG2626 and AG2626A (Information / Action) 
5. Review ag8504A use of Animals in the Classroom & on School Premises (Information / Action) 
6. Administrative Guidelines 3000’s (Information / Action) 
7. Update Professional Educator Handbook for SY201819 (Information / Action) 
8. Policy & Human Resources Committee Planning Guide  
9. Next Meeting Date: ______________________________ 
10. Next Meeting Items: 

1. NEOLA Technology Updates – Special Releases Phase II & III (Information / Action) 
2. Update Salary & Stipend Guide (PACE) 2018-2019 (Information / Action) 
3. Update Support Staff Handbook 2017-18 (Information / Action) 

   
 

1. Job Reclassification     Action _____ Table _____   
__________________________________________________________________________ 
 
__________________________________________________________________________       
 

2. Proposal for High School Finals     Action _____ Table _____   
__________________________________________________________________________ 
 
__________________________________________________________________________         
 

3. Review Policy 5330 – Admin of Medicine/Emergency Care Action _____ Table _____   
__________________________________________________________________________ 
 
__________________________________________________________________________     
 

4. NEOLA AG AG2626 and AG2626A   Action _____ Table _____   
 
__________________________________________________________________________ 
 
__________________________________________________________________________     
  

5. Review ag8504A Use of Animals in the Classroom / Premises     Action _____ Table _____   
 
__________________________________________________________________________ 
 
__________________________________________________________________________       



 
6. Administrative Guidelines 3000’s      Action _____ Table _____     

 
__________________________________________________________________________ 
 
__________________________________________________________________________     
   

7. Update Professional Educator Handbook for SY201819   Action _____ Table _____     
 
__________________________________________________________________________ 
 
__________________________________________________________________________     
 

8. Policy & Human Resources Committee Planning Guide  
 
__________________________________________________________________________ 
 
__________________________________________________________________________     
 

9. Next Meeting Date:  _________________________________________________________ 
 
 
 
Chair:  _________________________  Date:  _________________ Adjourn Time: ____________   
              Signature 



School District of Manawa 

Petition for Wage Equalization Form 

Employee's Name: S,l\"fl<>,,,C tk.J. Le..-b:ze ;.l Job Title: 4~h/fJ-jc /A:c.ffV1H'e-:r Diredoy 

Current Job Description and/ or Base Wage:-*'_CfH
1
_'-[.._._I ~I _. _

0
_

0 
___________ _ 

Requested Job Description and / or Base Wage: _'1....,2.=Sj".,_..Q"'p"'O"'------------

Please answer the following questions as completely as possible. If additional space is 

needed, additional pages may be attached to this form. 

1. How long has this position existed? 
M,.u., \ \.\~ lt. ye c... r -. . 

2. How long has the present employee been working in this position? 

~iV'C-<- :Su...,""( s--1-~ '2-o t "'f. 

3. Have there been previous requests for Wage Equalization of this position? If so, 

please provide the dates and outcomes of the request. 

:L h.o..ve. vtv+ f're.v10 u--, l y V-c 'tu.. e,+ec\, 

4. What positions in the same department and / or elsewhere in the School District of 

Manawa are comparable to this position? (Please provide titles and departments). 

Also please explain why you believe these positions to be comparable to your 

position. \:'., r 
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PLEASE ATTACH AN OLD/ CURRENT POSITION DESCRIPTION AND A NEW/ PROPOSED 

POSITION DESCRIPTION TO THIS DOCUMENT WHEN TURNING IT IN TO THE DISTRICT OFFICE. 

OLD POSITION DESCRIPTION: Please identify in the space provided below any significant 

reduction or deletion in duties, tasks and responsibilities and the approximate percentage of 

time spent performing those duties in the old position description which are no longer 

performed by the employee or have been significantly reduced. Reference the deleted duties 

by listing them as they appear in the old position description. 

NEW POSITION DESCRIPTION: Please identify those significant changes. expanded or new 

duties, tasks and responsibilities requiring additional skills, responsibilities, and effort and the 

approximate percentage of time spent performing those duties in the new position description 

which are not in or have been expanded in the old position description that now constitute a 

higher percentage of the employee's work time. Reference the expanded or additional duties 

by listing them as they appear in the new position description. 



' ,-

List any additional comments or information you would like to provide regarding your Wage 

Equalization request below: p /fa 'i, (? 

"'"'"'": J~ 4 '-
Employee 

~·frol'fj fy 
f e!forf 

Pleas have our Bldg Administrator/ Supervisor review/ sign this document. 

Forward to: 

District Administrator Approve or Deny 

Date 

/I) ;g 
Date 

Date 

• If Denied, Employee may file an Appeal with the Policy & Personnel Committee 

Policy & Personnel Committee Approve or Deny Date 

• If Denied, Employee may file an Appeal with the Board of Education 

Board of Education Approve or Deny Date 



LU--~ If <:'..'f".'1 c~o 'o \.)-C-'SC\'\ P·:l-rti V\. , 
MANAWA SCHOOL DISTRICT \ 

ATHLETIC & ACTIVITIES DIRECTOR 
JOB DESCRIPTION 

QUALIFICATIONS: L Administrative certification as required by State of Wisconsin 
or applicable work experience. 

2. Knowledge of the organization and operation of the athletic 
programs and events. 

3. Any other qualifications the Board of Education may deem 
necessary or desirable. 

4. Ability to direct and supervise head and assistant coaches 

JOB GOAL: To direct, organize, supervise and maintain district athletic 
programs 

EVALUATOR: District Administrator 

TERMS OF EMPLOYMENT: 12-month part-time position, no benefits, annual stipend 
determined by the Board of Education as recorded in the Salary 
and Stipend Guide. 

PERFORMANCE RESPONSIBILITES: 

1. Develops a co-curricular budget for submittal to the Business Manager and 
manages the approved budget. 

2. Arranges and contracts all athletic contests and workers: including officials, 
supervision and all other workers necessary for the proper functioning of 
the athletic contest. 

3. Establishes and maintains an athletic and activities master calendar and 
building use schedule. 

4. Monitors and reports on eligibility status of all students involved in co
curricular activities. 

5. Schedules all athletic/activity events and practices in a manner which 
ensures equity. 

6. Coordinates support activities at athletic events including, but not limited 
to: concessions, pep band, and cheer squad. 

7. Coordinates athletic/activity transportation with administration, coaches 
and the transportation coordinator. 

8. Ensures facilities and equipment are properly prepared for contests. 
9. Represents the School District of Manawa at state and area athletic director 

meetings (WIAA, WADA, and CWC). 
10. Disseminates all W.LA.A. tournament information and takes care of all 

tournament arrangements. 
1 L Supervises compliance with all W.LA.A. and Central Wisconsin 

Conference rules and regulations. 
12. Collaborates with other administrators in the screening and selection of the 

coaching/advising staff. 
13. Acts as a liaison between the school district, community groups, fitness 

center staff and individuals regarding extra-curricular programs. 
14. Monitors athletic/activities programs and makes recommendations to the 

administration and school board regarding necessary changes. 



15. Assists with organizing and administering the community use of all school 
district facilities. 

16. Encourages cooperation between school, students, staff and the Manawa 
community in use of community facilities and to continue to increase usage 
not to exceed safety regulations. 

17. Supervise all varsity athletic competitions or find a staff replacement. 
18. Involves stakeholders in a comprehensive diagnosis of the athletic/activity 

program's strengths and weaknesses and writes a succinct, inspiring, 
results-oriented mission statement that wins staff and student buy-in. 

19. Fosters a sense of urgency and responsibility among all coaches and 
advisors for achieving annual goals. 

20. Regularly tracks progress, gives and takes feedback, and continuously 
supports the improvement of all programs. 

21. Solicits and uses constructive feedback from staff, students, parents, and 
external partners to improve co-curricular programs. 

22. Ensures that all co-curricular staff are using provided professional 
development on and are using best practices as per the professional 
literature (includes both in-district clinics as well as 
workshops/conferences). 

23. Conducts the evaluation of all coaches/advisors in collaboration. 
24. Counsels out or dismisses all ineffective coaches/advisors; scrupulously 

follows human resources policy and procedures. 
25. Regularly facilitates two-way communication regarding co-curricular 

program information and updates from coaches/advisors. 
26. Leads staff to ensure effective, creative use of space and a clean, safe, and 

inviting athletic department area. 
27. Skillfully manages the budget and finances to maximize student 

achievement and staff growth. 
28. Builds strong relationships with key staff and external personnel; gets 

them excited about the schools' and program's mission. 
29. Conducts detailed and individualized assessment of student athlete 

health/safety needs to contribute to athletic program planning. Develops 
written plans for emergency situations. Ensure that participants and 
coaches/advisors have learned the emergency protocols. 

30. Effectively communicates information about the athletic program and 
student athletes in both written and verbal formats (i.e. newspaper articles, 
social media, public presentations, etc.). 

31. Skillfully represents the program in a positive way. 
32. Prepares coaches and athletes for interactions with the media. 
33. Available at post-season tournaments. 
34. Perform other duties as assigned. 

The employee shall remain free of any alcohol or non-prescribed controlled substance 
abuse in the workplace throughout his/her employment in the District. 

Terms of Employment: 12-month position 
Salary: Annual stipend determined by the Board of Education as recorded in the Salary 
and Stipend Guide. 
Evaluation: By the District Administrator. 

The School District of Manawa is an equal opportunity employer. 
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MANAWA SCHOOL DISTRICT 

ATHLETIC & ACTIVITIES DIRECTOR 
JOB DESCRIPTION 

QUALIFICATIONS: 1. Administrative certification as required by State of Wisconsin 
or applicable work experience. 

2. Knowledge of the organization and operation of the athletic 
programs and events. 

3. Any other quafifications the Board of Education may deem 
necessary or desirable. 

4. Ability to direct and supervise head and assistant coaches 
,s, N'Yl,<i>·i.e. t '~ De, r ~-<... 

JOB GOAL: To direct, organize, supe~ise and maintain district athletic 
programs 

EVALUATOR: District Administrator 
i:; \\."T IV'.€. 110·,·~ &,ve,I'..', \-, 

TERMS OF EMPLOYMENT: 12-month ~,fiivJ!IO.,position, ll.8 ee11e:ll:!s, annual stipend 
determined by the Board of Education as recorded in the Salary 
and Stipend Guide. 

~ Gt,Lc,\1~W< to, ·th.<' Ma.s-ier '.s fle,5rer f·f.;pe,1cf. 
PERFORMANCE RESPONSIBILITES: 

I. Develops a co-curricular budget for submittal to the Business Manager and 
manages the approved budget. 

2. Arranges and contracts all athletic contests and workers: including officials, 
supervision and all other workers necessary for the proper functioning of 
the athletic contest. 

3. Establishes and maintains an athletic and activities master calendar and 
building use schedule. 

4. Monitors and reports on eligibility status of all students involved in co
curricular activities. 

5. Schedules all athletic/activity events and practices in a manner which 
ensures equity. 

6. Coordinates support activities at athletic events including, but not limited 
to: concessions, pep band, and cheer squad. 

7. Coordinates athletic/activity transportation with administration, coaches 
and the transportation coordinator. 

8. Ensures facilities and equipment are properly prepared for contests. 
9. Represents the School District of Manawa at state and area athletic director 

meetings (WIAA, WADA, and CWC). 
I 0. Disseminates all W.I.A.A. tournament information and takes care of all 

tournament arrangements. 
11. Supervises compliance with all W.I.A.A. and Central Wisconsin 

Conference rules and regulations. 
12. Collaborates with other administrators in the screening and selection of the 

coaching/advising staff. 
13. Acts as a liaison between the school district, community groups, fitness 

center staff and individuals regarding extra-curricular programs. 
14. Monitors athletic/activities programs and makes recommendations to the 

administration and school board regarding necessary changes. 



15. Assists with organizing and administering the community use of all school 
district facilities. 

16. Encourages cooperation between school, students, staff and the Manawa 
community in use of community facilities and to continue to increase usage 
not to exceed safety regulations. 

17. Supervise all varsity athletic competitions or find a staff replacement. 
18. Involves stakeholders in a comprehensive diagnosis of the athletic/activity 

program's strengths and weaknesses and writes a succinct, inspiring, 
results-oriented mission statement that wins staff and student buy-in. 

19. Fosters a sense of urgency and responsibility among all coaches and 
advisors for achieving annual goals. 

20. Regularly tracks progress, gives and takes feedback, and continuously 
supports the improvement of all programs. 

21. Solicits and uses constructive feedback from staff, students, parents, and 
external partners to improve co-curricular programs. 

22. Ensures that all co-curricular staff are using provided professional 
development on and are using best practices as per the professional 
literature (includes both in-district clinics as well as 
workshops/conferences). 

23. Conducts the evaluation of all coaches/advisors in collaboration. 
24. Counsels out or dismisses all ineffective coaches/advisors; scrupulously 

follows human resources policy and procedures. 
25. Regularly facilitates two-way communication regarding co-curricular 

program information and updates from coaches/advisors. 
26. Leads staff to ensure effective, creative use of space and a clean, safe, and 

inviting athletic department area. 
27. Skillfully manages the budget and finances to maximize student 

achievement and staff growth. 
28. Builds strong relationships with key staff and external personnel; gets 

them excited about the schools' and program's mission. 
29. Conducts detailed and individualized assessment of student athlete 

health/safety needs to contribute to athletic program planning. Develops 
written plans for emergency situations. Ensure that participants and 
coaches/advisors have learned the emergency protocols. 

30. Effectively communicates information about the athletic program and 
student athletes in both written and verbal formats (i.e. newspaper articles, 
social media, public presentations, etc.). 

31. Skillfully represents the program in a positive way. 
32. Prepares coaches and athletes for interactions with the media. 
33. Available at post-season tournaments. 
34. Perform other duties as assigned. 

The employee shall remain free of any alcohol or non-prescribed controlled substance 
abuse in the workplace throughout his/her employment in the District. 

Terms of Employment: 12-month position 
Salary: Annual stipend determined by the Board of Education as recorded in the Salary 
and Stipend Guide. 
Evaluation: By the District Administrator. 

The School District of Manawa is an equal opportunity employer. 
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School District of Manawa 
“Students Choosing to Excel, Realizing Their Strengths”  
 

800 Beech Street  |  Manawa, WI 54949  |  (920) 596-2525 
District Fax (920) 596-5308 | Elementary Fax (920) 596-5339 | Jr./Sr. High Fax (920) 596-2655 
 

 Dr. Melanie J. Oppor Daniel J. Wolfgram Michelle Pukita Carmen O’Brien Danielle Brauer 
 District Administrator Jr./Sr. High School Principal Elementary Principal Business Manager Curriculum/Special Ed. Dir. 
 moppor@manawaschools.org dwolfgram@manawaschools.org mpukita@manawaschools.org cobrien@manawaschools.org dbrauer@ manawaschools.org 
 (920) 596-2525 (920) 596-5800 (920) 596-5700 (920) 596-5332  (920) 596-5301 
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To:   Policy and Human Resources Committee  
From:  Little Wolf Jr./Sr. High School Building Leadership Team 
Date:   5/1/2018 
Re:   Proposal for High School Finals 
 
This memo is to request that high school students be required to be present in school only 
during class periods that they have scheduled finals, beginning in May 2018 going forth. 
 
Scenario & Rationale:  
• Current practice requires students to be in attendance for study halls during finals. 
• Since there is shared staff between 7th and 8th grade and high school students in the 

afternoon, the scenario created supervision and location issues.  
• The daily schedule is adjusted so students have 4 finals on day 1 of exams and 3 finals on 

day 2 of exams. 
• The current implementation of the Honor Pass system has allowed for 9-12 students to 

leave the building during lunch and RtI. 
• Based on the attendance rates for the 1st-semester finals: 

o 38 seniors were excused by parents when done with finals 
o 34 juniors were excused by parents when done with finals 
o 20 sophomores were excused by parents when done with finals 
o 26 freshmen were excused by parents when done with finals 

 
The schedule for January 2018 was as follows: 
 
Wednesday 

• Period 2 7:45-9:10 am- 85 minutes 
• Period 4 9:20-10:45- 85 minutes 
• Period 6 10:55- 12:20- 85 minutes 
• LUNCH 12:20-12:55 -35 minutes 
• Make-up- 1:05- 2:05- 60 minutes 

 
Thursday 

• Period 1 7:45-9:05- 80 minutes 
• Period 3 9:15- 10:35- 80 minutes 
• Period 5 10:45- 12:05- 80 minutes 
• LUNCH 12:05- 12:40- 35 minutes 
• Period 7 12:50- 2:10- 80 minutes 
• Make-up- 2:15- 3:05- 50 minutes 

 



School District of Manawa 
“Students Choosing to Excel, Realizing Their Strengths”  
 

800 Beech Street  |  Manawa, WI 54949  |  (920) 596-2525 
District Fax (920) 596-5308 | Elementary Fax (920) 596-5339 | Jr./Sr. High Fax (920) 596-2655 
 

 Dr. Melanie J. Oppor Daniel J. Wolfgram Michelle Pukita Carmen O’Brien Danielle Brauer 
 District Administrator Jr./Sr. High School Principal Elementary Principal Business Manager Curriculum/Special Ed. Dir. 
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Proposal: 
• High School students will take final exams on Wednesday, June 6th, and Thursday, June 

7th. Staff return to school on Friday, June 8th for a morning records day. 
• High school students will attend their scheduled final exams. 
• When high school students do not have a scheduled final, they have the option of quiet 

study in designated areas or can leave campus and return for their next scheduled final. 
• The RTI classes will not meet during the two days of finals to allow for make-up exams 

and for students to get extra help. This time is also needed for chromebook turn in and 
inventory.  

• Students will return parental permission slips to office personnel to allow for them to 
leave campus. 

 
 
Wednesday June 6 

• Period 1  7:45 - 9:15 am  90 minutes 
• Period 3  9:20 - 10:50  90 minutes 
• Period 5  10:55 - 12:25 90 minutes 
• LUNCH  12:25 - 12:55 30 minutes 
• Period 7 1:00 - 2:30 90 minutes 
• Student Help 2:35 – 3:05 30 minutes 

 
Thursday June 7 

• Period 2  7:45 - 9:15 am  90 minutes 
• Period 4  9:20 - 10:50  90 minutes 
• Period 6  10:55 - 12:25 90 minutes 
• LUNCH  12:25 - 12:55 30 minutes 
• Make-up  1:00 - 2:30 90 minutes 
• Make-up  2:35 – 3:05 30 minutes 
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USE OF ANIMALS IN THE CLASSROOM AND ON SCHOOL PREM ISES 

ag8405A 

Proposed t o Policy & Human Resources Committee 

8405A · USE OF ANI MALS I N THE CLASSROOM AND ON SCHOOL PREMI SES 

The Board of Education and administ ration support the idea that animals can provide a variety of productive learning experiences for students at almost every level. l t is important, however, that t he 
following guidelines be observed when instituting an activity or program involving the use of animals. Teachers are encouraged to contact such organizations as the Wisconsin Veterinary Association, 
the National Wtldltfe Federation, etc. regarding resource materials and suggested learning act ivit ies that may be avallable to help students increase their understanding of the animal world. 

A. Students are to be instructed not to bring personal pets to school at any time ( x) without prior written approval of the principal. 

8 . Upon t he approval of the principal, ,t is permissible for the class to have one or more animals as classroom pets under the following conditions: 

(2S- ) the animal is not venomous or vicious 

(11-l no one is al lergic to the part icular animal 

( 2S_) proper examination/immunization has been done by a qualified veterinarian 

( 2S. ) arrangements have been made for housing the animal safely, comfortably, cleanly, and in a manner that does not disrupt the classroom environment 

(~ ) arrangements have been made for the proper care of the animal when school fs not in session 

(l!. ) rules have been established and understood regarding when and how the animal is to be treated by the students 

C. When animals are to be brought into the school or classroom on an ad hoc basis as part of a lesson or series of lessons, all of the conditions stated above apply, and in addition, t he teacher is 
to ensure the proper pick-up and return of t he animal. 

D. Except as set forth above and/or in the case of "service animals" required for use by a person with a disabili ty, no other animals may be on school premises at any time ( l!.) without the 

approval of lllllll!i.!J.gJW!lQ~======== 

E. The District may have a service animal removed from the school premises if the animal is out of control and the animal's handler does not take effective action to control it or the animal is not 
housebroken. The District is not responsible for the care or supervision of a service animal. The service animal is allowed to accompany its human in all areas the human ls permitted to go. 

F. Owners of pets (see AG 8405A) and service animals (see AG 9160B) brought on school property are responsible for any harm or injury caused by the animal to other students, staff, visitors, 
and/or property. 

© Neola 2 01 2 
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