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The School District of North Fond du Lac
ACKNOWLEDGMENT OF RECEIPT OF

ASSOCIATE GUIDE
A copy of this Acknowledgement (signed by you) will be placed in your personnel file

I acknowledge that I have received and reviewed a copy of the School District of North Fond du
Lac Policies and Associate Guide for Support Staff (Guide). I understand that it is my
responsibility to read the Guide and seek clarification from the district administrator’s office if I
do not understand any portion of the Guide or the corresponding policies. I understand that this
Guide states the School District of North Fond du Lac’s policies and procedures in effect on the
date of publication. I also understand that these policies and procedures will be reviewed on a
continual basis and may change.

I understand that the Guide is not a contract or a guarantee of future employment, future benefits
or a binding contract with the School District of North Fond du Lac. I understand that in the
policies contained in the Guide or individual written employment agreement approved by the
School Board, my employment is at will.

Finally, I understand that it is very important that I return this acknowledgement no later than
September 15th to the District Office. If I fail to return this acknowledgement signed, I
understand that my employment will be in jeopardy.

*In addition to the Guide, I acknowledge that I have reviewed and completed the following
trainings located on the Pitch (Staff Resource) Website:

Blood Borne Pathogens
Student Confidentiality
Mandatory Reporting

Employee Signature: _____________________________________

Print Employee Name: ____________________________________

Date: __________________________________________________



Policies On-Line
Make sure to review all policies, specifically Section 4000

All Policies that govern employment in the School District of North Fond du Lac are available
online at https://go.boarddocs.com/wi/nfdl/Board.nsf/Public?open&id=policies. Section
4000 contains the majority of policies that relate to Support Staff Associates. An Associate is
responsible for being familiar with all policies that pertain to employment and expectations of an
Associate in the District.

Please make sure to review new policy 1421 – Criminal History Record Check and Employee
Self-Reporting Requirements. This is a new policy that is a response to new legislation
requiring all employees to report if they have had any arrests, indictments, convictions, no
contest or guilty pleas, or any other adjudication for any criminal or municipal offense (THIS
DOES NOT APPLY TO MINOR TRAFFIC/PARKING INCIDENTS). Also make sure to
review policy 4310 – Employee Expression in Non Instructional Settings, it was updated in
April 2022.

Appendix
· Hourly Waged Associate Evaluation
· Calendars for 2023 – 2024

· District Family
· Treffert Way Family
· Staff

· Compensation Documents
· Salary and Benefits Summary
· Family Savings Plan Insurance Option
· Extra Duty Positions and Pay Amounts
· Extra Duty Event Pay
· Associate Data Sheet Example
· Associate Pay Scales 2023 - 2024

· Job Descriptions for Support Staff
· Clerical - Office
· Custodial - Maintenance
· SPED Support Paraprofessional
· LPN Paraprofessional
· Instructional Academic Support Paraprofessional
· Supervisor Support Paraprofessional
· Therapy Support Paraprofessional

· Purchasing Instructions
· District Policy for Reporting Child Abuse and Neglect
· Transportation Agreements – School Vehicle and Personal Vehicle

https://go.boarddocs.com/wi/nfdl/Board.nsf/Public?open&id=policies


Associate Guide for Support Staff Introduction
Overview - Summary

The School District of North Fond du Lac (District) Associate Guide (Guide) – for Support Staff
is an outline of policies and procedures that are designed to support an environment that creates
hope, provides stability, allows for compassion and fosters trust for all support staff.

The School District of North Fond du Lac’s staffing mission is to serve the educational, social
and emotional needs of all the students in our community by creating an environment that
promotes professionalism, allowing the District to recruit, attract, hire, develop and maintain a
world-class education and support staff.

For the purpose of this guide, an associate is defined as any person that supports the education of
students by supporting students, educators, facilities, community and each other. This Guide is a
summary of some of the employment policies, procedures, rules and regulations of the Board of
Education of the School District of North Fond du Lac. The Guide is designed to make
Associates aware of policies, procedures, rules and regulations and to provide for structure and
order to best help the District function and provide stability to each associate. Most employment
questions are answered by the Guide. Should there be any confusion or item that is not covered,
these questions should be immediately directed to the Superintendent. None of the statements,
policies, procedures, rules or regulations contained within the Guide guarantees employment or
can be construed as an employment contract. Associates are considered “at will.” The School
District of North Fond du Lac reserves the right to edit, add, delete, and change the Guide at any
time through recommendations from the superintendent.



Associate Code of Ethics
The School District of NFDL is a proponent of and practices the Strengths Philosophy and
Servant Leadership. In order to fulfill the mission of meeting the needs of our students, the
District has adopted the Associates Code of Ethics. These four principles are a collection of
statements that set the high level of expectations the School District of North Fond du Lac has
for each Associate to perform to fulfill the tasks of supporting the education of students,
communicating with the community and supporting the facilities. Any violation of the Associate
Code of Ethics can result in disciplinary action, up to and including termination.

OVERVIEW
• The associate strives to create an environment that supports all stakeholders (people) in the
District.
• The associate acts with conscious effort to uphold high ethical standards.
• The associate accepts that every child has a right to an uninterrupted education free from strikes
or any other work stoppage tactics and will perform his or her assigned role to best serve in his
or her role to support the mission of the District.

PRINCIPLE I: Ethical Conduct toward Students
The associate accepts personal responsibility supporting his or her role character qualities that
will help them evaluate the consequences of and accept the responsibility for their actions and
choices. We believe all Associates are obligated to be role models of integrity, diligence,
responsibility, cooperation, loyalty, fidelity, and respect for the law, for human life, for others,
and for self. The associate, in accepting his or her position of public trust, measures success by
the ability to perform his or her role to best meet the needs of students.
1. The associate follows state and federal laws as well as District policies to best serve and
protect students.
2. The associate does not intentionally expose the student to criticism.
3. The associate does not reveal confidential information concerning students, unless required by
law.
4. The associate makes a deliberate effort to protect the student from conditions detrimental to
learning, health, or safety.

PRINCIPLE II: Ethical Conduct toward Practices and Performance
The associate assumes responsibility and is accountable for his or her performance and
continually strives to demonstrate competence in the tasks necessary to perform his or her
specific duty. Specific work expectations are found in the Job Description section of the Guide
(included in the appendix). The associate works to maintain the dignity of the District and
educational system by respecting and obeying the law, and by demonstrating personal integrity.

1. The associate applies for, accepts, or is assigned a position or a responsibility on the basis of
professional qualifications and will adhere to the terms of his or her job descriptions.



2. The associate maintains sound mental health, physical stamina, and social abilities necessary
to perform the duties of any assignment, this includes not being under the influence of alcohol or
drugs (not including appropriately taken prescription medication) while at school.
3. The associate continues professional growth to make him or herself more valuable to the role
he or she performs.
4. The associate complies with written local school policies and applicable laws and regulations
that are not in conflict with this code of ethics.
5. The associate does not intentionally misrepresent official policies of the School District and
clearly distinguishes those views from his or her own personal opinions.
6. The associate honestly accounts for all funds committed to his or her charge.
7. The associate does not use school or privileges for personal or partisan advantage.

PRINCIPLE III: Ethical Conduct toward Colleagues
The associate, in exemplifying ethical relations with colleagues, accords just and equitable
treatment to all members of the District.

1. The associate does not reveal confidential information concerning colleagues unless required
by law.
2. The associate does not willfully make false statements about a colleague or the school system.
3. The associate does not interfere with a colleague's freedom of choice, and works to eliminate
coercion that forces colleagues to support actions and ideologies that violate individual
professional integrity.
4. The associate does not disparage or harass co-workers, including spreading untrue statements.

PRINCIPLE IV: Ethical Conduct toward Parents and Community
The associate recognizes that quality education is the common goal of the District and supports
the goals of the District as he or she interacts with parents and community members.

1. The associate communicates to parents in a positive way that is in the interest of the District
and students.
2. The associate seeks to understand and respect the values and traditions of the diverse cultures
represented in the District and greater community.
3. The associate takes on a positive and active role in school/community relations.

Related Policies: Available online at - https://go.boarddocs.com/wi/nfdl/Board.nsf/Public?open&id=policies
Related Information: District Policy for Child Abuse and Neglect Reporting

Definitions of Employment
Associates (support staff) are hired as hourly employees. All state and federal statutes that apply
to hourly employment apply to the employment of each associate. The benefits in the Guide will
be allocated based on the average hours of weekly employment and the number of days in a year
that each associate is employed. The breakdown of hourly waged categories is as follows:

https://go.boarddocs.com/wi/nfdl/Board.nsf/Public?open&id=policies


Full-Time Associate (FTA)
Any associate that works an average of 37.5 or more hours and at least the length of the school
year is considered a Full-Time Associate (example - Instructional Aide, Secretary, Custodian,
Maintenance, etc.)

School Year Benefit Eligible Associate Category I (SYBEA-I)
Any associate that works an average of at least 35 hours a week and at least the length of the
school calendar year is considered a School Year Benefit Eligible Associate Category I.

School Year Benefit Eligible Associate Category II (SYBEA-II)
Any associate that works an average of at least 30 hours, but less than 35 hours a week and at
least the length of the school calendar year is considered a School Year Benefit Eligible
Associate Category II.

Part-Time Associate (PTA)
Any associate that works less than 30 hours a week or is seasonally employed is considered a
Part-Time Associated (School Lunch Aides, Other School Aides, Summer Help, etc.)

Benefits
Health and Dental
The Board of Education, through Insurance Committee input, reserves the right to change
insurance plan structures, the amount of associate responsible deductible, amount of premium
responsibility, carrier, and other elements of the insurance benefits. Insurance for eligible
employees will end on the last day of the month in which the employee worked an insurance
eligible job. See Wage and Summary Benefits for more information. FTA and SYBEA I pay the
same percentage of premium that the Educators do. Taking unpaid leave will have an
impact on the associate’s cost of insurance.

SYBEA II are eligible for dental and medical benefits (but at 100% premium cost to the
associate – this group is NOT eligible for the Cash-in-lieu) and Part-Time Associates are not
eligible for health or dental insurance.

Cafeteria Plans
The District will offer a Cafeteria Plan under IRS Code Section 125 for a flexible benefit plan,
Aflac pre-tax insurance plan and the cash-in-lieu of insurance plan (for FTAs and SYBEAs).

Life Insurance
The District will offer life insurance as an option at associate’s expense.

Long-term Disability
The District will provide long-term disability insurance to all Associates at the District’s expense
(for FTAs and SYBEAs). The Board has the right to change the long-term disability plan and
benefit structure.



Post-Employment Benefit
FTA or SYBEA-I are eligible for a post-employment benefit. Eligible Associates that retire with
15 years of service or more (as a FTA or SYBEA-I) to the District will be able to turn unpaid
sick leave (up to 100 days) in for a Cash Payment. This benefit will be paid at $100 per sick
leave day accrued up to 100 for a maximum benefit of $10,000. All IRS regulations and
accounting laws will apply. In order to be eligible for this benefit the associate must submit, in
writing to the superintendent, a 60 day notice of retirement.

Short-term Disability
The District will offer short-term disability as an option at the associate’s expense.

Tax Sheltered Annuity Contributions
The District shall transmit all tax-sheltered annuity deductions, taken on behalf of the
participating associate, to the appropriate receiving companies monthly, provided there is
uniformity of treatment for all subscriber
annuitants on a company-by-company basis.

Wisconsin Retirement System
The eligible Associates shall be required to pay the employee share of the Wisconsin Retirement
System contribution.

Calendar
Development
The calendar will be developed on a yearly basis by the District’s Calendar Committee (led by
appointed administrator). The 2023-2024 calendars are located on-line and in the Appendix.

Inclement Weather/Emergency Day Make Up
All days missed due to inclement weather and/or other emergencies, after the first such day, will
be rescheduled according to the calendar. *Virtual Day Language All schools in Wisconsin have
instructional minutes that are set by the Department of Public Instruction (DPI). The total of the
yearly instructional minutes at Secondary Schools includes the allocation of two “snow” days as
a buffer to account for school closings related to inclement weather. Once these “snow” days are
used, additional weather-related school closings can lead to a loss of instructional minutes that
need to be made up by adding extra days or minutes to the current school calendar or daily bell
schedule. As such, the School District of North Fond du Lac is going to establish Virtual
Learning Days during weather-related school closings in the future. Virtual Learning Days will
prevent adding additional days or minutes to the current school calendar or daily bell schedule at
BAMS.
Virtual Learning Days will be announced to students, staff, and families via a District message in
the event of school cancellation. Students will be expected to log into each class via Google
Classroom and access an assignment posted by their instructor. Once the student completes the
assignment and submits their work, their teacher will mark them present for that hour of



learning. Students will be highly encouraged to submit questions during virtual learning days to
their teachers via email. Teachers will have office hours posted in their Google Classroom. As a
friendly reminder, please make sure that students bring their Chromebooks and charger home on
a daily basis, especially when the forecast may look favorable for some bad weather.

Virtual Learning Days - Details
● Teachers will post the day's lesson plan to their Google Classroom by 8:30 am.

Students can find the plans in the module as well as in the announcement.
● Teachers will be available via email during their listed open office hours on Google

Classroom. Students are encouraged to reach out to their teachers to ask questions and
get support.

● Attendance will be taken based on the completion of assigned tasks. If a student is
unable to complete assigned work due to extenuating circumstances, the student should
inform their teacher upon returning to school or via email.

Compensation
Hourly Wages
FTA and SYBEA I benefits will remain the same as previous year for insurance eligibility and
responsibilities. The WRS contribution will be determined based on WRS rates that are
mandated to the District. If an associate’s employment is terminated in a benefit eligible position,
his or her benefits end at the end of the month last worked.

Extra Duty Pay
Associates can only work extra duty events if approved by the district administration (this hourly
wage would be at $10.00 per hour) and the athletic director. Overtime will not be paid for
Associates that, in combination with regularly assigned hours, accumulate over 40 hours in a
week. This is permissible by state and federal statute given the job responsibilities of extra duty
work is significantly different from the associate’s regular job responsibilities. Legal validation
for this consideration is found in 29 USC SS203(a)(4); 29 CFR SS553.100 et
seq. and 29 CFR 778.415 through 29 CFR 778.421.

Garnishments
Garnishments will be made according to State and Federal guidelines.

Holidays
All FTAs and SYBEA Is qualify for Holiday Pay (PTAs or SYBEA IIs are not eligible for
Holiday Pay). The paid Holidays are only paid if the associate was scheduled to work on that day
of the week as well as at least one week before the holiday and one week after the holiday (for
instance instructional aides do not get paid for July 4th but get paid for all other Holidays).

Holidays: Labor Day, Thanksgiving, the Friday after Thanksgiving, Christmas Eve,
Christmas Day, New Year’s Eve, New Year’s Day, Martin Luther King Jr. Day, The Friday
Before Easter, Memorial Day, The 4th of July



For FTAs if the Holiday is scheduled on a weekend then (including only secretarial, custodial
and maintenance staff) the associate can work with his or her supervisor to schedule the Friday
before or Monday after as a paid holiday.

Overtime
Any time worked over 40 hours a week will be compensated at 1.5 the hourly wage. All
overtime must be approved by administration prior to working the overtime. Repeated
unapproved overtime may result in disciplinary action up to and including termination. Use of
sick leave, personal days or vacation will not result in overtime and may not be used to exceed
the scheduled number of weekly hours.

Payroll
All Associates will be paid on the 15th of the month (or the last working day before the 15th if it
occurs on a weekend or holiday) and the last working day of the month. All Associates that are
hourly waged will be paid during the time he or she works (deferred payments over unworked
months for hourly wage earners are not permitted).

Perfect Attendance
Any FTA or SYBEA I and II Associate that does not use any personal days, vacation days, sick
leave, bereavement leave, unpaid leave or emergency leave will be paid a $300 bonus on or
before his or her July 15th payroll check (absences caused by Jury Duty will not count against
perfect attendance). If the associate is hired after the 15th of September of the school year, he or
she is not eligible for this benefit during that year.

Tracking Work Time
All Associates will be required to utilize the District provided computer time clock to clock in
and out of work – including lunch hours (15 minute breaks, if allowed, are paid and will not be
required to be clocked out). If an associate fails to clock in or out, they must immediately (within
24 hours) email his/her administrator and report the hours worked. Repeated failure to use the
clocking program accurately may result in disciplinary action up to and including termination.
Associates can only clock themselves in and out. DO NOT CLOCK OTHER EMPLOYEES IN
or OUT.

Days of Employment – Data Sheet
All Associates will receive an annual work data sheet that will include:

• Expected Hours per Week
• Hourly Pay Rate and Level
• Job Assignment
• Insurance Eligibility
• Accrued Sick Leave
• Number of Personal Days Available
• Vacation Day Amount (if applicable)
• Any other Job Specific Information if Necessary



This Data Sheet is not a contract and should not be considered a legal document that binds the
associate or District to employment of the Associate.

Emergency and Safety Procedures
District Communication System
The District will use a notification system to communicate school closing and other important
information. Associates must have current information on file at all times. It is each associate’s
responsibility to update his or her contact information with the District Office.

Workplace Safety
Safety of students and staff is of the utmost importance in the District. It is the responsibility of
associates to utilize all safety precautions. If there are any questions about safety practices,
consult an administrator for assistance

Work Day Injury Reporting Process
Each associate must report all injuries to his/her immediate supervisor or designee and fill-out
the appropriate paperwork. The associate must also follow the District procedure to seek
medical advice and treatment for injuries that were incurred while working. For any injuries that
occur at the School District of North Fond du Lac, the first step is to call Medcor from the
school’s main office. Medcor will advise the associate what to do regarding the injury. The
advice should be taken seriously. Once the associate talks with Medcor, he or she must notify
the building principal or the building office staff what Medcor has advised to do to treat the
injury. The second step is to fill-out the School District’s internal accident report (as soon as
possible). This report goes to the school’s office. Medcor contact info:

Medcor
On-Line Injury

Assessment Service
Call: 1-800-775-5866
www.medcor.com

Email
Email is a wonderful communication tool. However, please keep the following considerations in
mind. First, don’t engage in a back and forth dialogue through email. If any issue or question
isn’t cleared up or resolved through an initial response or interaction, pick up the phone or
schedule a face to face conversation. Second, please also keep in mind that all email is subject to
Open Records.

Finally, as we are all well aware, words can be misunderstood, read and interpreted differently by
different people and may not reflect the tone that the writer is intending to convey.

For emails to internal staff, people in the @nfdlschools.org domain (you can always email people
outside the @nfdlschools.org domain, including parents and family correspondence if necessary)
please adhere to the following timesMonday - Friday 7am - 5:00 p.m., no email on Saturday
or Sunday unless part of a weekly newsletter to staff, families or students. If you are

http://www.medcor.com/
http://nfdlschools.org/
http://nfdlschools.org/


working during the hours when email is not to be sent, please use the “Schedule send” option to
send your email at the appropriate time the following day.

If there is important information to be shared – TEXT or CALL!

Employment Provisions
At Will Employment
All Associates are at-will employees. The District can terminate his/her employment at any time
and an associate can leave employment at any time.

Discipline
All associates are responsible for following the Associate Guide.

Equal Opportunity Employer
The School District of North Fond du Lac is an equal opportunity employer and does not
discriminate on the basis of age, race, creed, religion, color, physical, mental, emotional or
learning disability, marital or parental status, pregnancy, sex, national origin, ancestry, sexual
orientation, arrest record, conviction record or military service. All educators of the District are
required to comply with provisions of Title VI of the Civil Rights Act and Title IX of the 1972
Educational Amendments. For additional information on the nondiscrimination policy and/or
complaint procedure, contact the District Office at (920) 929-3750.

Grievance Procedures
A grievance procedure has been developed and adopted as policy by the District to deal with
issues of employee discipline, employee termination, and workplace safety. This procedure is
attached in the Appendix to this Guide.

Job Postings - Assignments
In general, support staff and co-curricular vacancies (as determined by the District) will be
posted and emailed to all associates for 5 working days (if there are internal moves within a
school with current staff, these positions may not be posted). The administration retains full
rights to fill all open positions and assignments of duty. An associate who would like to be
transferred to a different position within the District should notify the district administrator. All
requests will be taken into consideration, but the district administrator holds the discretion for all
support staff positions.

Financial Controls
Crowdfunding and Fundraising
Before any educator (or school employee) utilizes a crowd funding application or does
fundraising, this must be cleared by their supervising administrator.



Lay-off Provisions
In the event the District determines to reduce the number of positions or the number of hours in
any position, the District may consider any of the following criteria:

• Needs of the District
• Qualifications Determined by the District
• Performance of the Associates

Leaves
All sick days and vacation days are prorated to the amount of time worked if the Associate
leaves in the middle of his or her employment year (determined on hire, most employment
years are July 1st – June 30th). If the Associate leaves and has used more than the prorated
amount, the Associate will be charged for those days based on a full-day work rate.

Bereavement
Each associate may be granted up to two (2) for each incident of a death to someone close to
them (regardless of relationship), at the discretion of the district administrator.

Emergency Leave
The District Administrator may grant emergency leave, at his or her discretion, for unforeseen
occurrences which require a sudden and urgent occasion for action by the associate. If granted,
the associate will be able to choose to use a sick day for the granted emergency day.

Jury Duty
Any associates called for jury duty shall be allowed to serve and the Board will pay the
difference between the associate’s regular rate of pay and any payments received from other
sources for payment of such services. Associates are required to endorse and submit the jury
check to the district office.

Personal Leave
FTA and SYBEA have a maximum of one (1) personal day per school year which shall be
granted by the associate’s immediate supervisor. A second personal day may be used by an
associate if he or she pays the cost of the substitute. This cost will be deducted from the
associate’s salary. The two personal days may be used consecutively. The associate requesting
personal leave must give twenty-four hour notice. A minimum of one hour must be taken.

Procedure for Securing Substitutes
The associate must call his or her administrator or designee when it is necessary to secure a
substitute due to illness or other leaves. It is also the responsibility of the associate to have all
necessary materials or instructions ready for the substitute. Instructional Aides will continue to
use Frontline for securing substitutes when possible.



Sick Leave
Each associate will be eligible for 1 sick day per month worked if a FTA or SYBEA. For all new
employees, sick leave will be accrued with each month worked (after the first year of
employment sick leave will be granted in full at the beginning of the work year). This sick leave
can be utilized for personal sickness or care of other family members who are ill. SICK LEAVE
CARE OF OTHERS IS NOT TO BE USED IF THERE ARE DAY CARE NEEDS. The District
recommends that sick leave not be used for medical appointments whenever possible. All sick
days must be used in at least one hour increments. An associate may donate up to five (5) sick
days per year to anyone (the associate who donates cannot donate if they have under ten (10)
days accrued sick leave days). Any associate that receives donated days cannot have any accrued
sick days and must have used all personal days before utilizing donated sick days. Each associate
can accrue up to one hundred (120) sick days. In his or her last year of employment, the associate
will be able to utilize additional sick days (above 120) but at the retirement date, he or she will
not be able to accrue more than one hundred (120) days for post-employment benefit calculation.
Any employee that is terminated or resigns (other than approved retirement) will forfeit all sick
days accrued. If the employee is terminated or resigns prior to the completion of the fiscal or
contract year, he/she will be credited only with those days earned at the time employment is
served and a sum equal to the sick leave days used but not earned would be deducted from the
remaining pay. Deductions will be based on days of paid sick leave earned per month of
employment to a maximum of 12 days per fiscal year. Once an associate notifies the district that
he/she is retiring or leaving the district, they can no longer donate sick days.

Military Leave
See the Military Leave Policy.

Unpaid Leave
Absenteeism for circumstances not listed in the Guide may be granted by the district
administrator at his or her discretion and will be subject to a per diem loss of pay, an additional
payment per diem for health and dental insurance (amount), and unpaid leave may impact benefit
eligibility based on the availability of FMLA. Previous use of unpaid leave will be used in the
consideration for approving this leave. All unpaid leave is to be approved or denied by the
district administrator.

Family Medical Leave Policy
The District has adopted a Family and Medical Leave Policy that conforms to state and federal
laws. A copy of that policy can be found at -
https://go.boarddocs.com/wi/nfdl/Board.nsf/Public?open&id=policies/.

Vacation Days
The District will grant vacation days (after one year of employment) only to Associates that are
required to work 10 or more months a year. Vacation cannot be accrued and carried over to the
next work year without prior Superintendent approval (July 1st is the beginning of each work

https://go.boarddocs.com/wi/nfdl/Board.nsf/Public?open&id=policies
https://go.boarddocs.com/wi/nfdl/Board.nsf/Public?open&id=policies/
https://go.boarddocs.com/wi/nfdl/Board.nsf/Public?open&id=policies


year). Vacation amounts are as follows (based on a 12 month work expectations – 10 and 11
month work expectations are at 85% of the listed vacation
days):

• Associates will receive 5 vacation days for their 1st year of employment
• Associates will receive 10 vacation days for their 2nd – 7th year of employment
• Associates will receive 15 vacation days for their 8th – 13th year of employment
• Associates will receive 20 vacation days for their 14th – 19th year of employment
• Associates will receive 21 vacation days for their 20th – 24th year of employment
• Associates will receive 22 vacation days for any year employed 25 years and more

Though credited at the beginning of each fiscal year, vacation days are fully vested only upon
completion of the work year. If the employee is terminated or resigns prior to the completion of
the contract year, he/she will be credited only with those days earned at the time employment is
served and a sum equal to the vacation days used but not earned would be deducted from the
remaining pay.

Personnel Files
See policies online at - https://go.boarddocs.com/wi/nfdl/Board.nsf/Public?open&id=policies

Supervision and Evaluation
Each associate will be reviewed on an annual basis utilizing the Associate Evaluation form for
the specific job title, included in the Appendix. The yearly evaluation will take place between the
months of April and June. These written evaluations will have an impact on the amount of
compensation each associate receives. If an associate receives an evaluation that includes an
improvement plan the employee’s compensation will be frozen until his or her performance
improves to the level of expectation in the improvement plan. The Associate Evaluation will be
placed in the associate’s permanent file annually. There is no probationary period, due to the
associate being an at will employee.

Work Day
Philosophy – Required Work Day
Committed to providing an outstanding educational program, the Associates of the School
District North Fond du Lac support a work day schedule that meets the needs of our students,
community, educators and staff. The specific work hours for each associate will be determined
by the educator and/or administrator that is his or her
supervisor.

Duty-Free Lunch
Each associate (that is required to work over 4 hours a day) will have a thirty (30) minute unpaid
lunch. A staff member can waive their required 30 minute duty free lunch, but the result of time
worked on that day will not exceed the allotted time for the specific position.

https://go.boarddocs.com/wi/nfdl/Board.nsf/Public?open&id=policies


Hours for In-Service/Early Release
All Associates are expected to fulfill his or her required hours of work during the school day,
in-service and during early releases as prescribed by his or her supervisor.

Break Time
Each four hours of work, the associate is allowed to take a 15 minute paid break, if possible. For
liability reasons, if the associate leaves school grounds he or she must clock out. Breaks may not
be combined with lunch/dinner, put together as a 30 minute break, or used to leave work before
the allocated end of shift time.

Staff Meetings and IEP Meetings
The associate may be asked to attend staff meetings or IEPs outside of his or her normal work
hours. If the associate is required to attend, he or she will be paid at his or her hourly rate.



Appendix
Policies On-Line

Make sure to review all policies, specifically Section 4000

All Policies that govern employment in the School District of North Fond du Lac are available
online at https://go.boarddocs.com/wi/nfdl/Board.nsf/Public?open&id=policies. Section
4000 contains the majority of policies that relate to Support Staff Associates. An Associate is
responsible for being familiar with all policies that pertain to employment and expectations of an
Associate in the District.

Please make sure to review new policy 1421 – Criminal History Record Check and Employee
Self-Reporting Requirements. This is a new policy that is a response to new legislation
requiring all employees to report if they have had any arrests, indictments, convictions, no
contest or guilty pleas, or any other adjudication for any criminal or municipal offense (THIS
DOES NOT APPLY TO MINOR TRAFFIC/PARKING INCIDENTS). Also make sure to
review policy 4310 – Employee Expression in Non Instructional Settings, it was updated in
April 2022.

·Hourly Waged Associate Evaluation
·Calendars for 2023 – 2024

·District Family
·Treffert Way Family
·Staff

·Compensation Documents
·Salary and Benefits Summary
·Family Savings Plan Insurance Option
·Extra Duty Positions and Pay Amounts
·Extra Duty Event Pay
·Associate Data Sheet Example
·Associate Pay Scales 2023 - 2024

· Job Descriptions for Support Staff
· Clerical - Office
· Custodial - Maintenance
· SPED Support Paraprofessional
· LPN Paraprofessional
· Instructional Academic Support Paraprofessional
· Supervisor Support Paraprofessional
· Therapy Support Paraprofessional

·Purchasing Instructions
·District Policy for Reporting Child Abuse and Neglect
·Transportation Agreements – School Vehicle and Personal Vehicle

https://go.boarddocs.com/wi/nfdl/Board.nsf/Public?open&id=policies








2023-2024 Salary and Benefit Summary – Associate
More information on Benefits Available at www.nfdlschools.org – under Staff Resources

● Workplace Expectations – See Guide available online – Staff Resources – Associate Guide
● Hourly Wage - $XX (Pay Category)
● Employment Length – School Year
● Sick Days – 10 per year
● Personal Days – 1
● Short Term Disability and Term Life Insurance – Eligible
● Long Term Disability Insurance – Paid by the District
● Health and Dental Insurance – Eligible

Family Saving Plan offered in lieu of health insurance
($150 per month stipend plus out of pocket expense reimbursements)

Single
Monthly Annually

Humana $1,042.89 $12,514.68

Family
Monthly Annually

Humana $2,295.17 $27,542.04

Monthly
District Employee

Plan Cost Portion Responsibility
Single Health 12% $1,042.89 $917.74 $125.15
Family Health 12% $2,295.17 $2,019.75 $275.42
Deductible $300/$600 $0 $300/$600
Primary Office Visit Co-Pay $25
Emergency Room Co-Pay $350
Specialist Co-Pay $50
Urgent Care Co-Pay $100

Delta Dental Single Dental $42.42 $38.05 $4.37
Family Dental $111.20 $99.65 $11.55

Annually
District Employee

Plan Cost Portion Responsibility
Single Health $12,514.68 $11,012.88 $1,501.80
Family Health $27,542.04 $24,237.00 $3,305.04
Single Dental $509.04 $456.60 $52.44
Family Dental $1,334.40 $1,195.80 $138.60

http://www.nfdlschools.org


















Extra Duty per Event Pay
School District of North Fond du Lac

2023 – 2024

Rate of Pay:
$10.00 per hour – All Duties except Clock Operator, Bookkeeper,

Scorekeepers and Event Supervisor
$15.00 per hour – Clock Operator, Bookkeeper and Scorekeepers

$17.00 per hour – Event Supervisor (Paid 1 more hour for each event – set
up and clean up)

2.0 Event Hour Activities:
● Wrestling
● 9th Basketball
● 9th Volleyball
● Soccer
● 9th Football
● JV Football
● 7th/8th Volleyball
● 7th/8th Football
● Baseball or Softball

3.0 Event Hour Activities:
● 7th and 8th Basketball (both)

3.75 Event Hour Activities:
● JV/Varsity Basketball
● Varsity Football
● JV/Varsity Volleyball

4.0 Event Hour Activities:
● Track
● Track Timing Specialists
● $100 per meet (maximum of two per meet)



Job Descriptions
To be reviewed on a yearly basis.

Clerical – Office
Custodial – Maintenance

General Aides
Instructional Aides – Special Education

Instructional Aides – SE – LPN
Instructional Aides – Bi-Lingual



























Purchasing Procedures
For Orders you need the District Office to place

● Enter a requisition in Employee Access Skyward> Financial
Management>Purchasing>Requisition

● Order will then be approved or denied by your administrator ,then to Maria to approve or
deny, if approved I will then process and place the order

● Any questions about process, access, vendors or available accounts please email me
khoff@nfdlschools.org

eCommerce Requisitions
(Staples, Nasco, Lakeshore, Really Good Stuff, Kaplan, Abilitations, Childcraft, Classroom
Direct, Frey, Sax, School Specialty AND Amazon)

● Any orders from the above vendors must be placed by eCommerce in Skyward
● Enter a requisition in Employee Access Skyward> Financial

Management>Purchasing>Requisition
● You will then choose “Add From Online Catalog”> choose vendor
● Order will then be approved or denied by your administrator, then to Maria to approve or

deny, if approved I will then process and place the order
● Any questions about process, access, vendors or available accounts please email me

khoff@nfdlschools.org

School District Issued Credit Cards
● All District issued credit cards are to be used only by a person whose name is on the

card. Do not loan your card to others.
● Any charges that do not have a receipt submitted will be charged to the individual and

will be deducted from their paycheck.
● When you make a purchase using your school credit card you will be putting a requisition

in Skyward following the purchase
● Enter a requisition in Employee Access Skyward> Financial

Management>Purchasing>Requisition
● Any purchase made with a school credit card the vendor will always be BMO
● In the description line put the Specific store name and brief description of the purchase
● Attach the receipt as an attachment (if you are unable to attach a receipt you can email it

to bmoreceipts@nfdlschools.org) Please keep your own original receipts
● Your purchase will then be approved by your administrator , then Maria
● Any questions about process, access, or available accounts please email me

khoff@nfdlschools.org
*Amazon orders should only be placed using eCommerce. Please do not use your school issued

credit card or a personal credit card
















