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0100 - DEFINITIONS 

The bylaws of the Board of Education of this District incorporate quotations from the laws and administrative code of the State of 
Wisconsin. Such quotations may be substantively altered only by appropriate legislative, judicial, or administrative action. 

Whenever the following items are used in these bylaws and policies, and administrative guidelines, they shall have the meaning 
set forth below: 

Administrative Guideline 

A statement, based on policy, usually written, which outlines and/or describes the means by which a policy should be 
implemented and which provides for the management cycle of planning, action, and assessment or evaluation. The District 
previously referred to administrative guidelines as rules. 

Agreement 

A collectively negotiated contract with a recognized bargaining unit. 

Apps and Web Services 

Apps/web services are software (i.e., computer programs) that support the interaction of personal 
communication devices (as defined in Bylaw 0100, above) over a network, or client-server applications in which 
the user interface runs in a web browser. Apps/web services are used to communicate/transfer information/data 
that allow students to perform actions/tasks that assist them in attaining educational achievement 
goals/objectives, enable staff to monitor and assess their students' progress, and allow staff to perform other 
tasks related to their employment. Apps/web services also are used to facilitate commun ication to, from and 
among and between, staff, students, and parents. 

Board 

The Board of Education also commonly referred to as the School Board. 

Bylaw 

Rule of the Board for its own governance. 

Clerk 

The chief clerk of the Board. (See Bylaw 0170) 

District 

Th e School District. 



District Administrator 

The chief executive officer of the School District of Manawa. In policy, capitalization of the term District Administrator, 
implies delegation of responsibilities to appropriate staff members. 

Due Process 

Procedural due process requires prior knowledge (a posted discipline code), notice of offense (accusation), and the 
opportunity to respond. Specific due process requirements are dependent upon the circumstances and may vary depending 
on such circumstances. 

Full Boa rd 

Authorized number of voting members entitled by law to govern the District. The full Board is the total number of Board 
members authorized by law regardless of the number of current sitting members. 

Information Resources 

Th e Board defines information resources to include any data/information in e lectronic, audio-visual or physical form, or 
any hardware or software that makes possible the storage and use of data/information. Thi s definition includes but is 
not limited to electronic mail, voice mail, social media, text messages, databases, CD-ROMs/DVDs, web sites, motion 
picture film, recorded magnetic media, photographs, digitized information, or microfilm. This also includes any 
equipment, computer facilities, or online services used in accessing, storing, transmitting or retrieving electronic 
communications. 

Law Enforcement Officer(s) or Agencies 

These terms include any local, State, or Federal law enforcement agency of competent jurisdiction and its offi cers act ing within 
their legal authority. 

May 

Thi s word is used when an action by the Board or its designee is permitted but not required. 

Medica l Advisor 

The School District is required to appoint a medical mdvisor . The medical advisor shall be a licensed physician and will 
participate in the annual review of th e District emerg ency nursing services plan. The School District may also have the 
medical advisor fulfill other roles. (PI 8.01(g)(3)) 

Meeting 

Any gathering which is attended by or open to all of the members of the Board , held with the intent on the part of the 
members of the body present to discuss or act as a unit upon the specific public business of that body. Wis. Stat. 19.82(2). 

Parent 

The natural, adoptive, or surrogate parents or the party designated by the courts as the legal guardian or custod ian of a 
student. Both parents will be considered to have equal rights unless a court of law decrees otherwise. 

Personal Communication Devices 

Personal communication devices ("PCDs") include computers, laptops, tablets, e-readers, ce llular/mobile phones, smartphones, 
and/or other web-enabled devices of any type. 

Policy 



A general, written statement by the governing Board which defin es its expectations or position on a particular matter and 
authorizes appropriate action that must or may be taken to establ ish and/or maintain those expectations. 

President 

The chief executive officer of the Board of Education. (See Bylaw 0170) 

Principal 

The educational leader and head administrator of one (1) or more District schools. I n policy and administrative guidelines, 
implies authority to delegate responsibilities to appropriate members of his/her st aff. 

Professional Staff Member 

District employees that are either certified teachers employed in a position for which certification is a requirement of 
employment or administrative employees that are responsible for oversight or supervision of a component or components 
of the Di strict's operation, or serve as assistants to such persons, regardless of whether they ho ld an administrative 
contract or are required to have administrator certification, but excluding the District Administrator/Superintendent. 

Relative 

The mother, father, sister, brother, spouse, parent of spouse, child, grandparents, grandch ild, or dependent in the 
immediate household. 

Shall 

This word is used when an action by the Board or its designee is required. (The word "will " or "must" also signifies a 
required act ion .) 

Student 

A person who is officia lly enrolled in a school or prog ram of the District. 

Superintendent 

As not ed under District Adm inistrator, locally some districts refer to the chief executive officer of the School District as 
Superintendent. In policy, ca pitalization of the "S" in Superintendent impli es delegation of responsibilities to appropriate 
staff members. 

Support Staff 

Any employee who provides support to the Distri ct's program and whose position does not require a professional certificate. 
This category includes special education paraprofessionals. 

Technology Resources 

The Board defines technology resources to include computers, laptops, tablets, e-readers, cellular/mob ile 
te lephones, smartphones, web-enabled devices, video and/or audio record ing equipment, SLR and DSLR 
cameras, projectors, software and operating systems that work on any device, copy machines, printers and 
scanners, information storage devices (including mobile/portable storag e devices such as external hard drives, 
CDs/DVDs, USB thumb drives and memory chips), the computer network, Internet connection, and online 
educational services and apps. 

Treasurer 

The chief financial officer of the Boa rd Distriet. (See Bylaw 0170) 

Vice-President 

Th e Vice-President of the Board~ ef Eeltieatiefl. (See Bylaw O 170) 

Voting 



A vot e at a meeting of the Board.,_ ef EElueatieR. The law requires that Board members must be present in order to have 
their vote officially recorded in the Board minutes, and to be avai lable for a roll cal l vote. A Board member's presence at a 
meeting includes his/her presence if attending by t elephone or other manner of remote access, so long as such remot e 
access is compliant with State law. No voting by Proxy may be recorded or counted in an official vote of the Board. Remote 
access during quasi-judicia l functions (e.g. termination hearings, expulsions) may be permitted after consultation with legal 
counsel. 

Citations t o Wisconsin statutes are shown by the Section Number (e.g ., 120.11 , Wis. Stats.). Citations t o the Wisconsin 
Administrative Code are prefaced P.I. (e.g., P.I. 11). Citations t o the United States Code are noted as U.S.C., Federal Register are 
noted as F.R., and the Code of Federal Regulations as C.F.R. 

Revised 8/22/16 
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0131.1 - BYLAWS AND POLICIES 

The Board of Education shall adopt bylaws and policies for the organization and operation of this Board. Such policies are to 
include those needed t o meet the education standards establ ished by Wisconsin Statute. 

Bylaws and policies not dictated by the statutes or rules of the Department of Public Instruction or ordered by the State 
Superintendent of Public Instruction or a cou rt of competent authority may be adopted, amended, and repealed at any meeting of 
the Board, 

Adoption of new or revised, as well as the deletion of, policies is solely the responsibility of the Board. Recommendations for new 
or revised policies shall be brought to the Board for consideration at two (2) scheduled Board meetings. At the first meeting, the 
Board shall discuss the proposed policy and offer any suggested changes. At a subsequent meeting the Board may vote on the 
adoption of the policy, including any amendments approved by the Board. 

On matters of unusual urgency, and following a Board vote to waive the two (2) meeting process, a new proposed policy may be 
introd uced and acted upon at the same meeting. Policy revisions that include on ly stylistic or minor content changes may be 
adopted at the same meeting initially presented. 

Bylaws and policies shall be adopted , amended, repealed, or suspended by a majority vote of the Board. 

The Board may adopt, amend, or repeal rules of order for its own operation by simple resolution of the Board passed by a majority 
of those present and voting. 

The adoption, modification, repeal, or suspension of a Board bylaw or policy shall be recorded in the minutes of the Board. All 
bylaws and policies shall be included~ in the Board policy manual. AAy 19elicy eF 19aFt ef a 19eliey tl'lat is su19eFseeleel ey a terFA 
IA a Ae§etiateel a§reeFACAt sl'lall Ae leA§eF BC IA feFEC aAel eff.eet as a 19eliE1y' . 

The District Administrator is authorized to review and make technical corrections to policies that have already been adopted 
through normal rulemaking procedures. Technical corrections are those corrections to policy language or construction that do not 
reflect a policy decision or substantive consideration by the Board, such as correction of a typographical or grammatical error, 
inclusion or correction of a statutory citation, renumbering of sections , combining of policies, or similar actions. The District 
Ad ministrator shall inform the Board of any such changes at the next regular Board meeting. 

© Neola 201Z3 
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0144.1 - COMPENSATION 

Board members shall receive compensation as approved by the electors at the Annual Meeting. 

Board members shall receive an annual sa lary or an amount for each School Board meeting the member actually 
attended as approved by the electors at an Annua l Meeting, unless the member has provided timely annual notice of 
refusal to accept the sa lary. Notice must be provided prior to taking the oath of office and performing any service for 
the initial year of election or appointment. and may be renewed for subsequent years by notice at least thirty (30) days 
prior to the member's taxable year, unless statutory exceptions apply . 

Expenses of a Board member when authorized by the Annual Meeting shall be reimbursed when incurred in the performance of 
his/ her duties or in the performance of functions authorized by the Board and duly vouchered. 

The following guidelines have been establi shed by the Board of Education to ensure appropriate and proper reimbursement of 
expenses for Board members. 

A. When attending a Board-approved, WASB, or CESA #6 conference, all fees, parking, mileage, meals, and housing will be 
reimbursed. 

B. No entertainment expenses or purchases of alcoholic beverages are reimbursable. 

C. The District reimbursement form detailing the amount and nature of each expense must be submitted to the District office 
for approval after the expenses have been incurred. 

© Neola 2017a 

Legal 120.10(3), Wis. Stats. 

120-43(3), Wis . Stats . 

Last Modified by Steve Lavallee on September 12, 2017 



Book 

Section 

Title 

Number 

Status 

Adopted 

Policy Manual 

School District of 

Manawa ~-·~~ 
"Students Choosing to Excel, Real/zing their Strengths" 

Board Review - Vol. 26, No. 2 

Copy of REGULAR MEETINGS 

po0164.l 

April 25, 2016 

0164.1 - REGULAR MEETINGS 

The Board sha ll hold a meeting at least once each month on a date and at a time and place as determined annually by a resolution 
of the B0ard.13eF 13eliey. 
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0164.2 - SPECIAL MEETINGS 

A special meeting of the Board sha ll be held upon the written request of any School Board member provided there is compliance 
with the notice provisions of these Bylaws and State law. Sr:>eeial meetiA~s ef Uie Beare may ee eallee ey u~e PresieeAt er e·, Hie 
writteA refluest ef aAy member ef Uw Beare r:>revieee tf'lere is eemr:>liaAee witl9 t19e Aetlee r:>revisleA ef 0165 .3 Bylaws aAe State 
few, 

The District Administrator and those administrators directed by the District Administrator shall attend all meetings, when feasible. 
Administrative participation shall be by professional counsel, guidance, and recommendation - as distinct from deliberation, 
debate, and voting of Board members. 
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The District Administrator, in consultation with the Board President, shall prepare and submit to each Board member an agenda 
prior to each regular meeting and each special meeting, unless otherwise directed by the Board. The agenda shall list the various 
matters t o come before the Board and shall serve as a guide for the order of procedure for the meeting. Indiv idual Board members 
may include items on the agenda upon the concurrence of the Board Presid ent. The level of specificity of the description of subject 
matter for d iscussion shall be determined considering the following: (1) the time and effort required to provide detailed notice; (2) 
the level of public interest in the particular subject; and, (3) whether the meeting will involve routine or novel issues. 

The agenda of the regular monthly meeting or special meetings sha ll be accompanied by a report from the Dist rict Administrator 
on information relating t o the District with such recommendations as s/he shall make. 

Each agenda shall contain the following statement: 

"This meeting is a meeting of the Board of Education in publ ic for the purpose of conducting the School District's 
business and is not to be considered a public community meeting. There is a time for public participation during the 
meeting as indicated in the agenda ." 

The agenda for each regular meeting sha ll be delivered, electronica lly or in person, to each Board member so as to provide proper 
time for the member to study the agenda. Generally, the agenda and supporting materials should be (available) or mailed or 
delivered no later than three (3) days prior to the meeting, or delivered so as to provide time for the study of the agenda by the 
member . The agenda and supporting materials for a special meeting sha ll be delivered at least twenty-four (24) hours before the 
meeting.._, eeAsisteAt wltA 13revisieAs calliA§ f-er s13eeial ffieetiA§S. 

Regu lar meetings of the Board sha ll follow this general format: 

A. Call to Order 

B. Pledge of Allegiance 

C. Roll Call 

D. Veri fy Publication of Meeting 

E. Presentation 

F. Consent Agenda 

1. Approve Minutes of Previous Meetings 

2. Treasurers Report/ Approval of Expenditures 

3. Other 



G. Public Comments 

H. Correspondence 

I. Administrative Reports 

J. Board Comments 

K. Committee Reports 

L. Unfinished Business 

M. New Business 

N. Closed Session 

0. Reconvene Open Session 

P. Adjourn 

Alterations may be made as needed. Business may be taken up out of order when the Board adopts a motion to suspend the rules 
by a two-thirds (2/3) vote or by unanimous consent. 

The Board shall transact business according to the agenda prepared by the District Administrator and provided to all Board 
members in advance of the meeting. The order of business may be altered at any meeting by a majority vote of the members 
present. 

If the Board wishes to discuss items that were not posted at least twenty-four (24) hours prior to the meeting, the Board must (1) 
post a separate notice of the item(s) no less than two (2) hours prior to the meeting and (2) show good cause why posting the 
item at least twenty-four (24) hours prior to the meeting was impossible or impractical. 

© Neola 201Z6 
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1630.01 - FAMILY & MEDICAL LEAVE OF ABSENCE ("FMLA") 

Introd uction 

In accordance with Federal and St ate law, the Board of Education will provide family and med ical leave to administrative staff. The 
Board's Family and Medica l 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 Medica l 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 wi ll control in the event of a 
conflict. However, when leaves are governed by State or Federal law, but not both, the applicable law will contro l under th is policy. 
In this regard, staff membersyett should note that certain leaves may be covered by both State and Federal law for only a portion 
of t he 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, a staff membe(Yetl must have been employed by the Board fo r 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 elig ible for leave under the WFMLA, a staff memberyett 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 the st aff memberyett under this policy, as well as the staff member'syet:H' rights during leave, depend upon whether 
the staff memberyett satisfiesy the above requirements. 

Qualify ing Reasons for Leave 

The Board provides family and medical leave for eligible staff members under the following circumstances : 

A. for the birth of the elig ible 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 e ligible staff member's spouse, ch ild or parent with a "serious health cond ition" 

The term "child" generally includes a legal ward or a biological, adopted fost er or stepchild. For leaves governed exclusively 
by the FMLA, the t erm also includes a son or daughter for whom the staff memberyet:t ha~...e 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 t o 
a physical or mental disabil ity or, for leave under State law only, unable to care for himself/herself due to a serious health 
condition. 



"Parent" includes a staff member's spouse's lega l guardian only if the staff memberyett ~ ere 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 m ust demonstrate that they are l} both over age eighteen (18}; 2) not in a domestic 
partnership or marriage with another individual; 3) they share a common residence; 4) t hey 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 expense. 

D. because of a serious health condition that makes the eligible staff member unable to perform the essential functions of 
hi s/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 ca ll to covered active duty in the United States Armed Forces including the National Guard and 
Reserves 

Qualifying exigencies, as defined by Federal regulations, include: l} short- notice deployment; 2) military events and 
related activities; 3) childcare and school activi t ies; 4) financia l and lega l arrangements; 5) counseling; 6) rest and 
recuperation; (maximum fifteen ( 15) ca lendar 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 
act ivities 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 foreig n country . 

F. to care for a service member who is t he employee's parent, spouse, ch ild or next of kin who, while on active military duty, 
susta ins a serious inju ry or illness or aggravation of a pre-existing illness or injury wh il e 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 medica lly 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 ava ilable to care for 
veterans of the United States Armed Forces, including the National Guard and Reserves, provided the vet eran was a service 
member at any time with in the five (5) years prior t o the start of the treatment, recuperation or therapy. In accordance 
with applicable regulations, a veteran's serious inju ry or illness incurred or aggravated in t he line of active duty can also be 
manifested by: 1) a physical or mental condit ion 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 cond it ion 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 
whi ch the veteran has been enrolled in the Dept. of V.A. Program of Comprehensive Assistance for Family Care Givers. 
Leave is avai lable for up to twenty-six (26) weeks in a t welve (12} month period. This type of leave is available for serious 
injury or illness which resu lts in : 

a. inpatient medica l treatment, recuperation or therapy; 

b . outpatient services at a military treatment facil ity or assignment to a unit established for the purpose of providing 
command and control of service members receiving outpatient medical services; or 

c. assignment to the temporary disabili ty 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 hi s/her own serious health condit ion, 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 ( l} of the above categories. 

Amount of Leave Availab le 

Under the FMLA, if the staff member satisfies the eligibility requirements set forth above, s/he is entitled to a total of twelve (12) 
work weeks 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: 

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 that 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 certifi cation no more than once every six (6) months. 

F. Multiple Trea tments ( 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 hea lthcare provider, either for restorative 
surgery after an accident or other injury, or for a condition that would likely result in a period of incapacity of more than 
three (3) consecutive ca lendar 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 reasona ble 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 medica l treatment fo r your own serious health condition or that of a family member) . When requesting partial or 
intermittent leave in connection with childbirth or adoption, th e staff member must provide at least as much notice as required for 
t aking other non- emergency or non-medical leave, as well as a definite schedule for the leave. Where advance notice is not 
practical due t o uncertainty as to when leave will be required to begin, a change in circumstances or medical emergency, notice 
must be given as soon as pract ical. Leave will be accounted for in increments no greater than the smallest increment used for 
other simi lar leaves, but in no event great er than one (1) hour increments. Leave entitlement wi ll not be reduced by more than the 

amount of leave actua lly taken . 

Staff membersE:ffi13le·tees must provide an explanation as to why proper advance notice was not provid ed in such cases and may 
be required to verify the explanation. Notice that was not provided timely without reasonable explanation may resul t 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 beginning 
date and duration of the leave by submitting a FMLA leave request form to the District Administrator (forms avai lable from the 
U.S. Department of Labor). 

When planning medical treatment, the staff member should consult w ith 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 healt hcare 
provider. The sta ff 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 t he District's . 

If a staff member mu st t ake more leave than originally anticipated, s/he must notify the District Adm inistrator within two (2) 
business days of learning of the circumstances necessitating the extension. 

Certifica tion By Hea lthcare Provider 

If a staff member requests leave due to his/her own serious health condition or the serious health condition of his/her spouse, 
chi ld or parent, the Board requires that the leave request be support ed by certification issued and signed by the hea lthcare 
provider for t he 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 full y completed certification t o the District Administrator within fifteen (15) calendar days of 
the date t hat the certification is provided t o 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 
the District Adm inistrator as soon as practica ble. 

If the staff member fail s to submit the certification, the leave or continuation of leave may be delayed until the certifica tion is 
submitted. Further, any absence prior to the date the certification is furnished may be consid ered unauthorized. A staff member 
who is absent without authorization may be d isciplined, up to and including t ermination. 

The District Administrator will g ive a staff member a reasonable opportunity to cure any deficiency in a certification, but not fewer 
than seven (7) calendar days. It is the responsibil ity of the staff member or family member with a serious health con dition to use a 
hea lthcare provider who wi ll complete and furn ish an accurate certification in a t imely manner. 

A member of the administration, other than the staff membe r's direct supervisor, may contact the heal thcare provider to clarify 
illegible answers and to authenticate the certificat ion. 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 healthcare 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 that 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 (1) 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 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 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 leave 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 that better accommodates the recurring periods of leave 
than the staff member's regular position. 

Coordinating Leaves - Substitution 

Generally, leave taken under this policy is unpaid. However, for leave governed exclusively by the FMLA, the staff member may 
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 benefit 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. 

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 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 ifs/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 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 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 
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. 

The District Administrator shall provide a copy of the policy upon the request of a staff member. 
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2260 - NONDISCRIMINATION AND ACCESS TO EQUAL EDUCATIONAL OPPORTUNITY 

The Board of Education is committed to prov iding an equal educational opportunity for all students in the District. 

The Board does not discriminate on the basis of race, color, religion, national origin, ancestry, creed, pregnancy, marital status, 
parental status, sexual orientation, sex, (including transgender status, change of sex or gender identity), or physical, mental, 
emotional, or learning disability ("Protected Classes") in any of its student program and activities. 

Th is policy is intended to support and promote nondiscriminatory practices in all District and school activities, particularly in the 
following areas: 

1. use of object ive bases for admission to any school, class, program, or activity; 

2. prohibit ion of harassment t owards students and procedures for the investigat ion of claims {see Policy 5517); 

3. use of disciplinary authority, including suspension and expulsion authority ; 

4 . administration of gi ft s, bequests, scholarships and other aids, benefi ts, or services to students from private agencies, 
organizat ions, or persons; 

5. selection of instructional and library media materials in a nondiscrim inatory manner and t hat reflect the cultural diversity 
and plural istic nature of American society ; 

6. design and implementat ion of student evaluation practices, materials, and tools. but not at the exclusion of implementing 
techniques to meet students' individual needs; 

7. design and configuration of facilit ies ; 

8. opportunity for participation in extra-curricular and co-curri cu lar activities, provided that separate programs for male and 
female students may be available prov ided comparable activ ities are made available to all in terms of type, scope, and 
District support; and 

9. the school lunch program and other school -sponsored food service prog rams. 

The Board is also committed to equal employment opportunity in its employment policies and practices as they relate to students. 
The Board's policies pertaining to employment practices can be found in Policy 1422, Policy 3122, and Pol icy 4122 -
Nondiscrimination and Equal Employment Opportunity. 

In fu rtherance ofereer te acl=1ie·re the aforesaid goal, the District Administrator shall: 

A. Curriculum Content 

rev iew current and proposed courses of study and textbooks to detect any bias based upon the Protected Classes 
ascertaining whether or not supplemental materials, singly or taken as a whole, fairly depict the contribution of both sexes 



various races, ethnic groups, etc. toward the development of human society; 

provide that necessary programs are available for students with limited use of the English language; 

B. Staff Training 

develop an ongoing program of staff training and in-service training for school personnel designed to identify and solve 
problems of bias based upon the f}Erotected €~lasses in all aspects of the program; 

C. Student Access 

1. review current and proposed programs, activities, facilities, and practices to ensure that all students have equal 
access thereto and are not segregated on the basis of the Protected Classes in any duty, work, play, classroom, or 
school practice, except as may be permitted under State regulations; 

2. verify that facilities are made available in a non-discriminatory fashion, in accordance with Board Policy 7510 - Use 
of District Facilities, for non-curricular student activities that are initiated by parents or other members of the 
community, including but not limited to any group officially affiliated with the Boy Scouts of America or any other 
youth group listed in Title 36 of the United States Code as a patriotic society; 

D. District Support 

require that like aspects of the District program receive like support as to staff size and compensation, purchase and 
maintenance of facilities and equipment, access to such facilities and equipment, and related matters; 

E. Student Evaluation 

verify that tests, procedures, or guidance and counseling materials, which is/are designed to evaluate student progress, 
rate aptitudes, analyze personality, or in any manner establish or tend to establish a category by which a student may be 
judged, are not differentiated or stereotyped on the basis of the Protected Classes. 

The District Administrator shall appoint and publicize the name of the compliance officer(s) who is/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 or equal access. The Compliance Officer(s) 
also verify that proper notice of nondiscrimination for Title II of the Americans with Disabilities Act (as amended), Title VI and 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), is provided to students, their parents, staff members, and the general public. 

The District Administrator shall attempt annually to identify children with disabilities, ages 3 - 21, who reside in the District but do 
not receive public education. In addition, s/he shall establish procedures to identify students who are Limited English Proficient, 
including immigrant children and youth, to assess their ability to participate in District programs, and develop and administer a 
program that meets the English language and academic needs of these students. This program shall include procedures for student 
placement, services, evaluation, and exit guidelines and shall be designed to provide students with effective instruction that leads 
to academic achievement and timely acquisition of proficiency in English. As a part of this program, the District will evaluate the 
progress of students in achieving English language proficiency in the areas of listening, speaking, reading and writing, on an 
annual basis (see AG 2260F). 

Reporting Procedures 

Students, parents and all other members of the School District community are encouraged to promptly report suspected violations 
of this policy to a teacher or administrator. Any teacher or administrator who receives such a complaint shall file it with the 
District's Compliance Officer at his/her first opportunity. 

Students who believe they have been denied equal access to District educational opportunities, in a manner inconsistent with this 
policy may initiate a complaint and the investigation process that is set forth below. Initiating a complaint will not adversely affect 
the complaining individual's participation in educational or extra-curricular programs unless the complaining individual makes the 
complaint maliciously or with knowledge that it is false. 

District Compliance Officers 

The Board designates the following individuals to serve as the District's "Compliance Officers" (hereinafter referred to as the 
"COs"). 

Carmen O'Brien Daniel Wolfgram 



Director of Curriculum & Assessment 

School District of Manawa 

800 Beech Street 

Manawa, WI 54949 

920-596-5840 

cobrien@manawa. k12 .wi.us 

High School/Junior High School Principal 

School District of Manawa 

800 Beech Street 

Manawa, WI 54949 

920-596-5310 

dwolfgram@manawa.kl2.wi .us 

The names, titles, and contact information of these individuals will be published annually in the staff handbooks, and on the 
School District's web site. 

A CO will be avai lable during regular school/work hours t o discuss concerns related to student discrimination in educationa l 
opportunities under this policy. 

Investigat ion and Complaint Procedure 

The CO shall investigate any com plaints brought under this policy . Throughout the course of th e process as described herein, the 
CO should keep the parti es in formed of the status of the investiga tion and the decision making process . 

All complaints must include the following information to the ext ent it is available: a description of the alleged violation, the identity 
of the individual (s) believed to have engaged in, or to be actively engaging in, conduct in vio lation of t his policy, if any; a det ai led 
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 wri t ten statement including the information set forth above, t he CO shall ask 
fo r such details in an oral interv iew. Thereafter the CO will prepare a written summary of t he ora l interview, and th e complainant 
will be asked t o verify the accu racy of the report by signing th e document . 

Upon receiving a complaint, the CO will consider whether any action should be taken during the investigatory phase to protect the 
Compla inant from further loss of educational opportunity, including but not limited to a change of class schedule for the 
complainant, t enta tive enro llment in a program, or other appropriate action. I n making such a determination, the CO should 
consult the Principal or Distri ct Administrator if the principal is the com pliance officer prior to any action being taken. The 
Compla inant should be notifi ed of any proposed action prior to such action being taken. 

As soon as appropriate in the investigation process, the CO will inform any individual named by the Complainant in connection with 
an a lleged violation of this policy , that a complaint has been received. The person(s) must also be provided an opportunity to 
respond to the complaint. 

All investigations shall be commenced as soon as practicable upon receipt of a complaint and concluded as expeditiously as 
feasible. in consideration of the circumstances. while taking measures to complet e a thorough invest igation. The complaining party 
shall be notified in writing of receipt of the complaint with in forty -f ive ( 45) days of the complaint and shall reach a determination 
concerning the complaint within ninety (90) days of receipt. unless addit ional t ime is agreed to by t he complaining party.Wtt!=tffl 
five (5) 19usiAess ea·ts ef FeceiviA§ U'le ceffi19laiAt, U'le CO will iAitiate aA iAvesti§atieA. 

AIU'leU§R certaiA cases ffiay reEJuire aeeitieAal tiffie, tt'le co will atteffi19t te ceffi19lete aA iAvesti§atieA iAte tt'le alle§atieAs ef 
RarassffieAt ·n·itt'iiA fi~eeA (15) caleAear says ef receiviA§ tt'le ferffial ce19919lalAt. The investigation will include: 

A. interviews with the c~omplainant; 

B. interviews with any persons named in the compla int; 

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 c~omplainant, Respondent, or any other witness 
wh ich is reasonably believed t o be relevant to the allegations. 

At th e conclu sion of the investigation, the CO shall prepa re and deliver a wri t ten report to the District Ad ministrator that 
summarizes the evidence gathered during the investigation and provides recommendations based on th e evidence and the 
defini t ions in this Policy, as well as in St ate and Federal law as t o whether the c~omplainant has been denied access to educationa l 
opportuni t ies on the basis of one of t he prot ect ed classifi cations, based on a preponderance of evidence standard. The CO's 
recommendations must be based upon the tot ality of t he circumstances, including the ages and matu rity levels of those involved . 
The CO may consult with the Board Attorney before finalizing the report to the District Admin istrator. 



Absent extenuating ci rcumstances, within ten (10) business days of receiving the report of the CO, the District Administrator must 
either issue a final decision regard ing or request the complaint further investigation. A copy of the District Administrator's final 
decision will be delivered to the complainant. 

If the District Administrator requests add itional investigation, the District Administrator mu st specify the additional information 
that is to be gathered, and such additiona l investigation must be completed within ten (10) business days. At the conclusion of the 
additional investigation, th e District Administrator must issue a final written decision as described above. The decision of the 
District Administrator will be reviewed by the Board upon request. 

If the complainant feels that the decision does not adequately address the complaint s/he may appeal the decision t o the State 
Superintendent of Public Instruction by submitting a written request to the Wisconsin Department of Public I nstruction. Pupil 
Nondiscrimination Program. or by contacting the DPI Pupi l Nondiscrimination Program at (608) 267-9157 .. 

The Board reserves the right to investigate and resolve a complaint or report of regardless of whether the member of the School 
District community or third party chooses to pursues the complaint. Th e Board also reserves the right to have the com plaint 
investigation conducted by an external person in accordance with this policy or in such other manner as deemed appropriate by 
the Board. 

Additional School District Action 

If the evidence suggests that any conduct at issue violates any other policies of the Board, is a crime, or requires mandatory 
reporting under the Children's Code (Sec. 48. 981, Wis. Stat.), the CO or District Administrator shall take such additional actions as 
necessary and appropriate under the circumstances, which may include a report to the appropriate social service and/or law 
enforcement agency charged with responsibility for handling such investigations. 

Confidentiality 

The District will make reasonable efforts to protect the privacy of any individuals involved in the investigation process. 
Confidentiality cannot be guaranteed however. All complainants proceeding through the investigation process should be advised 
that as a result of the investigation, allegations against individuals may become known to those individuals, including the 
ekomplainant's identity. 

During the course of an investigation, the CO will instruct all members of the School Di strict community and thi rd parties who are 
interviewed about the importance of maintain ing confidentiality. Any individual who is interviewed as part of an investigation is 
expected not to disclose any information that s/he learns or that s/he provides during the course of the investigation. 

All pu blic records creat ed as a part of an investigation will be maintained by the CO in accordance with the Board's records 
retention policy (see Policy 8130) . Any records which are considered student records in accordance with the state or Federal law 
will be maintained in a manner consistent with the provisions of the law . 

© Neola 201 74 

Legal 118 .13 Wis. Stats. 

P.I. 9, 41, Wis. Adm. Code 

Fourteenth Amendment, U.S. Constitution 

20 U.S.C. Section 1681, Title I X of Education Amendments 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 

29 U.S.C. Section 794, Rehabilitation Act of 1973, as amended 

42 U.S.C. Section 2000 et seq., Civil Rights Act of 1964 

42 U.S.C. Section 2000ff et seq ., The Genetic Information Nondiscrimination 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 

Vocational Education Program Guidelines for Eliminating Discrimination and Denial of Services, 
Department of Education, Office of Civil Rights, 1979 
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2261.01 - PARENT AND FAMILY ENGAGEMENTPARTICIPATION IN TITLE I PROGRAMS 

In accordance with the requirements of Section 1118 of Title I , programs supported by Title I funds must be designed and 
implemented in consultation with parents of the students being served. 

Development of Administrative Guidelines for Parent and Family EngagementPaftiei~atieA 

The District Administrator shall ensure that the Title I plan under Section 6312 contains administrative guidelines which have been 
developed and approved by the District and parents of participating students and distributed t o parents. The guidelines shall 
describe how: 

A. the District expects and encourages parents and families to be engaged iAvel·,·ea in the planning, review, and improvement 
of Title I programs, including their participation in the development of the plan under Section 1112 and the process for 
school review and improvement under Section 1116; 

B. meetings will be conducted with parents and families including provision for flexible scheduling and whatever assistance the 
District may be able to provide parents in order to better ensure their attendance at meetings, and for providing 
information in a language the parents can understand; 

C. meetings will include review and explanation of the curriculum, means of assessment, and the proficiency levels students 
are expect ed to achieve and maintain; 

D. opportunities will be provided for parents and famili es to formulate suggestions, interact and share experiences with other 
parents, and participate appropriately in the decision-making about the program and revisions in the plan; 

E. information concerning school performance profiles and the ir child 's individual performance will be communicated to 
parents; 

F. pa rents will be provided with assistance (e.g., literacy training and technology) in providing help to their children in 
achieving the objectives of the program by such means as ensu ring regular attendance, monitoring television-watching, 
providing adequate time and the proper environment for homework; guiding nutritional and health practices, and the like; 

G. timely responses will be given to parental or family questions, concerns, and recommendations; 

H. the District will provide coordination, t echnical assistance and other support necessary to assist Title I schools to develop 
effective parental par t icipation activ ities to improve academic achievement and school performance; 

I. an annual evaluation of the pa rental and family engagementiA·re lveffieAt plan will be conducted with parents and families, 
identifying any barriers to greater parental and family engagement iFwel·reffieRt (such as limited English, limited literacy, 
economic disadvantage, disability, etc. ) and how strategies will be devised to improve parental involveme nt and to revise, if 
necessary, this policy; 

J. the parental involvement plan will be coord inated with other programs, such as Head Start, Reading First, Early Reading 
First, Even Start, Parents as Teachers, and Home Instruction for Preschool Youngsters; 



K. other activities will be conduct ed as appropriate to the plan and State and Federa l requirements. 

The District Administrator shall also ensure that the guidelines include a school-parent compact developed jointly by the District 
and parents, which outlines the responsibilities of the school staff, the parents, family and the student for academic improvement . 
The school- parent compact shall include provisions addressing: 

A. the school's responsibility to provide high quality curriculum and instruction in a supportive, effective learning environment; 

B. parent's responsibility for such things as monitoring attendance, homework, extra-curricular activities, and excessive 
television watching; volunteering in t he classroom; and positive use of extra-curricular time; and 

C. the importance of parent-teacher communication on an on-going basis through at least annual parent teacher conferences 
to d iscuss achievement and the compact; frequent progress reports to parents; reasonable access to staff; and t o 
opportunities to observe and participate in classroom activities. 

Informing Parents and Families of Their Right to be Engaged IAvelvee in Development and Administration of this Policy 

The District Administrator shall also assure that each Ti t le I participating school develops a specific plan, with parental and fam ily 
engagementiAvelveFAeAt, that: 

A. convenes an annual meeting, at a convenient time, to which parents and families of participating children are invited and 
encouraged to attend, to explain the school's involvement under Title I , the requirements to develop this policy, and the 
parents' right to be involved ; 

B. enqaqesiAvel ... •es parents and famil ies in an organized, on-going and timely way in the development, review, and 
improvement of parent involvement activities; 

C. provides participating students' parents with: 

1. timely information about the Title I programs; 

2. an explanation of the curricu lum, the forms of academic assessment, and the proficiency levels expected; 

3. regu lar meetings, upon request by a parent, to make suggestions and receive response regarding th eir student's 
education. 

Notice to Parent s and Updating the Policy 

The District will notify all parents of this policy, the guidelines, and the school-parent compact in a language understandable to the 
parents and famlies, to the extent practicable. Additionally, this policy wi ll be made avai lable to the local community and will be 
updated periodically to meet the changing needs of parents, families, and the school. 

© Neola 20178-3 
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RENUMBERED - 8000 SECTION 

2370 EDUCATIONAl OPTIONS 
n,e Beare ef Eeueatiefl reee§Alzes Hie Aeee te J3revlee alterAati·,e ffieaAs B'f wAleA stueeAts aeAieve tfle §eals ef tAe Dlstriet. 
AA eJ3tieAal J3iaA te ffieet tfle reee§Aizee eeueatieAal Aeees ef a stueeAt sAall ee aJ3J3re·,ee B'f tfle Dlstrlet AeffilAlstrater aAe tfle 
Beare ef EeueatieA . TFle Dlstriet AeffiiAlstrater sAall J3reJ3are a J;llaA ef eeueatleAal eJ3tieAs fer use iA ffieetiR§ SJ:leeial Reees. 
SueA eJ3tieRs sAall ee eeAsisteAt wltA CF1aJ3ter 118 aRe ffiay IReluee, eut Ret ee liffiitee te, tuterial J:lF8§Faffis, IAeleJ;leAEleRt stuEl·t, 
eerres13eF1EleAee eeurses, werl< stua·, er seAeel werlc traiRIA§ J3re§raffis, Ai§A seAeel eeiul·,aleRey J:lFe§raffis, teeAAieal eelle§e 
J:lF8§raffis, SUffiffier seAeel, earl~· eelle§e eAtraAee, ete. 
Creeit ffia'f ee §raRteEI te tAe stueleRt UJ:leR eeffiJ:llete evaluatieR ef tAe J:lF8§Faffi . 
TAe ereeit sAall ee J;llaeee eR tAe stuaeAt's traAseriJ;lt. TAe affieuAt ef ereElit eeuRtiA§ tewara §FaauatieA sAall eeffiJ:ll'f witA tAe 
§raauatieA reeiuireffieAts ef tAe State aAEI tAe Distrlet. 
The Dlstriet MffiiAlstrater shall estaellsA aElffiiAistrative §UIElel iAes wAereey eaeA eEltteatieAai eJ3tieA Is J3reJ3erly aAalyzeEI, J;llaRAee, 
aAEI iffiJ;lleffieAteEI aAEI eeffiJ:llles witfl all aJ3J3lieaele reeittlreffieAts ef the State . 
A 11st of the educational options availasle to students whe reside in the District shall sc provided to all parents on an 
annual basis. The list shal l include puslic schools, private schools participating in a parental choice program, charter 
schools, virtual schools, full t ime open enrollment, youth options, and course options. Such notice shall be published as 
a Class 1 Ploticc, pursuant to State law requ irements, and posted on its wessite no later than JanuaPf 31st each year. 
This notice shall include the performance category assigned to each school within the District, including charter schools 
and pri11atc schools participating in parental choice and shall inform parents that the full reports described in Policy 
2605 arc available on the website. 
@ Neala 2816 
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2411 - GUIDANCE AND COUNSELING AND ACADEMIC AND CAREER PLANNING 

The Board of Education requires that a planned program of school counseling be an integra l part of the educational program of the 
District. Such a program shall be ava ilable to all students without regard to race, color, religion, national origin, ancestry, creed, 
pregnancy, marital status, parental status, sexual orientation, sex, (including transgender statu s, change of sex or gender 
identity), or physica l, mental, emotional, or learning disability ("Protected Classes"). 

The ultimate goal for the District's school counseling program is student learning and achievement. The program is based on the 
Wisconsin Comprehensive School Counseling Model (WCSCM) that combines elements of State and National frameworks and 
initiatives. The foundation for the WCSCM are nine (9) Model Academic Standards that are delivered through a collaborative 
relationship among school, parents/guardians and community in order to provide students with the skills necessary for them to 
become successfu l lifelong learners, responsible citizens, and productive workers. 

The program's design, delivery syst em, and content focus on enhancing the ability of all students to utilize available educational 
opportunities. Program components include school counseling curriculum, individual student planning, responsive services and 
system support. The program includes th ree (3) domains; academic development, personal/social growth, and career 
development. The focus is on what all students, grades Pre-K through 12, should know, understand, and be able to do within these 
domains in order to develop into contributing members of society. 

The school counseling program strives to produce positive changes in student behavior and student learning by providing the 
following: 

A. Delivery of specific skills and information in a proactive, preventive manner to ensure that all students have the opportunity 
to achieve school success, and 

B. Intervention and referral services for those students who are experiencing difficulties in their lives that interfere with their 
academic achievement. 

Academic and career p lanning services, including individualized support and access to software t ools and staff assistance, shall be 
provided t o students in grades 6 to 12. The mission of academ ic and career plann ing is to provide a comprehensive plan , which will 
be developed and maintained by a student. that includes the student 's academic, career, personal, and social goals and the means 
by which the student will achieve those goals both before and after high school graduation. 

The school counselor serves as the program leader, and collaborates with the school nurse, school psychologist, classroom 
teachers and school administrators in the delivery of services. The counseling department works with a community network that 
includes county services, business, industry, medical community and educational institutions. The counselor works closely with 
parents/guardians and appropriate agencies when working with stu dents. 

The District shall not discriminate in the methods, practices and materials used for counseling, evaluating and testing students . 
This does not however, prohibit the use of specia l counseling materials or techniques to meet the individualized needs of students. 
Discrimination complaints shall be processed in accordance with establi shed policy and procedures. 

The Board shall provide the following services, through the counselors' office, for students who have limited English proficiency : 



A. an effective instructional program and supportive services appropriate to meet the needs of the student; 

B. the opportunity to access supportive serv ices, such as language development and speech therapy as appropriate to the 
individual needs of the student; and 

C. programs and services that reflect the cultural background of students who have limited English proficiency. This may 
include instruction intended to improve the skills of such students in the use of their native language to assist the student 
in becoming proficient or advanced in all subject areas. 

Guidance and counseling personnel are directed to provide information and direction to students with limited English 
proficiency regarding access to ELL programs and offerings within the District. Such personnel are also directed t o provide 
information and direction to students with sensory impairments regard ing available resources and access to those resources. 

[DRAFTING NOTE: Due to the wide variety of potential components of individual plans, it is not practical to include all 
such options within this template. The Wisconsin Department of Public Instruction has published "ACP in Wisconsin: 
Implementing Academic and Career Planning" as well as an "Academic and Career Planning Template" that provide 
tools for Districts to develop individualized plans as required by policy.] 

© Neola 201Z6 
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2430 - DISTRICT-SPONSORED CLUBS AND ACTIVITIES 

The Board of Education believes that the goals and objectives of this District are best achieved by a diversity of lea rning 
experiences, including those that are not conduct ed in a regular classroom but are directly related to the curriculum. 

The purpose of curricular-related activities shall be t o enable students to explore a wider range of individual interests than may be 
available in the District's courses of study but are still directly relat ed to accomplishing the educational outcomes for student s as 
adopted by the Board in Policy 2131. The Board encourages all students, including those students in elementary and middle school 
grades, t o participate in such opportunities. In implement ing this policy, t he Distr ict Administrator shall take steps to make such 
opportunit ies accessible to all students. 

For purposes of this policy, curricular-related activities are defined as those activities in which: 

A. the subject matter is actually taught or will be taught in a regularly offered course; 

B. the subject matter concerns the District' s composi te courses of study; 

C. participation is required fo r a particular course; 

D. participation results in academic credit. 

No curricular-related activity shall be considered to be under the sponsorship of this Board unless it meets one or more of the 
criteria stated above and has been approved by the District Administrator. 

Such activities, along with extra-curricular activities (not directly related t o courses of study), may be conduct ed on-or-off-school 
premises by clubs, associations, and organizations of student s sponsored by the Board and directed by a staff advisor. 

Non-curricul ar, student activities that are initiated by parents or other members of the community may be allowed under the 
provisions of Policy 7510 - Use of District Facilities . The Board, however will not: 

A. assume any responsibility for the planning, conducting, or eva luating of such activi t ies; 

B. provide any fun ds or other resources; 

C. allow any member of the District's staff to assist in the planning, conducting, or evaluating of such an activity during the 
hours s/he is functioning as a member of the staff. 

No non-district-sponsored organization may use the name of the School District or any other name that would associate an activity 
with the District. 

In addition to the eligibility requirements established by the Wisconsin Interschola stic Athletic Association, to be eligible for any 
athletic or other extra-curricular activity, a student must meet the criteria established in the Activities Code. 



Students sha ll be fully informed of the curricu lar-related activities available to them and of the eligibility standa rds established for 
participation in these activities. District-sponsored activ ities shall be available to all students who elect to participate and who meet 
eligibility standards. 

The District Administrator sha ll prepare administrative guidelines to implement a program of curricular-related clubs and activities. 
Such guidelines shou ld ensure that the needs and interests of the students are properly assessed and procedures are established 

for continuing evaluation of each club and activity. 

To remain a member of a District-established student group or nationa l organization such as the National Honor Society, a student 
must continue to meet all of the eligibility criteria and abide by the principles and practices established by the group or the 
organization. 

© Neola 2017 
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2431 - INTERSCHOLASTIC ATHLETICS 

The Board of Education recognizes the value to the District and to the community of a program of interscholastic athletics for as 
many students as feasible and in accordance with Policy 2260 - Nondiscrimination and Access to Equal Educational Opportunity. 
The Board believes that it is the purpose of an interscholastic program to provide the benefits of an athletic experience to as large 
a number of students as feasible within the District . .,. 

The Board recognizes that the purpose of athl etics is to promote the physical, menta l, moral, social and emotional well-being of 
each participant with emphasis on the proper idea ls of sportsmanship, ethical conduct and fair play. Athletics should encourage 
leadership, use of initiati ve and good judgment by the participants. 

Interscholastic athletic programs provide opportunities for participants to develop positive school morale, practice hospitality and 
exercise the qualities o f fa ir play and courtesy. The interscholastic athletic program is a part of the school curriculum, educational 
in purpose and conduct. 

The athletic prog ram affords opportunities for wholesome school-community relations under constru ctive conditions. It is the 
responsibility of school authorities to inform the community regarding the purposes of the program. The community should 
recognize that an athletic contest is an integral part of the school program because of its educational values. If interscholastic 
athletics cease to possess educational value, t hen these should cease to be school functions. 

The Board encourages the full participation of elementary and middle school students in interscholastic athletic activities. For 
purposes of Board policy, "full participation" means fair and equal participation to the extent that the budget, facilities or type of 
activity allow. 

The District shall maintain membership in the Wisconsin Interscholastic Athletic Association (WIAA) and the District's conference. 
The District shall abide by all WIAA and conference rules and regulations, and student athletes shall also be expected t o abide by 
all elig ibility rules and regulat ions. 

The District Administrator shall develop appropriate administrative guidelines for the opera tio n of the Ath letic Program and a Code 
of Conduct for those who participate. Such guideli nes should provide for the following safeguards: 

A. Prior to enrolling in the sport, 

1. each participant shall submit to a thorough physical exam ination by a District-approved physician. 

2. parents shall report any past or current health problems along with a physician's statement that any such problems 
have or are being treated and pose no threat to the student's participation. 

B. Any student who is found to have a health condition which may be life -threatening to self or others shall not be allowed to 
participate until the situation has been analyzed by a medical review panel that has determined the conditions under which 
the student may participate. 

C. Any student who incurs an injury requiring a physician's care is to have written approva l by a physician prior to the 
student's return to participation . 



In order to minimize health and safety risks to student-athletes and maintain ethical standards, school personnel, coaches, athletic 
trainers, and lay coaches should never dispense, supply, recommend, or permit the use of any drug, medication, or food 
supplement solely for performance-enhancing purposes. 

The guidelines should also provide a set of behavioral expectations for each type of participant. The District Administrator is 
authorized to implement suitable disciplinary procedures against those who violate the following sportsmanship expectations. 

To support the efforts to strengthen sportsmanship, ethics, and integrity, the Board commits itself to: 

A. adopt policies (upon recommendation of the administration) that reflect the District's educational objectives and promote 
the ideals of good sportsmanship, ethics, and integrity; 

B. support and reward participants, coaches, school administrators, and fans who display good sportsmanship. 

© Neola 2007 
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3120.01 - JOB DESCRIPTIONS 

The Board of Education recognizes that it is essential for District and employee accountability for each staff member to be fully 
aware of the duties and responsibilities of his/her position. Job descriptions document and describe the essential functions for 
professional staff positions and thereby promote organizational effectiveness and efficiency. Therefore, the District Administrator 
shall maintain a current, comprehensive, and coordinated set of job descriptions for professional staff positions. 

Job descriptions of licensed personnel, and any revisions thereof, shall be approved by the Board and maintained in the District 
Office. 

The job description of the District Administrator shall be included in the Board policy manual. 

All eH1eF jee EleseFi~tieFts sf'lall ee a~~Fevee ey tf'le District AElmiRlstrater aFte w ill ae malFttaiFtee IR tf'le District Office. 

As long as the provisions of the j ob descriptions are not inconsistent with Board policies, or with Federal/State law, they will be 
consid ered to be an extension of the policy manual and binding upon all employees. 

Each job description shall contain the following provision: 

"The employee sha ll remain free of any alcohol or illegal substance in the workplace in compliance with Policy 3122 
throughout his/ her employment in the District." 

Each job description shal l include a statement that reserves authority to the District Administrator to assign additional duties and 
responsibilities as necessary within the scope of the employment posit ion. 

Frem tiffie te tiffie, tf'le BeaFEl fuR:f'leF reee§Rizes tf'lat tf'le DistFiet AElmiAistFater ffia't fiFta it FteeessaFy te revise jee EleseFi~tleRs. 

Following the revision of a job description, staff members who hold the positions for which the essential functions are described in 
that revised job description shall be provided access to the updated version and the opportunity to discuss the revisions therein 
with their immediate supervisor. 

In addition, the District Administrator shall prepare administrative guidelines necessary for the proper implementation of this 
policy. 

© Neola 20126 
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3122.01 - DRUG-FREE WORKPLACE 

The Board of Education believes that quality education is not possible in an environment affected by the use of ill egal drugs and 
alcohol as well as the abuse of prescription drugs. It will seek, therefore, to establish and maintain an educational setting that is 
free from alcohol and other drug abuse. llle§al aru§s . 

The Board prohibits the manufacture, possession, use, distribution, or dispensing of any contro ll ed substance, Q_[_IAclualA!:J alcohol, 
by any member of the District's professional staff at any time while on District property or while involved in any District-related 
activity or event._Professional staff members who use or possess a prescription drug that has been lawfully 
prescribed to the staff member, and taken in accordance with the prescribed dosage, shall not be deemed 
to be in violation of this policy. Wherever possible, a staff member should take prescribed medications at 
home and not bring them to school. Where that cannot be accomplished, any staff member in possession of 
prescribed medications while at school is responsible for taking appropriate precautions to assure that the 
drugs remain in the staff member's possession at all times and are taken only in private, out of the view of 
students. Nothing in this policy shall prohibit the District Administrator from evaluating a staff member's 
fitness for duty pursuant to Policy 3161 - Unrequested Leaves of Absence/Fitness for Duty. 

Any staff member who violates this policy shall be subject to disciplinary action in accordance with the Employee Handbook. 

The District Administrator shall establish whatever programs and procedures are necessary to meet the Federal certification 
requirem ents and shall provide these to staff. 

Use of Resources for Treatment 

The District makes ava ilable resources to assist staff members in overcoming alcohol, illega l drug use or contro lled substance 
abuse. However, the decision t o seek diagnosis and accept treatment fo r alcohol, illegal drug use or controlled substance abuse is 
primarily the ind ivid ual staff member's responsibility. Any costs associated with treatment in excess of those costs covered by the 
staff member's medical insurance plan shall be borne by the individual. 

© Neola 201Z6 
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3430.01 - FAMILY & MEDICAL LEAVE OF ABSENCE ("FMLA") 

Introduction 

In accordance with Federal and State law, the Board of Education will provide fam ily and medica l leave to professiona l staff. The 
Board's Family and Medica l Leave Act policy is intended t o 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 Stat e law, the more generous provision will control in the event of a 
conflict . However, when leaves are governed by St ate or Federal law, but not both, the applicable law wi ll control under this policy. 
In th is reg ard, staff membersyett 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 t he Board's 
other po li cies will run concurrently (at the same time). 

Eligibi lity Requirements 

To be eligible for leave under the FMLA, the a staff membereffif3leyee 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 twe lve (1 2) month period 
immediat ely preced ing 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, the a staff membereffif3ieyee must have been empl oyed 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 ava ilable t o the sta ff membereffif3ieyee under this policy, as well as the st aff member'seffif3leyee's rights during 
leave, depend upon whether the st aff memberf3FefessieF1al staff satisfiesy the above requirements. 

Qualifying Reasons for Leave 

The Board provides family and medical leave for eligible sta ff 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 chi ld for adoption or foster care 

C. to care for an eligible staff member's spouse, chi ld or parent with a "serious health condition" 

The term "child" generally includes a lega l ward or a biological, adopt ed fost er or stepchild. For leaves governed exclusively 
by the FMLA, the term also includes a son or daughter for whom the st aff memberyett ha.:iYe assumed th e day-to- day 
obligations of a parent. A child mu st be either under eighteen ( 18) years of age or unable to ca re for himself/ herself due to 
a physica l or mental disability or, for leave under State law only, unable to care for him self/ herself due t o a se rious health 
condition. 



"Parent" includes a staff member's spouse's lega l guardian only if the staff memberyett ,lliitt'e 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 registra tion 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 wit h another individua l; 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 t o 
be responsible for the other' s living expense. 

D . because of a serious health condition that makes the eli gible staff member unable to perform the essential functions of 
his/her position 

E. because of a qualifying exigency resu lting 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 

Qua lifying 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 lega l 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 t he 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 t he Armed Forces to a foreign country. This leave is also available to ca re 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 pr ior to the start of the treatment, recuperation or therapy. In accordance 
with applicable regu lations, 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 t he ability to secure or 
subst antially 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 Family Care Givers. 
Leave is avai lable for up to twenty-six (26) weeks in a twelve (12) month period. This type of leave is ava ilable 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 uni t established for the purpose of providing 
command and control of service members receiv in g outpatient medical services; or 

3 . assignment to the temporary disability retired list. 

The maximum twenty-six (26) weeks of Federal leave to care for a se rvice member includes, and is not in addition t o, all 
other FMLA leave. In other words, employees may not take more t han a total of twenty-six (26) weeks of FMLA leave 
during a sin gle twelve (12) month period for any qualifying reasons under t he 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 mil itary family member 
injured in the line of duty. 

The District Adm inistrator will determine whether an employee's request for leave qua lifies 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) 
work weeks 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: 

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 Treatm ents (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 or other injury, or for a condition that would like ly 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 ch ildbirth 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 the time leave will be required to begin, a change in circumstances or a 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. 

St aff membersEm13le·;ees 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 in a timely manner or/and 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 beginning 
date and duration of the leave by submitting a FMLA leave request form to the District Administrator (forms ava ilable from the 
U.S. Department of Labor). 

When planning medical treatment, the staff member should consu lt with his/her supervisor and make a reasonable effort to 
schedu le the leave so as not to disrupt unduly the District's operations, after 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 that 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 Healthcare Provider 

If a staff member requests leave due to his/her own serious health condition or the serious health cond ition of his/her spouse, 
child or parent, the Board requires that the leave request be supported by certification issued and signed by the 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 al lowed . The Board reserves the right to certify all information permitted by law. 

The staff member must provide the fully completed certification to the District Adm inistrator 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 
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 wi ll 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 responsibi lity of the staff member or famil y 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 adm inistration, other than the staff member's direct supervisor, may contact the healthcare provider to clarify 
illegible answers and to authenticate the cert ification. If the certification is incomplete or otherwise unclear, the admin istrator must 
request that the employee obtain updated or completed information from the health care 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 healthcare 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 that 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 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 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 
that 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 leave 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 that 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 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 benefit 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. 

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 or any 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 positions/he held when 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 ifs/he 
had been actively employed during the leave. Furthermore, 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 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 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 
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. 

The District Administrator shall provide a copy of the policy upon the request of a staff member. 
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4122.01 - DRUG-FREE WORKPLACE 

The Board of Education believes that quality education is not possible in an environment affected by the use of illegal drugs and 
alcohol as well as the abuse of prescription drugs. It will seek, therefore, to establish and maintain an ed ucational sett ing that is 
free from alcohol and other drug abuse. llle§al ElrU§S. 

The Board prohibits the manufacture, possession, use, distribution, or dispensing of any controlled substance_gr, IAelUEliA§ alcohol, 
by any member of the District's support staff at any time while on District property or while involved in any District-related activity 
or event. 
Support staff members who use or possess a prescription drug that has been lawfully prescribed to the staff member. and taken in 
accordance with the prescribed dosage. shall not be deemed to be in violation of this policy. Wherever possible. a staff member 
should take prescribed medications at home and not bri ng t hem to school. Where that cannot be accomplished . any staff member 
in possession of prescribed medications while at school is responsible for taking appropriate precautions to assure that the drugs 
rema in in the staff member's possession at all t imes and are taken in private, out of the view of students. Nothing in this policy 
shall prohibit the District Administrator from evaluat ing a staff member's fitness for duty pursuant t o Policy 4161 - Unrequested 
Leaves of Absence/Fitness for Duty. 

Any staff member who violates this policy shall be subject to disciplinary action in accordance with the Employee Handbook. 

The District Administrator shall establish whatever programs and procedures are necessary to meet the Federal certification 
requirements and shall provide these to staff. 

Use of Resources for Treatment 

The District makes available resources to assist staff members in ovecoming alcohol, illegal drug use or controlled 
substance abuse. However, the decision to seek diagnosis and accept treatment for alcohol . illegal drug use or 
controlled substance abuse is primarily the individual staff member's responsibility. Any costs associated with 
treatment in excess of those costs covered by the staff m ember's medical insurance plan shall be borne by the 
individual. 
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4430.01 - FAMILY & MEDICAL LEAVE OF ABSENCE ("FMLA") 

Introduction 

In accordance with Federal and State law, t he Board of Education will provide family and medical leave t o support 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 contro l in the event of a 
conflict. However, when leaves are governed by State or Federal law, but not both, the applicable law wi ll contro l under this policy. 
In this regard, the staff memberyett 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). 

El igibility Requirements 

To be eligible for leave under the FMLA, a staff membertAe effi~leyee 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 eli_gible for leave under the WFMLA, a staff membertAe effi~leyee 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 the staff membereffi~leyee under this policy, as well as the employee's rights during leave, depend 
upon whether the staff member~FefessieAal s~aff satisfiesy the above requirements. 

Qualifying Reasons for Leave 

The Board provides fami ly and medical leave for eligible staff members under the following circumsta nces: 

A. for the birth of the eligible staff member's child and to care fo r a newborn chi ld 

B. for placement with the eligible sta ff member of a child for adoption or foster care 

C. to care for an e lig ible staff member's spouse, child or parent with a "serious health condit ion" 

The term "child " generally includes a legal ward or a biological, adopted foster or stepchi ld. For leaves governed exclusively 
by the FMLA, the term also includes a son or daughter for whom the staff memberyett ha)2ve assumed the day-to- day 
obligations of a parent. A chi ld 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. 



"Parent" includes a staff member's spouse's legal guardian only if the staff memberyett ~ ere 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 expense. 

D. because of a serious health condition that makes the eligible staff member unable to perform the essentia l 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 lega l 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 in capable 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, whi le on 
covered active duty in the United States Armed Forces, including the National Guard and Reserves, 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 fore ign 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 fol low 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 Family Care Givers. 
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 contro l of service members receiving outpatient medical services; or 

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 wi ll 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 eligibili ty requirements set forth above, s/he is entitled to a total of twelve (12) 
work weeks 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 chi ld 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 cal ls 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: 

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 avai lable 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. The 
st aff member¥ett or his/heryettf 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 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, 
rad iation, etc.); severe arthritis (physical therapy); or kidney disease (dia lysis) . 

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 the staff member'syet:tf own serious health condition or that of a family member). When requesting 
partial or intermittent leave in connection with chi ldbir th 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 the time leave wi ll be required to begin, a change in circumstances or medical emergency, 
notice must be given as soon as practical. Leave wi ll be accounted for in increments no greater than the sma llest increment used 
for other similar leaves, but in no event greater than one ( 1) hour increments. Leave entit lement will not be reduced by more than 
the amount of leave actually taken. 

Staff membersEffi~le·,.ees 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 in a timely manner or/and 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 beginning 
date and duration of the leave by submitting a 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 t o disrupt unduly the District's operations, after approva l 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 that 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 Admin istrator within two (2) 
business days of learn ing of the circumstances necessitating the extension . 

Certification By Healthcare Provider 

If a staff member requests leave due to his/her own serious health condition or the serious health condition of his/her spouse, 
chi ld or parent, the Board requires that the leave request be supported by certification issued and signed by the healthcare 
provider for the individual with a serious health condition. For service member leave, any certification permitted under 29 C.F.R. 
825.310 sha ll 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) ca lendar days of 
the date that the certification is provided to the staff member, unless it is not practicab le 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 
the District Admin istrator 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 wi ll 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 responsibi lity of the staff member or family member with a serious health condition to use 
a healthcare provider who wi ll complete and furnish an accurate certification in a timely manner. 

A member of the admin istration, other than the staff member's direct supervisor, may contact the healthcare or 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 health care 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 healthcare 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 that 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 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 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 
that 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 leave 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. 

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 benefit 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. 

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 or any 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 positions/he held when 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 ifs/he 
had been actively employed during the leave. Furthermore, 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 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 another leave of absence, s/he may be disciplined, up to and including 
termination. 

With the staff member's permission 1 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 1 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 
confidential, secure files separate from personnel files. 

No Discrimination 

Leave under this policy will not be used as a negative factor in employment actions 1 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. 

The District Administrator shall provide a copy of the policy upon the request of a staff member. 
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5111 - ELIGIBILITY OF RESIDENT /NONRESIDENT STUDENTS 

The Board of Educat ion establishes the following policy for determining the eligibility of students to attend the schools of this 
District. 

A. The Board will educate, tuition-free, students who are residents of the District. Proof of residency will be required for 
registration in t he District . If resid ency is with individuals other than a parent, it must be based on a reason other than 
educational purposes. 

B. The District sha ll provid e a free education to those students who are considered by Federal law t o be illega l aliens or 
considered t o be homeless by State-established criteria . 

C. Upon request of a student 's parent, students who have gained twelfth g rade status and who no longer resid e within the 
District shall be permitted t o complete their high school education tuition free. 

D. Resident students in grades 9-12 who attend a tribal school, private school or home-based educational program shall be 
accepted into the District's educational programs for up to two (2) classes if the student satisfies the high school admission 
st andards and sufficient space is avai lable in the classes. 

E. A high school student who now resides in a d ifferent school district as a result of a reorganiza t ion under Chapt er 117 and 
who has completed 9th and 10th grade at his/her former school district shall be allowed to complete his/her education at 
the former schoo l district, provided the other district agrees. The school board of residence shall pay the student's tuition. 
The school of attendance shall count the student in its membership for State Aid purposes under subchapter II. 

F. If a parent (or adult student) presents information to the District certifying that the parent (or adult stud ent), 
his/her child , or a member of the parent's household is a parti cipant in the Safe at Home/Address Confidentiality 
Program administered by the Wisconsin Departm ent of Justice , the Board shall use the address designated by the 
Department of Justice to serve as the student's address for enrollment purposes. The Distri ct shall place a copy 
of any certification provided by th e parent in the enrollment fil es 

G. Children of joint custody orders may attend school without payment of tuition if one (1) parent resides in this District or the 
order designates as the residential parent the parent with lega l resid ence in the Di strict. 

H. Foreign students, participating in a bona fide, foreign-exchange program and living with a resident host family, may be 
admitted tuition-free. 

I. Students whose parents do not reside within the District, but who present evidence that they will move into the District 
within a short period of time, may enroll in the schools of this District as tuition students for the time not in residence . 
Tuition will be refunded in accordance with State law. 

J. Minor students residing in the District, but not living with a parent, may be required to provide information sufficient t o 
allow the admin istration to properly determine resident status under law. 



K. Tuit ion students may be accepted in accordance with State law and the approva l of t he District Administ rat or. 

L. Nonresidents may be accepted into the District's Adu lt Education classes upon payment of the appropriate fees. 

M. Nonresident students may be accepted into the District 's Summer or Interim Session School Program upon payment of 
appropriate fees. 

N. Nonresident students may be accepted into the District's program under the Full-Time Open Enro llment Program. 

0. Any student that has been expelled from another school or district and seeks to enroll in the District during the term of the 
expulsion order shall be considered for enrollment as fo llows:n,e DistFict AelffiiAistFateF, at 19is,'19eF eliscFetieA, ffiay eleAy 
aelffiissieA te a stt:1eleAt wl'le 19as eeeA e><J9elleet freffi aAetl'leF WisceAsiA J9l:1Bllc scl'leel elistFiet, feF U:ie J9eFieel ef tl'le l:lAC)(J9iFeel 
teFffl ef tl'le e)(J9t:1lsieA. Wl'leA tl'le e)(J9t:1lsieA ffeffi tl'le etl'ler elistrict 19as e)(J9lreet, tl'le stt:1eleAt Is te ee aelffiitteet J9revieliA§ all 
etl'ler eli§lellit·J' reEjt:1ireffieAts l'la·te eeeA ffiet. 

If the student has been expelled from another Wisconsin public school district. the student is not entitled to 
enroll. r X] The District Administrator may choose whether to recommend the student be enrolled. [ X] In the 
event t hat the Dist rict Administrator intends to enroll a student during the term of an expu lsion order issued by another 
Wisconsin public school District. t he enro llment must be approved by the Board . ( 1 All requests to enroll received by a 
student t hat has been expelled from another Wisconsin public school district must be brought before the Board to approve 
or deny. 

If t he student has been expelled by a public school in another state or by a Wisconsin charter school 

(X 1 the District Administrator may choose to enroll the student. but if the District Administrator does not intend t o enroll 
the student, the Board must determine that the conduct giving r ise to expulsion would have been grounds for expulsion 
from the District under Policy 5610. 

f J the Board may permit the student's enrollment or may deny the enrollment if it finds that the conduct giving rise to the 
expulsion would have been grounds for expulsion from the District under Policy 5610 .IA tl'le e~·eAt tl'lat tl'le District 
AelffilAistFateF iAteAels te eAFell a stt:1eleAt elt:1riA§ tl'le terffi ef aA C)(J9l:llsieA eFeler isst:1eel ey aAetl'ler WiseeAsiA J9l:1Blie sel'leel 
DlstFiet, tl'le eArellFAeAt FAl:lst ee aJ9J9reveet ey tl'le Beare!. 

Tl'le Beare! ffia'( 19Fel'lieit tl'le eAFeliFAeAt ef a stt:1eleAt elt:1riA§ tl'le teFffi ef aA e)(J9t:1lsleA eFeler isst:1eel ey a el'laFter sel'leel l:lAeleF 
seetieA 118. 40(2r) Wis Stats., er ey a J9l:1Blle sel'leel ellstriet IA aAetl=ler state, 19rnvleteet tl'lat tl=le Beare! eteteFFAiAes tl'lat tl'le 
eeAell:let §IVIA§ rise te tl=le e)(J9t:1lsleA wet:1lel l=lave eeeA §ret:1Aels fer e)(J9t:1lsleA l:lAEler Pelicy 5610. 

P. Students who have begun the school year as res idents and who no longer reside in the District may be permitted to 
complete the school year t uition- free. 

Q. Nonresident studen ts may be accepted into the District's program under the Course Options Program. Nonresident students 
accepted into the District 's Course Options Program may attend no more than two courses at any t ime. 
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