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3120.04 - EMPLOYMENT OF SUBSTITUTES
 
The Board recognizes the need to procure the services of substitutes in order to continue the operation of the schools as a
result of the absence of regular personnel. This policy does not apply to regular contracted teachers hired to serve as
permanent substitute teachers and whose employment is governed by Policy 3120 - Employment of Professional Staff.
 
The District Administrator shall make appropriate arrangements to assure the availability of substitutes for assignment as
services are required to replace temporarily absent regular staff members and to temporarily fill new positions.
 
Substitutes must possess appropriate certification to teach as a substitute. The District Administrator may determine what
licensure is required and make allowances for the use of alternative forms of certification, emergency certification, and
other such options as permitted by law. There must also be verification that a satisfactory background and criminal
history check has been conducted by the Department of Public Instruction (DPI), or an appropriate State agency,
authorized District personnel, or contracted vendor.
 
In order to retain well-qualified substitutes for service in this District, the Board will offer compensation at a rate set
annually by the Board.  A person will be considered a long-term substitute if the person is appropriately certified and the
staff member for whom the person has been hired to replace has a leave which extends for more than twenty-one (21)
consecutive school days.  The long-term substitute position will be terminated by the end of the school year.
 
A substitute employed for twenty-one (21) consecutive days in the same professional position shall be paid a salary not less
than the minimum salary on the current salary schedule and granted the privileges provided regular staff.
 
Relatives of staff members may be employed by the Board, provided the staff member being employed is not placed in a
position in which they are supervised directly by the staff member who is related.

Employed substitutes may receive in June a letter of reasonable assurance of continued eligibility for assignment during the
ensuing school year.
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3121 - CRIMINAL HISTORY RECORD CHECK AND EMPLOYEE SELF-REPORTING REQUIREMENTS
 
Criminal History Record Check
 
To more adequately safeguard students and staff members, the Board requires an inquiry into the background of each
applicant the District Administrator recommends for employment on the District's professional staff. Any contracts with
outsourced services, employment agencies, or temporary services must require such providers to conduct and retain a
criminal history record check of individuals providing service to the District.
 
Such an inquiry shall also be made for substitutes who may be employed by the District and for volunteers assisting District
staff.
 
The District Administrator shall establish the necessary procedures for obtaining any criminal history of the applicant.
 
Should it be necessary to employ a person in order to maintain the continuity of the program prior to receipt of the report,
the District Administrator may employ the person on a provisional basis until the report is received.
 
All information and records obtained from such inquiries are to be considered confidential and shall not be released or
disseminated to those not directly involved in evaluating the applicant's qualifications.
 
Employee Self-Reporting Requirement
 
All District employees shall notify the District Administrator as soon as possible, but no more than three (3) calendar days,
after any arrest, indictment, conviction, no contest or guilty plea, or other adjudication of the employee for any criminal or
municipal offense.

The requirement to report a conviction or deferred adjudication applies to major traffic offenses (e.g., operating under the
influence of an intoxicant or other drug, reckless driving, operating after suspension/revocation, failure to report an
accident, refusal to take a breath test). Minor traffic offenses (e.g., non-moving violations, speeding, failure to yield, failure
to obey a traffic signal, unattended vehicle, illegal parking) do not need to be reported.

However, if an employee drives or operates a District vehicle or piece of mobile equipment or transports students or staff,
other than the staff member's own family, in any vehicle they must report any traffic offense (not including parking tickets).

Failure to report under this section may result in disciplinary action, up to and including termination. All employment
decisions by the District based on such information must comply with Wisconsin's arrest and conviction discrimination law.
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3230 - ETHICS AND CONFLICT OF INTEREST
 
The proper performance of school business is dependent upon the maintenance of unusually high standards of honesty,
integrity, impartiality, and professional conduct by Board members and the District’s employees, officers, and agents is
essential to the Board’s commitment to earn and keep the public’s confidence in the School District.
 
For these reasons, the Board adopts the following guidelines designed to avoid the occurrence or appearance of any
conflicts of interest. These guidelines apply to all District employees, officers, and agents, including members of the Board.
These guidelines are not intended to be all inclusive, nor to substitute for good judgment on the part of all professional
employees, officers, and agents. Professional employees are expected to perform their duties in an ethical manner and free
from an actual conflict of interest or from situations that create the appearance of a conflict of interest, in a manner
consistent with 19.59, Wis. Stats. The Board's interest in enforcing this policy is to assure that the decisions and actions of
public employees retain the public's trust. Therefore, even a conflict relationship that can be viewed as beneficial to the
District, or that was intended to be beneficial to the District, may still be a violation of this policy.
 

A. No professional employee, officer, or agent shall engage in or have a personal or financial or other interest, directly
or indirectly, in any activity that conflicts or raises a reasonable question of conflict with his/her the employee's,
officer's, or agent's duties and responsibilities in the school system. Specifically, professional employees must
perform their duties in a manner that does not violate criminal conflict of interest laws pursuant to 946.13, Wis.
Stats. by having a private pecuniary interest in an amount that exceeds $15,000, but also lesser valued conflicts
that nonetheless create the appearance of using one's public position to secure a private pecuniary interest and/or
benefit.
 

B. Professional employees, officers, or agents shall not directly supervise a relative employed by the District or
employed in a position contracted for by the District.

C. Professional employees, officers, and agents shall not engage in business, private practice of their profession, the
rendering of services, anything of substantial value, or the sale of goods of any type where advantage is taken of
any professional relationship they may have with any employee, student, client, or parents of such students or
clients in the course of their employment or professional relationship with the School District.
 
Included, by way of illustration, rather than limitation are the following:
 

1. the provision of any private lessons or services for a fee, unless the provision of services is arranged outside
of school and is separate from and in addition to regular support provided to students as part of the
professional staff member's regular duties
 

2. soliciting on school premises or under circumstances which are coercive for the private sale of goods or
services to students or other employees;
 



D. Should exceptions to this policy be necessary in order to provide mandatory services to students or clients of the
School District, all such exceptions will be made known to the employee's supervisor and will be disclosed to the
District Administrator before entering into any private relationship.
 

E. Professional employees, officers, and agents shall not make use of materials, equipment, or facilities of the School
District for their own personal financial gain or business interest. Examples would be the use of facilities before,
during, or after regular business hours for service to private practice clients, or the checking out of items from an
instructional materials center for private practice.
 

F. Professional employees, officers, and agents shall not participate in the selection, award and administration of any
contract to an entity in which they have a pecuniary interest or from which they derive a profit or in which a
dependent of the employee has a pecuniary interest or from which the dependent derives a profit. "Dependent"
includes the employee’s spouse; unemancipated child, stepchild, or adopted child under the age of eighteen (18); or
individual for whom the employee provides more than one-half (1/2) of the individual’s support during a year. A
"pecuniary interest" means an interest in a contract or purchase that will result or is intended to result in an
ascertainable increase in the income or net worth of the employee or the employee’s dependent who is under the
direct or indirect administrative control of the professional employee or who receives a contract or purchase order
that is reviewed, approved, or directly or indirectly administered by the employee.
 
Professional employees, officers, and agents may not solicit or accept gratuities, favors, or anything of monetary
value from contractors or parties to subcontracts.
 
However, pursuant to Federal rules, the School District has set standards for when an employee, officer, or agent
may accept a gift of an unsolicited item of nominal value. For purposes of this section, "nominal value" means that
the gift has a monetary value of $50 or less.
 

G. Professional employees, officers, and agents must disclose any potential conflict of interest which may lead to a
violation of this policy to the School District. Upon discovery of any potential conflict of interest, the School District
will disclose, in writing, the potential conflict of interest to the appropriate Federal awarding agency or, if applicable,
the pass-through entity.
 

H. The District will also disclose, in a timely manner, all violations of Federal criminal law involving fraud, bribery, or
gratuity that affect a Federal award to the appropriate Federal awarding agency or, if applicable, the pass-through
entity.
 

I. Professional employees, officers and agents found to be in violation of this conflict of interest policy will be subject
to discipline in accordance with Policy 3139 - Staff Discipline.

 
In the event that, within the course of administering a Federally funded grant program or service to the District, any
professional employee that identifies a conflict of interest, a potential conflict of interest, or that the appearance of a
conflict of interest may arise in the course of administering the Federal grant funds, the employee must immediately notify
either the Federal agency administering the grant in a manner consistent with that particular agencies rules on conflict of
interests, or the District employee directly responsible for grant compliance. Such notice shall be provided at the earliest
possible time.
 
It is a violation of this policy to take action or to refrain from taking action, or for an employee to otherwise use his/her the
employee's public position to obtain a financial gain or anything of substantial value for himself/herself oneself or his/her
the employee's immediate family, as defined in 19.42(7), Wis. Stats.
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3. the use, sale, or improper divulging of any privileged information about a student or client granted in the
course of the employee’s, officer’s or agent’s employment or professional relationship with the School District
through his/her access to School District records the use, sale, or improper divulging of any privileged
information about a student or client granted in the course of the employee’s, officer’s or agent’s employment
or professional relationship with the School District through their access to School District records;
 

4. the referral of any student or client for lessons or services to any private business or professional practitioner
if there is any expectation of reciprocal referrals, sharing of fees, or other remuneration for such referrals;
 

5. the requirement of employees, students or clients to purchase any private goods or services provided by an
employee, officer or agent or any business or professional practitioner with whom any employee, officer or
agent has a financial or other relationship, as a condition of receiving any grades, credits,
promotions, approvals, or recommendations;
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3281 - PERSONAL PROPERTY OF STAFF MEMBERS
 
Employees may bring personal property, including personal communication devices, to school either for reasons associated
with professional responsibilities or for use during off-duty time (see Policy 7530.02 - Staff and School Officials Use of
Personal Communication Devices) in accordance with the Teacher Employee Handbook. The owner of the personal property
bears all responsibility and assumes all risk for loss, damage, or misuse of said personal property while it is on Board
District property.   Administrators are authorized to direct employees to remove inappropriate personal property from
District premises.
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