
Germantown School District



Monday, August 24th New Teacher Orientation
Program/In- service
Kennedy Middle  School- Gold Activity Center
8:00 a.m. Noon ðAfternoon in your 
respective buildings

Tuesday, August 25th New Teacher /Mentor Day
Program/In- service
Kennedy Middle School- Gold Activity Center
8:45 a.m. ð3:30 p.m.

Wednesday, August 26th All Teacher In- Service/Work Day
8:00 a.m. ð3:30 p.m.

Thursday, August 27th All Teacher In- Service/Work Day 
8:00 a.m. ð3:30 p.m.

Friday, August 28th All Teacher In- Service  ½ Day
8:00 a.m. ðNoon

Monday, August 31st All Teacher In- Service/Work Day 
8:00 a.m. ð3:30 p.m.

Tuesday, September 1th First Day of School

Important Dates To Remember



Important Things        
to Know

ÅInsurance Benefits











INSURANCE PLANS

A. Health Insurance Plan ï(Pink Sheet)

B. Optional Health Benefit (cash in lieu of).

If health insurance is waived, employee receives $1,200.00 

annually (pro-rated) as an additional taxable cash benefit.

C. Dental Insurance

Employee pays 5% of premium; 

about $2.07(S); $5.34 (F)/month.

(if your contract is less than 0.90 FTE your portion of the premium will be based on your 

FTE.)

D. Long Term Care Insurance (no cost to you)

E. Long Term Disability Insurance (no cost to you)

F. Short Term Disability Insurance (payroll deduction)

G. Life Insurance (Benefit-no cost to you)
(Additional coverage is available-payroll deduction)

H. BESTFlex ïFlexible Spending Account (Pink Sheet)



WEA HEALTH INSURANCE PLANS

The health insurance plan negotiated by the teachers is WEAôs Point of Service Trust 

Select Option 2 Plan. This plan requires you to choose between two different level 1 

Networks - Aurora or Metro.  The following is a link to WEA Trust to help you find your 

doctor and help you make your decision:

http://ww2.weatrust.com/providersearch/servlet/com.wea.docfind.servlet.ProviderHandler

The District contributes 97% of the lowest premium. At this time (2008-2009 Premiums), 

the premium for Aurora Level 1 & Metro is the same. 

The District also offers a Section 125 flexible benefit plan through EBCôsBESTflex Plan 

(Employee Benefits Corporation). This opportunity is available to you now, for the 

remainder of August (four days) and also the month of September. A new plan year begins 

October 1st, to September 30th. You will need to enroll again at that time. Your health and 

dental premium deductions will automatically be pre-tax unless you notify Human 

Resources in writing that you prefer to pay tax on them. Voluntary elections for the Health 

Care FSA and Child Care FSA portion of the plan are deductions that are taken on both 

the 15th and the end of the month checks. These monies are sent to EBC directly. You 

would need to submit a claim form to EBC for reimbursement. Please do not include your 

health or dental insurance premiums in your ñannual election amountò they cannot be 

reimbursed.

Aurora Total Monthly 

Premium

Employee Monthly 

Portion

Employer Monthly 

Portion

Family Plan $1,820.88 $54.62 $1,766.26

Single Plan $802.80 $24.08 $778.72

Metro Total Monthly 

Premium

Employee Monthly 

Portion

Employer Monthly 

Portion

Family Plan $1,820.88 $54.62 $1,766.26

Single Plan $802.80 $24.08 $778.72

http://ww2.weatrust.com/providersearch/servlet/com.wea.docfind.servlet.ProviderHandler


Important Things        
to Know

ÅTeacher Pay Schedule:
24 equal installments distributed on the 15th & last 
day of the month.

ÅPaper Checks:
A check is issued on the last day of school and the 5 
remaining checks are issued on June 30th. 

ÅDirect Deposit:
Once elected you cannot return to paper checks.

Pay Schedule Option ðcurrent schedule (above or a 
12 month schedule.

ÅGeneral Leave



1500.00 TEACHER PAY SCHEDULE

During the term of this Agreement, teachers shall be paid in 24

(twenty-four) equal monthly installments on the 15th and last

calendar days of the month, or the last working day prior to the

15th and last calendar day of the month. The Germantown

School district will offer the GEA employees the option of direct

electronic deposit of earnings beginning the 2006-2007 school

year. Employees who wish to continue receiving paper

paychecks must notify the Business office of their desire to

continue with that option. Once an employee has selected the

direct deposit option, he/she cannot return to the paper option.

Employees who desire direct deposit will notify the Business

Office of their choice of bank following district procedures.

Employees may change their bank choice during the year by

notifying the Business Office 15 work days in advance following

district procedures. The mail to the employeeôsdistrict e-mail

account, at the discretion of the Business Office. This earning

statement will include: balance of leave days, placement on the

pay schedule, important dates regarding the contract,

professional growth credits, extra pay. Employees choosing direct

electronic deposit option may elect annually, prior to the start of

school, the current payment schedule or a 12 month payment

schedule. Employees choosing the current schedule will receive

one payment on the last day of the current school term and will

receive the other five payments on June 30th.



ID- Security Badges

To Ensure a Safe Environment

Confirm with your principal if the school photographer will be 
used for the school's identification badges.  

Only the teachers who will be working at sites/schools not 
using the school photographer are to contact Danielle 
Goodman 253- 3915 to schedule an appointment.



Important Things        
to Know

ÅPhysical Examination Required
Call Medical Associates (262) 250- 5190 to 

schedule an appointment

ÅHepatitis B Immunizations
Voluntary ðcontact Washington County Nurses



Germantown School District
Human Resource Office

N104 W13840 Donges Bay Road

Germantown, WI 53022

262-253-3915

TO: New Employee

FROM: Mark Kapocius

Director of Human Resources

SUBJECT: PHYSICAL EXAMINATION REQUIREMENT 

StateStatuteïChapter118.25 requiresthat public schoolemployeeshavea physical

examinationandtuberculintestasaconditionof employment.

Therequirementcanbefulfilled in two ways:

1. The GermantownSchoolDistrict hasmadearrangementswith Medical Associates,

W180 N7950Town Hall Road,MenomoneeFalls, to performthe examination. Please

call 250-5190assoonaspossible,to scheduleanappointment. MedicalAssociateswill

supply and completethe paperworkand send it directly to the Director of Human

Resources,GermantownSchool District. The District pays for the cost of the exam

underthisarrangement.

2. You may havethe healthexaminationperformedby your personaldoctor. Arrange

to have the attachedPhysicianôsRecord of School Employee Examination form

completedandsentto the Director of HumanResources,GermantownSchoolDistrict,

N104 W13840DongesBay Rd., Germantown,WI 53022. The employeepaysfor the

costof theexaminationunderthis arrangement.

Attachment



BOARD POLICY MANUAL                                                           512

GERMANTOWN SCHOOL DISTRICT

HARASSMENT

The District is committed to fair and equal employment opportunity for every person regardless of age, race, color, creed, 

religion, handicap, marital status, sex or sexual orientation, national origin, ancestry, disability, political affiliation, 

citizenship, arrest or conviction record, membership in the national guard, state defense force or any other reserve 

component of the military forces of the United States or Wisconsin, or other nondiscrimination factor as required by law. 

The District also seeks to provide a work environment that is free from intimidation and harassment. Therefore, the District 

expressly prohibits any form of harassment relative to or based on the above listed protected categories.

Harassment or intimidation can arise from a broad range of physical or verbal behavior which can include, but not be limited 

to, the following:

- Physical, mental, verbal, or written abuse

- Racial insults

- Ethnic slurs

- Religious slurs

- Unwelcome sexual advances or touching

- Sexual comments or sexual jokes

- Requests for sexual favors used as a condition of employment or affecting any personnel decision such as hiring, 

promotion or compensation

- Display of sexually explicit or otherwise offensive posters, calendars or materials

- Conduct which has the purpose or effect of interfering with an individual's work performance or creating an 

unfriendly or offensive work environment

These activities are offensive and are inappropriate in the workplace.

It is the responsibility of the administration, supervisors and all employees to ensure that these prohibited activities do not 

occur. Accordingly, any employee who believes that he has been the subject of prohibited harassment shall report the matter 

immediately to his building principal. If the complaint involves alleged improper behavior by the building principal or a 

Central Office administrator other than the Director of Human Resources, the employee shall report the matter immediately 

to the Director of Human Resources. If the complaint involves alleged improper behavior of the Director of Human 

Resources, the employee shall report the matter immediately to the Superintendent. If the complaint involves alleged 

improper behavior by the Superintendent, the employee shall report the matter to the Board President. All such reports shall 

be taken seriously, treated fairly, and investigated promptly.

Harassment is a serious issue not just for the District but also for each individual. Any employee who engages in  harassment

or intimidation shall be subject to immediate discipline, up to and including discharge. An employee or supervisor may also 

be held individually liable as a harasser and subject to the same penalties which may be imposed upon employers under state 

or federal law.

There shall be no retaliation against any employee who files a complaint under this policy. Any person who engages in 

retaliatory conduct against a complainant will be subject to disciplinary action.

The Director of Human Resources shall provide a copy of this harassment policy to all employees at the start of each school 

year and any other employees that are hired during the school year. The Director of Human Resources will annually during 

the month of August conduct a review of this policy with all administrators and any other supervisory personnel.
LEGAL REF.: Sections 111.31-111.395     Wisconsin Statutes

118.195

118.20

Titles VI and VII of the Civil Rights Act of 1964, as amended by the Equal Employment Opportunity Act of 1972

Title IX Regulation Implementing Education Amendments of 1972

Section 504, Rehabilitation Act of 1973

Age Discrimination Act of 1975

Immigration Control and Reform Act of 1986

Americans with Disabilities Act of 1990

Civil Rights Act of 1991

Equal Employment Opportunities Commission Guidelines (29 C.F.R. - Part 1604.11)

CROSS REF.: 511   Equal Opportunity Employment

Current Employee Agreements

APPROVED: April 13, 1992

REVISED: April 23, 2001

I have reviewed Board Policy 512 and understand that violation of this policy shall result in disciplinary or legal 

action.

________________________________________/____________/_____________________________________

(Signature) (Date) (Print Name)

Please sign the copy in your 

folder and turn in today.



BOARD POLICY MANUAL 722.1-RA

GERMANTOWN SCHOOL DISTRICT Page1 of 1

EMPLOYEE ACCIDENT REPORTING PROCEDURES

FOR WORKER'S COMPENSATION PURPOSES

Theprocedureslistedbelowshallbefollowed whendealingwith worker'scompensationinsurance:

A. All employeesarecoveredby Worker'sCompensationInsuranceasper WisconsinStateStatute- Chapter
102.

B. If anaccidentor injury occursat work, anemployeeshall:

1. Immediately,or assoonaspossible,notify his principal,supervisorandtheDirectorof Human
Resourcesto providepreliminaryinformation.

Secondshift personnelshallnotify theheadcustodianimmediatelyandtheprincipal,supervisorandtheDirector
of HumanResourcesthenextday.

2. Meetwith his principalandsupervisorto completeanEmployeeAccidentReportform assoonas

possible. Failureto completetheaccidentreportin a timely mannermaydelayor preventreceiptof
benefits.

3. If anaccidentor injury occursat work andprofessionalmedicalassistanceis needed,obtaina "Request

to Doctor" form from theDirectorof HumanResourcesprior to goingto thedoctor. Emergencies
excepted.

4. After he hasseenthe doctor,inform his principal, supervisorandthe Director of HumanResourcesof
hisstatus:

a. If unableto returnto work, heshall indicatethereasonandtheprojectedperiodof time.

b. If ableto returnto work underrestrictedconditions,heshall indicatewhattherestrictionsareto his

principalor supervisor. Any medicaldocumentationregardinghis statusshallbereturned. The

principalandsupervisorshallnotify theDirectorof HumanResourcesof anyneededmodified

work program. A scheduledconferencewith theemployee'sprincipal,supervisorandtheDirector
of HumanResourcesshallbeheldto determinetheemployee'smodifiedwork loadandschedule.

5. If additionalmedicalappointmentsarerequired,notify his principal,supervisorandtheDirectorof
HumanResources.

C. All time absentfrom work dueto a worker'scompensationinjury shallbereported.

1. Supportstaff employeesshall indicatethetime absenton their time sheet.

2. Certifiedstaff employeesshall indicatethetime absenton themonthlycertifiedemployeeabsence
report.

3. Wheneveranyemployeereceivespaymentfrom theDistrict'sworker'scompensationinsurance

company,thepaymentshallbeturnedoverto theDistrict if theemployeeis receivingregularpayfrom
theDistrict.

APPROVED: February 10, 1992

March 9, 1992



BOARD POLICY MANUAL 366.2

GERMANTOWN SCHOOL DISTRICT

STAFF USE OF THE INTERNET AND/OR OTHER ELECTRONIC TRANSMISSION
AND INFORMATION RETRIEVAL SYSTEMS

Access to any electronic network is a privilege. However, access demands the responsibility to act in a considerate and
trustworthy manner.

Users are responsible for their behavior and communications over those networks. They shall comply with district standards
for curriculum delivery and development. They shall honor the network agreements the district and/or building has signed.

Network access rights and storage areas, either on a disk, local or wide-area network, remain school property. Development
of any materials, instructional or otherwise, with district or school access  privileges becomes school property. Any new
instructional programs or a major change in an existing  program which results from staff accessing the various Internet venues
shall be considered school district property.

Network administrators may monitor or review files and electronic communications, without notice, to maintain system
integrity and insure that users are using the system responsibly. Network supervision and maintenance may require review and
inspection of directories, files, and/or messages. Communication over networks should not be considered private. Any and
all communications are property of the Germantown School District.

The district reserves the right to access stored records in cases where there is reasonable cause to expect wrong-doing or
misuse of the system. Network supervisors may examine communications in order to ascertain compliance with network
guidelines for acceptable use.

Employees are expected to use electronic transmissions in a professional manner. Electronic mail (e-mail), Web access and
retrieval, teleconferences and telecommunications are to be utilized to share confidential information about the district,
students or other employees only on an as needed basis.

Staff shall secure parent/guardian permission before student use of the Internet is allowed. Staff shall guide and direct the
students toward appropriate areas and materials  during school. Staff shall  inform and receive permission from their
administrator to use a school account after school hours.

While using the electronic networks, including resident applications, any representative of the school district must not:

! Use the District's hardware, software or the electronic network for private or personal business
! Send or post offensive messages or pictures
! Use obscene language
! Harass, insult or defame others
! Damage computers, systems, servers or networks
! Violate copyright laws
! Use another's password
! Use a District or school password for private or personal business
! Impersonate another staff member, student or unidentified third party
! Trespass in another's folders, work or files
! Employ the network for commercial purposes or private gain
! Tamper or alter e-mail addresses, passwords
! Write, receive or send viruses
! Violate the integrity of firewalls or similar architecture
! Post anonymous messages

The above list is not all-inclusive due to the constant change and rapid advances of technology. Consequently, new parameters
of appropriate behavior may be necessary in the future.

Violations of this policy shall result in a loss of access privileges as well as other disciplinary or legal action.

This policy shall be annually reviewed with staff.

I have reviewed Board Policy 366.2 and understand that violation of this policy   
shall result in loss of access privileges as well as other disciplinary or legal action.

_________________________/_________/_______________________ 
          (Signature)            (Date)            (Print Name)

04/21/9704/21/97

BOARD POLICY MANUAL 366.2

GERMANTOWN SCHOOL DISTRICT

STAFF USE OF THE INTERNET AND/OR OTHER ELECTRONIC TRANSMISSION
AND INFORMATION RETRIEVAL SYSTEMS

Access to any electronic network is a privilege. However, access demands the responsibility to act in a considerate and

I have reviewed Board Policy 366.2 and understand that violation of this policy   
shall result in loss of access privileges as well as other disciplinary or legal action.

_________________________/_________/_______________________ 
          (Signature)            (Date)            (Print Name)

Please sign the copy in your 

folder and turn in today.



Important Things        
to Know

ÅUnion Dues:
Approximately $823/year (2008 - 2009 Dues)

beginning with Sept. 30th paycheck



Important Things        
to Know

ÅWisconsin Retirement System:
Effective 2009

5.9% Employer/5.8% Employee

ÅTax Shelters- Voluntary
ÅCredit Unions:

Educators Credit Union

Focus Credit Union



Wisconsin Retirement
Which Employers Participate

Å The State of Wisconsin 

Å All Wisconsin counties except Milwaukee County 

Å Wisconsin Technical College System and/or districts 

Å Cooperative education service agencies (CESA) for teaching personnel; most also 

cover non-teaching personnel 

Å All public school districts for teaching personnel; most also cover non-teaching 

personnel 

Å Any other public employer in the State of Wisconsin that elects to participate, except 

the City of Milwaukee and Milwaukee County 

Mandatory Employee Contribution Rates

Retirement Benefits

Å Minimum Retirement Age: 55 (50 for protectives)

Å Benefits are taxed by Wisconsin for majority of participants

Employment Category 2006 2007

General Employees/ Teachers 

Educational Support Staff

5.9% includes 5% refundable 

Employee Required 

Contribution & .9% non-

refundable Benefit Adjustment 

contribution

6.0%includes 5% 

refundable Employee 

Required Contribution & 

1.0% non-refundable 

Benefit Adjustment 

Contribution

Protectiveswith Social Security 5.0% 5.1%

Protectiveswithout Social Security 3.3% 3.4%

Elected Officials &State 

Executive Retirement Plan 

Employees

2.9% 3.0%



VOLUNTARY TSA

PAYROLL PROCEDURES

The Germantown Education Association has elected five companies through which you can 

elect to invest in a Tax Sheltered Annuity. Once you have decided on a company (or 

companies) please follow these payroll procedures:

NEW ACCOUNT

The Germantown School District requires the following paperwork to be completed BEFORE 

a voluntary TSA can be activated:

1. A completed salary reduction form ïbe sure that you indicate the dollar amount you 

want deducted on EACH payroll. We do not use percentages. TSAôs are processed on 

both the 15th of the month payroll and the end of the month payroll.

CHANGE IN AN EXISTING TSA

If you wish to increasethe amount deducted for an existing TSA you will need to provide the 

following completed paperwork:

1. A completed salary reduction form indicating the total dollar amount you want 

deducted from each check.

2. If you wish to decrease the amount deducted for an existing TSA, you will need to 

complete a new salary reduction form with the new dollar amount you wish to have 

deducted each pay period.

DISCONTINUE AN EXISTING TSA

If you wish to discontinue your voluntary TSA, all you have to do is send the payroll 

department a hand written not indicating the date you want the TSA stopped.

MAXIMUM EXCLUSION CALCULATION

The only time a maximum exclusion calculation is required is if you are asking to shelter 

more than the Federal yearly contribution limit, if you are exercising the ñover age 50ò 

additional contribution amount, or if you are exceeding the yearly limit due to the ñcatch upò 

provision. The Federal elective contribution limits for 2008 is $15,500.00. Maximum 

exclusion calculations are done by the TSA company (s) you elect, not the District.



TAX SHELTERS

AVAILABLE TO EMPLOYEES

OF THE

GERMANTOWN SCHOOL DISTRICT

COMPANY CONTACT PERSON

WETSAT (WEA)

Wisconsin Educators Tax Sheltered Annuity Trust

(800) 279-4030

Pat Deglman

Payroll Clerk

(262) 253-3928

Zurich Life (Kemper Investors Life Insurance Company) Jane Allen Esselman

Agent

(262)334-7597

Scudder Pat Deglman

Payroll Clerk

(262)253-3928

T. Rowe Price Funds (800)401-3279

AXA Equitable Jason Koch

(414) 226-8025



Important Things        
to Know

ÅWhen you need a Substitute




