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Personnel Policies Manual Receipt Form
Property of the Darrell Lynn Hines Academy

I, ________________________________________________, acknowledge that I have received
a copy of the Darrell Lynn Hines Academy (hereinafter referred to as “DLHA”) Personnel Policies
Manual. I understand that this Manual is the property of DLHA, and that I must return it to the
Superintendent, or designee, when I leave this organization. Further, I understand and agree to
pay a replacement cost of $10.00 if I do not return this manual upon my leaving employment
with DLHA.

I further understand that this Manual is not a contract of employment, that nothing in this
Manual creates an express or implied contract of employment, and that no conduct or
statement regarding my employment is binding or may amend my at-will employment
relationship, unless provided with a written document between me and the Superintendent. I
further understand that as an at-will employee, that I, as well as DLHA, have the right to
terminate the employment relationship with or without cause or with or without notice and
that the provisions of this Manual may be modified or eliminated at any time with, or without
notice.

Issued to: ____________________________________________________________________________
Date Received: ________________________________________________________________________
Employee Signature:____________________________________________________________________
Supervisor Signature: ___________________________________________________________________
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Preface
The policies in this manual apply to all employees of Darrell Lynn Hines Academy (DLHA). This
manual does not constitute an employment contract or a promise of continued employment.
All employees of DLHA are employed at-will. In this relationship, employment is terminable
at any time by either the employee or DLHA, regardless of cause or reason, and with or
without notice. DLHA does not guarantee employment of any employee, nor does any
employee accrue tenure or permanent status in any position.
This manual reflects the Board of Director’s commitment to working together with the staff
to maintain a meaningful and positive employment environment and is not intended to alter
the at-will employment relationship. Only a written contract approved by the Board of
Directors and executed by the Superintendent can specifically change the at-will employment
status.
The final interpretation and implementation of any of the policies in this Manual are reserved
solely for management. The DLHA Board of Directors reserves the right to review, update,
modify, eliminate or revise the policies, practices, and procedures described herein form time
to time, including but not limited to the purpose of keeping them current with the everchanging conditions of our dynamic and growing school and applicable laws.

Vision
Darrell Lynn Hines Academy (DLHA) is a city of Milwaukee charter school. Our vision is to:
 Be given a quality education and will model good character and principles.
 Be afforded a quality K-8 college preparatory education.
 Experience diversity and multiculturalism.
 Adhere to high moral and ethical standards.
 Grow and develop their gifts and talents, character and academic potential.
 Successfully master high academic standards, and will exit our school prepared to
continue their education with high education for successfully entering a
college/university and becoming productive citizens.
 With the support of parents, staff and community members, develop spiritually socially,
emotionally, intellectually and physically.

Mission
The Mission of the Darrell Lynn Hines Academy College Preparatory Academy of Excellence is to
prepare students academically, socially, physically, and emotionally. Students who graduate
9

from our school will be prepared to promote open-mindedness and social responsibility not
only in their communities but the world around them. Students who leave our program will be
equipped with the skills necessary to become well-balanced, caring, and knowledgeable
individuals who understand that there are many diverse voices in the world that have a right to
be heard and respected.
Goals of the Darrell Lynn Hines Academy College Preparatory Academy of Excellence
 Deliver a quality education enriched with multiple opportunities to develop
internationally-minded students.
 Provided broad access to an exemplary K4-8 college preparatory education that is
internationally benchmarked through the International Baccalaureate Programme
framework.
 Create a school community that values and recognizes scholarship, high levels of student
effort, and creativity.
 Establish an environment in which each student is known, respected and valued as an
individual of great potential and promise
 Prepare students to become active, ethical and responsible citizens who develop an
understanding of their role in a multicultural world.
 Create a professional setting for teachers and staff in which they are fee to model and
demonstrate best practices, engage in innovative pedagogical methods that promote
international mindedness.
 Actualize partnerships with parents, families and community-based organizations and
develop global partnerships to build a holistic support system for students.

Educational Philosophy
Our educational philosophy is built upon the premise that all students can achieve success
with continuous effort, a strong support system, a sense of self efficacy and quality
resources. At DLHA, “failure is not an option.” We are devoted to excellence and we believe
that “all children can learn at very high levels.” We will not be satisfied with our
performance as a school until all children who come through our program achieve at high
levels and exit our school ready to enter high school and beyond. We are prepared to do
everything in our power to insure that every child succeeds at DLH Academy. This is our
promise to our students and parents, who are indeed not only our customers, but our
partners, allies and friends as well.

Brief History
We have a unique beginning. Our school became a city of Milwaukee authorized charter school
in 2002. The facility that we now occupy was built because of Bishop Darrell and Pastor Pamela
Hines’ vision to help the community, build and restore families, and educate children. As a
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charter school, DLH Academy, Inc. operates as an independent charter school and has its own
501(c)(3) designation. Our school is nonsectarian in all respects.
Over the years, we have experienced steady enrollment growth in our student population. We
decided to grow our school slowly and deliberately, one grade level per year to incorporate
and build in excellence from the ground floor. We graduated our very first eighth grade class in
2006. We are indeed a school of excellence and the hard work of our talented, dedicated, and
committed staff has paid off tremendously. Our goal is to be nothing less than a world-class
educational institution. This is why we seek only to hire the best employees that we can find.

What Our Customers Expect from Us
Our customers are our students and parents. They expect excellence from us. Our families have
entrusted their precious children to us to be educated. In educating their children, we must
always make sure that we make their children our highest priority. Our customers expect for us
to teach their children and to insure that they achieve at the highest academic levels. They also
expect us to nurture and care for their children. Last but not least, our customers expect to be
treated with courtesy and respect. If we keep our customers satisfied, they will continue to
send us their most precious resources – their children. As employees, we all must rise to the
challenge of providing our customers with the excellent services that they expect from us.
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Introduction
Welcome
We are pleased to have you as an employee of DLH Academy. This manual has been prepared
to help you get acquainted with DLH Academy and to serve as a ready reference when you
have questions or concerns regarding DLH Academy’s personnel policies and practices.
Receipt of this manual does not constitute an employment contract between you and DLH
Academy. Not all circumstances can be addressed in this manual, and the guidelines
contained here are subject to change. If you have any questions, please direct them to the
Superintendent.

DLH Academy / Employee Relationship
DLH Academy acknowledges and appreciates the substantial contributions of employed staff
to the school’s well-being and effectiveness. In turn, the organization seeks to make
employment a rewarding experience for its employees. DLH Academy is committed to a
work environment:


in which relationships are characterized by dignity, respect, and equitable treatment



where there is opportunity for participation, challenge, broadening of experience
and goals
where employees receive support, recognition and appreciation for a job well done



We believe a positive working environment not only enhances DLH Academy’s ability to
carry out its mission, but also creates a satisfying experience for its employees.

Staff Structure and Accountability
The Board of Directors along with the Superintendent sets the direction and the priorities of
DLH Academy and is the source of authority for the oversight and administration of DLH
Academy.
The Board specifically delegates to the Superintendent the authority and responsibility for the
overall administration of DLH Academy.
Within that delegated authority, the Superintendent hires all other employees. In some cases,
the Superintendent may choose to involve the Board of Directors in the hiring process.
All employees will be provided a current organizational chart that shows the lines of
authority within DLH Academy and indicates to whom each staff member reports.
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At- Will Employment
Absent a contract signed by the Superintendent, all employees of DLH Academy are
employed at-will. In this relationship, employment is terminable at any time by either the
employee or DLH Academy, regardless of cause or reason, with or without notice. DLH
Academy does not guarantee employment of any employee, nor does any employee accrue
tenure or permanent status in any position. Either the employee or DLH Academy is free to
end the employment relationship at any time and for any reason.

About These Policies
DLH Academy encourages you to discuss any questions you may have about these personnel
policies with your direct supervisor and welcomes any suggestions you may have for making
this manual more user-friendly.
DLH Academy requires you to sign a statement to acknowledge receipt of this manual; and
expects that you will read these policies and procedures so that you will clearly understand
your responsibilities to DLH Academy
DLH Academy may revoke, change, modify or deviate from these policies and procedures, with
or without notice, as business conditions or employment laws change, or as appropriate at
management discretion. Additionally, the Board of Directors of DLH Academy may review
these policies from time to time, but will make every attempt to conduct such a review at least
every two years.
DLH Academy will make these policies available in alternative formats if necessary to meet the
needs of individuals with disabilities.

Confidentiality
All employees are expected to exercise the utmost discretion regarding all matters of official
business of the organization. Except as otherwise provided by law, employees must refrain
from any action and avoid any public pronouncement that may reflect adversely upon the
organization, its affiliated members, or students. Except as otherwise provided by law, an
employee must not communicate to any person information that has not been made public,
except as necessary in the course of performing regular duties or by specific authorization
of the Superintendent. All student matters are confidential. All employees must always
assume the highest degree of confidentiality and integrity in the best interest of the
organization, its affiliated members, and its clients, and must adhere strictly to all policies
that serve to protect the relationship between DLH Academy staff and students. Nothing in
this section limits employees’ right to engage in concerted activity.
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Employment
Employment Opportunity/Non-Discrimination Policy
DLH Academy does not discriminate in its employment practices against any person because
of race, sex, color, national or ethnic origin, gender, age, qualified disability, marital status,
arrest or conviction record (unless there is a substantial relationship between the crime and
the job), military or veteran status, or any other status protected under the law. However,
DLH Academy does reserve the right to use appropriate selection criteria in fulfillment of its
stated goals and objectives. This policy applies to recruitment, hiring, compensation,
benefits, staff development, promotions, transfers, layoffs, termination of employment, and
all other privileges, terms and conditions of employment.

Employment of Relatives
DLH Academy does not discriminate against hiring or promotion of qualified applicants for any
position because they may be related to a staff member. If an applicant is hired and related to
a staff member, the related staff member may not supervise the relative.

Employees with Disabilities
DLH Academy is firmly committed to complying with the Americans with Disabilities Act
(ADA) and other federal and state laws designed to ensure equal employment opportunities
to persons with disabilities. DLH Academy prohibits discrimination on the basis of disability in
regard to all employment practices or terms, conditions and privileges of employment.
Consistent with this policy and applicable law, DLH Academy will make reasonable
accommodation for the known physical or mental limitations of qualified applicants or
employees, unless to do so would cause an undue hardship on the operation of its business.

Job Descriptions
Every employee will receive a job description that explains the duties and responsibilities of
his/her position and indicate the reporting supervisor. The listing of duties in the job
description is illustrative, not exhaustive; and, an employee’s supervisor or the Superintendent
or designee may ask an employee to perform duties outside of his/her specific job description.
Each employee is asked to sign a statement acknowledging receipt of the job description for
his/her position.

Employee Classification / Status
The term "employee" means any individual employed by DLH Academy. Employees of DLH
Academy fall into one of three (3) classifications of employment: These are:
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REGULAR FULL-TIME employees are regularly scheduled to work 30 or more hours per
week. They are eligible for DLH Academy sponsored benefits, subject to the terms,
conditions, and limitations of each benefit program.
REGULAR PART-TIME employees are usually scheduled to work at least twenty (20),
but less than thirty-seven and a half (37.5) hours per week. There may be some
fluctuation in work hours to fill in for absences of other employees or busy periods.
They may be eligible for DLH Academy sponsored benefits.
TEMPORARY employees are those hired for a limited time such as summer work,
school term work, week-end work, vacation or absentee fill-in, for a limited-term
project, or those who report for work on a “when needed” basis. They are not
eligible for any benefits beyond those mandated by law.
Additionally, all employees hold an employment status of either “exempt” or “non-exempt”
under state and federal wage & hour laws.
EXEMPT EMPLOYEES are paid on a salary basis and are exempt from the overtime
provisions of the Fair Labor Standards Act (FLSA). Generally, executive and
professional employees, as defined by law, do not receive overtime pay for hours
worked in excess of 40 hours in a work week unless they meet the non-exempt
status.
NON-EXEMPT EMPLOYEES are entitled to overtime pay for hours worked in excess of
forty (40) hours per week, as required by the FLSA and applicable state laws. Holiday
time off, vacation, sick leave, and other time off are excluded from the computation of
hours worked.
VOLUNTEERS are not employees of DLH Academy and are not entitled to any
compensation or benefits while offering their services to DLH Academy. However,
volunteers are covered under DLH Academy’s Workers’ Compensation plan.

Work Week
Non-teaching staff have a work week of 37.5 hours, consisting of five 8.5 hour days, Monday
through Friday including a 45-minute unpaid lunch. The workweek of exempt employees may
vary from the school’s normal business hours, according to the needs of specific programs,
services or meetings.

Employee Office Hours
The office hours are from 7:30 a.m. to 4:30 p.m. Monday through Friday. The mailing
address is 7151 N. 86th Street, Milwaukee, WI. 53224. The telephone number is (414) 3583542. The fax number (414) 760-3501.
15

Hiring of Staff
The Superintendent shall be responsible for effectively recommending the hiring of the
Principal, all non-teaching staff, and other administrative positions for the school. The
Principal shall have the responsibility for effectively recommending the hiring of all teaching
staff, in consultation with the Superintendent.
The Board of Directors shall generally approve all new hires.
After an employee has been hired, the Assistant Superintendent is responsible for insuring that
all new employees complete the following:
 W-4 form – Employee Withholding Certificate
 Insurance application forms when benefits are applicable and the employee is eligible to
be enrolled in the insurance program.
 Employment Eligibility Verification Form (I-9).
 Criminal background check
 Physical examination
The Assistant Superintendent will insure that all employees receive the following information:





Personnel policies and all updates
Insurance booklets
Time-keeping procedures as applicable
Travel reimbursement forms, if applicable

Health and Safety of Staff
After an offer of employment has been made by DLH Academy and accepted by an applicant,
he/she must submit to a pre-employment physical examination, which includes, but not limited
to, a tuberculin test, a drug screen for illegal drug use, and an overall health assessment to
ensure the employees fitness for employment in a school setting. Any physical examination
required for employees shall be at the expense of DLH Academy.

Employee Observations
All employees will be observed on an ongoing basis by their supervisor, using both formal and
informal observations. Formal observations will include a pre-observation conference as well
as a post-observation conference. First-year employees shall typically have at least two formal
observations. Returning staff will generally have one formal observation. Results of formal
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observations, consisting of the employee's and the Principal’s observations and
recommendations, will be put in writing and included within the employee's Professional
Development Portfolio and the school's personnel file. Nothing in this section limits the
Principal from conducting other observations of an informal or unannounced nature.

Formal Reviews - First Year Employees
For all first year employees, there generally shall be a formal review three months after the
start of the school year. The purpose of the three-month review shall be to review the
employee's self-assessment, the job description, areas of responsibility, and progress toward
goals and outcomes, noting particularly good work, areas for improvement and skill
development, and deficient work, and developing a clear plan for improvement. After six
months from the start of the school year, a second review will generally be held to determine
progress made toward the improvement plan. At that time, the Principal will typically inform
the employee and report to the Superintendent whether the school intends to continue
employment for the subsequent school year. Results of these reviews will be put in writing and
placed within the employee's own Professional Development Portfolio and the school's
personnel file.

Formal Reviews - Returning Employees
For returning staff, there shall generally be a formal review six months after the start of the
school year. The purpose of the review will be to review progress toward the employee’s
professional growth program described above. At that time, the Principal will typically inform
the employee and report to the Superintendent whether the school intends to continue
employment for the subsequent school year. Results of these reviews will be put in writing and
placed within the employee's own Professional Development Portfolio and the school's
personnel file.

Response to Observation and Review of Findings
All employees shall have the right to make written objections to the observations or review
findings within one week of receipt by stating areas of disagreement. These objections will be
attached to the observation and/or evaluation and kept in the employee's personnel file.

Performance Appraisal
DLH Academy’s performance appraisal process is an ongoing cycle of setting goals, coaching,
feedback, and evaluation. This process provides each employee with the opportunity to
openly discuss with his/her supervisor how the employee can utilize his/her talents and
abilities to the fullest and help DLH Academy achieve its goals. A performance appraisal is
intended to be a positive experience for both employee and supervisor, and the experience
becomes more meaningful when approached with this attitude.
17

Supervisors generally review the performance of all new hires after three (3) months of
employment. Thereafter, formal performance appraisals are generally given on an annual
basis. Supervisors may, however, discuss an employee’s performance with the employee at
any point in the year. Likewise, employees are encouraged to discuss their performance,
problems, suggestions, questions, or ideas with their supervisor.

Evaluation of the Principal
The Principal shall generally be evaluated by the Superintendent prior to the end of each
school year based on job responsibilities and accountability measures. Results shall be in
writing and included in the employee's Professional Development Portfolio and the school’s
personnel file.

Evaluation of the Superintendent
The Superintendent shall generally be evaluated by the Board of Directors prior to the end of
each school year based on job responsibilities and accountability measures.

Compensation
Overtime
Overtime is paid to all non-exempt employees in accordance with the overtime provisions of
the law for all hours worked over forty (40) per workweek. All overtime work must be
approved in advance by your supervisor. Exempt employees are paid a salary without
overtime.

Pay Periods
Salary is paid semi-monthly on the 15th and last day of every month. If a payday falls on a
Saturday, Sunday, or holiday, payment is made on the last work day prior to the Saturday,
Sunday, or holiday.

Salary Advances
DLH Academy does not provide salary advances to its employees.
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Employee Benefits
The following is a summary of benefits currently available to DLH Academy employees. The
terms of these benefits are either provided by law or set forth in applicable plan documents.
All benefits are subject to change based on budget considerations or changes in law.

SCHOOL SPONSORED BENEFITS
Medical Insurance
DLH Academy currently offers employee, employee with spouse, employee with child(ren), and
employee + family plan medical insurance coverage to all employees working more than 30
hours per week. DLH Academy currently pays a portion of the cost of the premium for regular
full-time employee coverage. New employees must sign an enrollment form accepting or
declining medical insurance within seven (7) days of hire. If the newly-hired employee does
not sign up during this initial enrollment opportunity, he/she may not be able to obtain
coverage during that enrollment period. For employees who enroll on a timely basis,
coverage becomes effective the first of the month following thirty (30) days of employment.
DLH Academy provides enrolled employees with a summary description of the plan at the
time of enrollment. Coverage ends on the last day of the month worked for terminated
employees.
Covered employees who terminate their employment or reduce their hours may be eligible for
continuation of medical benefits under the provisions of COBRA. Eligible employees will be
advised of their rights at the time of termination or reduction of hours.

Dental Insurance
DLH Academy currently offers single and family plan dental insurance coverage to all regular
full-time employees. DLH Academy pays 100% of the premium cost for this coverage.
Employees are eligible to enroll thirty (2) days following the date of hire. Coverage becomes
effective the first of the month following the first 30 days of employment . DLH Academy
will provide a summary description of the plan. Coverage ends on the last day of the month
worked for terminated employees.

Life Insurance
DLH Academy currently provides a group term life insurance policy for all regular full-time
employees over the age of eighteen. DLH Academy pays the full (100%) premium cost for this
coverage. Changes in beneficiary are to be made in writing to DLH Academy’s accountant.
The amount of an employee’s life insurance coverage is based on annual salary. DLH Academy
provides enrolled employees with a summary description of the plan at the time of
enrollment. Coverage becomes effective the first of the month following thirty (30) days of
19

employment. Coverage ends on the last day of the month worked for terminated employees.

Short-Term Disability
Short-term disability is available as a supplemental benefit to employees. This optional,
employee-paid benefit is not taxable and pays 60% of an employee’s weekly earnings on
the 8th consecutive day of absence due to injury or illness.

Long-Term Disability
Long-term disability is designed to replace a portion of employees’ income when disabled
due to injury or illness. This optional, employee-paid benefit is not taxable and pays 60% of
an employee’s weekly earnings after the 180 day elimination period.

Workplace Accidents / Workers’ Compensation
Worker’s compensation insurance is provided by DLHA to cover injuries that occur during the
course of employment. Upon sustaining a work-related injury, the employee must
immediately notify his/her supervisor. Notification should be in writing as soon as practical.
In order to process Worker’s Compensation claims, the employee must provide required
information.
For minor injuries not requiring professional medical attention, there is a first Aid Kit located in
the school office. An employee’s supervisor should be notified of any minor accidents and
injuries so that an injury/accident report may be completed immediately.
Accidents and injuries may indicate a need to review safety procedures. An injury could be
the result of an unsafe condition that might cause injury to other employees or students.
Disciplinary action may be taken against an employee who fails to report an injury or unsafe
condition as soon as possible to the supervisor. Also, failure to report an injury may also
result in a denial of your claim for Workers’ compensation benefits.

Payroll Deductions
As required by law, federal and state income taxes and Social Security (FICA) are withheld
from each paycheck. In addition, deductions may also be made in accordance with an
employee’s benefit plan participation or as requested by the employee. Although DLH
Academy does not wish to become involved in the personal financial matters of its
employees, it is required to honor wage garnishments, wage assignments, and levies as
prescribed by law. These deductions may change, as they are affected by changes in the
amount an employee earns, by relevant laws, and/or by the number of dependents an
employee declares.
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Employee Assistance Program
DLHA recognizes that family, marital, alcohol, drug, financial, and other types of personal
problems can affect an employee’s job performance. These problems can often be successfully
improved through professional assistance and treatment. Therefore, employees are given
access to an Employee Assistance Program (EAP) through the group health program.
Employees may contact the EAP provider directly and in confidence.
Using the EAP will not have a negative effect on the employee’s current job or promotional
opportunities. Using, the EAP in no way relieves an employee from the obligation of
performing the job duties at the expected level or from meeting other requirements.
Employees should contact the health care provider for more details concerning the Employee
Assistance Program.

Leave Policies
Holidays
Full-time 12-month employees are entitled to the following 11 paid holidays: New Year’s
Eve Day, New Year’s Day, Martin Luther King Holiday, Memorial Day, Independence Day,
Labor Day, Thanksgiving Day, Day before and after Thanksgiving Day, Christmas Eve Day,
and Christmas Day. Requests for other accommodations should be directed to the
Superintendent of Schools.
Full-time 10-month employees are entitled to the following six (6) paid holidays: Labor Day,
Dr. Martin Luther King Holiday, Memorial Day, Thanksgiving Day, Day Before and After
Thanksgiving.
If any holiday falls during a weekend, rescheduling is at the discretion of the
Superintendent of Schools.
Part-time employees receive pro-rated holiday pay only for holidays that fall on days they
would normally be scheduled to work. For example, a part-time employee regularly
scheduled to work on Fridays, would receive holiday pay for the holiday that falls on the
Friday after Thanksgiving.

Vacation
All full-time management, administrative and other non-instructional staff who work a
twelve- month schedule are eligible for vacation. The annual allotment of vacation time is
(10) days per year. An employee may carry over up to five (5) days of vacation into the
following year (which for purposes of determining vacation carry over begins July 1 of each
year). Thus, any vacation time beyond one week (i.e., five (5) days) that has not been used
21

prior to June 30 will be forfeited.
The supervisor must approve scheduling of all vacations. The supervisor will, before approving
vacation time, take into consideration workload, deadlines and other priorities. Supervisors
strive to grant the specific vacation time that employees request, provided the proposed
vacation does not conflict with DLH Academy’s program needs.


Vacation time and personal days must generally be used in at least ½ day increments.



Upon termination of employment, employees who have been employed for at
least six months and who, in the case of voluntary resignation provide two weeks’
notice of resignation, will be paid for any unused, accrued vacation time.



Members of the teaching staff are not eligible for vacation time.

Sick Leave
Sick leave is available to employees to use because of employee illnesses, doctor’s exam, or
dental care. It also may be used for the illness of immediate family members (spouse,
children) whose illness requires the employee’s personal care.
Full-time employees shall accrue paid sick leave at the rate of five (5) days per year. If
specified in the employee’s employment agreement, part-time staff, or staff working part of
the school year shall accrue sick leave on a prorated basis to reflect the proportion of time or
working months that the employee’s schedule represents in relation to a full-time schedule.
Sick leave is only granted for the reasons listed above and unused sick time will not be paid
out if not utilized upon the employee’s termination or resignation.
When taking sick Leave, an employee must report the absence to his/her immediate
supervisor no later than thirty (30) minutes after the employee’s planned starting time. If the
absence is foreseeable (e.g. medical appointments) it should be reported as soon as possible and
pre-approved by the immediate supervisor. Failure to properly notify the immediate supervisor
shall be considered an unexcused absence and shall subject the employee to the disciplinary
policy.
When an employee takes three or more consecutive sick days, the employee is required to
provide written evidence of illness and fitness to return to work by a physician, physician’s
assistant, or nurse practitioner. Absent emergency circumstances, employees must call in
each day they are sick.
Sick leave not utilized during the year may be carried-over to the next year, except that only
40 days (i.e., 320 hours) may be accumulated by any employee. No compensation is given at
termination of employment for unused sick days.
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If an absence due to illness extends beyond the amount of sick leave time accrued, such
additional time will be charged against accrued annual vacation and personal leave time if not
already taken. If all accrued sick leave or annual leave has been used, the Superintendent may
extend leave without pay for a maximum of ninety (90) days, unless otherwise required by
law.

Unpaid Personal Leave
All regular full-time employees are eligible to request unpaid personal leaves of absence due to
unusual circumstances. Such requests are granted at the sole discretion of DLH Academy. The
school’s policy is to use a reasonable, consistent, and fair approach toward granting time off.
The criteria that may be considered includes: the reason for the request, the length of the
leave, the effect of the work load on others, the frequency of such requests, the employees
attendance and performance record, and the needs of the school at the time of the request,
etc. If granted, such leaves generally will be made for no longer than one (1) month.

Jury Duty
DLHA encourages employees to participate in their civic obligation. Upon notification by a
court to report for jury duty, the employee shall immediately request jury duty during nonschool months. If an employee is nonetheless called for jury duty during the school year,
when advised of his/her notification of jury duty, the employee must immediately inform
his/her supervisor. An employee must submit written evidence of his/her payment amount
for jury duty and the period he/she was required to serve. Employees must report to work
when they are not required for jury duty. Full-time employees will receive their regular
compensation for the period they are on jury duty for up to two (2) weeks, and the check for
juror fees is to be signed over to the school. Part-time employees will be paid only for hours
worked, not hours away from work during jury duty.

Personal Days
Each full-time employee is allowed two (2) paid days off as personal leave each year during
the fiscal year (July 1-June 30) to use for personal business or other matters. Such leave shall
be at full pay and benefits. Personal days may not be carried over into the next fiscal year. A
request to use personal leave must be approved in advance by the supervisor and may not be
requested for the day prior to or directly following a holiday. If an employee is terminated or
if an employee resigns, personal days not used prior to the effective date of termination or
resignation are forfeited.

Bereavement Leave
Employees may take up to five (5) days of paid leave for the death of immediate family
members, including: spouse, child (stepchild, foster child, son-in-law, and daughter-in-law),
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parent (stepparent), and sibling (stepbrother or stepsister). Up to three (3) days of paid leave
may be taken in the event of death of an extended family member, including: grandparent,
grandchild, aunt, or uncle. DLHA reserves the right to request documentation such as an
obituary or funeral program as proof of attendance. Employees are entitled to use up to a
total of 13 days of bereavement unless otherwise specified by the superintendent not allowed
to use more than 13 combined days of bereavement.

Military Leave
DLHA grants and treats military leaves of absence in accordance with applicable federal, state
and local laws. Leave requests should be made to the Superintendent and advance notice is to
be given unless military necessity or other circumstances make doing so impossible or
unreasonable.

Emergencies
The Superintendent may excuse any employee from duty in emergencies such as extreme
weather, disasters, or other emergency occurrences that, in the opinion of the
Superintendent, constitute reasons for absence. Hourly employees will be paid only for hours
actually worked.

Professional Development
Staff development funds are available to employees as the budget provides. Employees
may request funding for job-related courses, conferences, workshops, or professional
association dues. Approval of the Superintendent is required for release of such funding.

Employee Practices
Anti-Harassment Policy
Consistent with its Equal Employment Opportunity Policy, DLH Academy seeks to provide a
work environment that is free from intimidation, harassment or offensive behavior based on
race, color, creed, religion, sex, age, national origin or ancestry, marital status, physical or
mental disability, or any other protected status under the law. Intimidation, harassment or
offensive behavior may arise from a broad range of physical or verbal behavior. Examples of
it may include, but are not limited to, the following:


Physical or mental abuse



Unwelcome sexual advances or touching
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Sexual comments, jokes, stories or innuendoes



Racial, ethnic or religious insults or slurs



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



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



Insults, slurs or jokes about a person’s mental or physical condition or disability



Making sexual gestures with hands or body movements



Intentionally standing close or brushing up against another employee



Racial, ethnic or religious jokes, comments, stories or innuendo



Inappropriately staring at another employee or touching his or her clothing, hair or body



Whistling at another employee, cat calls



Display or distribution of racially, ethnically or religiously offensive materials



Asking personal questions about another employee’s sexual life



Repeatedly asking out an employee who has stated that he or she is not interested



Retaliation against an individual for reporting harassment in the workplace
or participating in an investigation of a harassment complaint.

These activities are offensive and are inappropriate in the workplace. This policy against
harassment applies throughout our work environment, whether on DLH Academy premises,
at work assignments outside the school’s premises or at school sponsored social functions or
otherwise.
Because DLH Academy prohibits any form of harassment on the basis of any protected status
under the law, it views such actions seriously. If you engage in such harassment, or retaliate
against another because that person has made a report of harassment or participated in an
investigation of a claim of harassment, you will be subject to discipline, up to and including
termination. DLH Academy likewise prohibits such behavior by any client, customer, vender
or other person doing business with the school or others with whom we come into contact in
the course of our business related duties.
It is your responsibility, and that of every DLH Academy employee, to ensure that such
prohibited conduct or activities do not occur. Accordingly, if you believe that you have been
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the subject of prohibited discrimination, harassment or retaliation, or if you have observed
such behavior in the workplace, report the matter immediately to your immediate Supervisor
or the Superintendent. If you feel uncomfortable raising the matter with your Supervisor, or
if upon raising such issues, the matter is not resolved to your satisfaction, you should
immediately report the matter to the Superintendent.
DLH Academy will promptly investigate any such report and will keep the matter as
confidential as possible, except to the extent necessary to purse the investigation and to take
corrective action. DLH Academy will take appropriate remedial action to enforce its strict
prohibition of unlawful harassment, discrimination or retaliation in the workplace.
Accordingly, if you violate this policy you will be subject to disciplinary action, up to and
including termination.

Drug/Alcohol Free Work Environment
DLH Academy believes that alcohol and drug abuse greatly affects job performance, the work
environment, and confidence in the agency. DLH Academy is therefore committed to a drug
free work environment and to the protection, health, and safety of its employees and
program participants.
Employees must report to work in a fit condition to work. DLH Academy will take immediate
action against employees who use, distribute or possess controlled substances while on DLH
Academy's premises, or who abuse drugs and/or alcohol either before or during work as to
impair their job performance. Any employee who violates this alcohol and drug policy will be
subject to disciplinary action, up to and including immediate discharge.

Drug and Alcohol Testing Policy
Abuse of drugs and alcohol is a serious problem in our society today. To the extent that such
abuse impacts the workplace and affects our employees and our ability to provide the highest
level of confidence and services to our customers, DLH Academy is committed to dealing with
the problem in an appropriate and effective manner.
The following activities are contrary to the standards of behavior we expect of you:
 Reporting for work or working while under the influence of: (a) prescribed medication
or over-the-counter medication which may pose a direct threat of harm to your safety
or that of others, unless prior approval has been obtained from the school; (b)
intoxicating beverages; or (c) illegal drugs.
 Doing any of the following while on the job, during working hours (including lunch or
other break periods), while on the school premises, while on school business or while
operating or riding in a school vehicle: (a) possession, distribution, receipt or use of
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intoxicating beverages or (b) manufacture, distribution, receipt, possession or use of
illegal drugs or drug paraphernalia.
 Use of alcohol or sale, transmittal, receipt, possession or use of illegal drugs off premises
that adversely affects your work performance, safety, or the reputation of the school.
 Switching or adulterating urine, blood or other sample used for testing, refusing or
failing to submit acceptable urine, blood or other sample for testing when requested by
DLHA or otherwise failing to fully cooperate in the testing process.
If you fail to comply with any of these standards you will receive discipline, up to and including
discharge.
You are subject to testing in a number of different situations.
 First, all job applicants, prior to the appointment to either a full or part-time position,
shall submit to a drug test.
 Second, you are subject to testing when, in DLHA’s sole judgment, reasonable suspicion
exists to believe you may be using or under the influence of drugs or alcohol while on
school premises, or on school business, while operating a school vehicle, or during
working hours. In determining whether reasonable suspicion exists, DLHA may consider
numerous circumstances, alone or in conjunction with other factors including, but not
limited to, dangerous or accident prone conduct, an accident which indicates the
possible use of drugs or alcohol, decreased job performance which is unexplained,
unexplained increased absenteeism, complaints from co-employees and other problems
with interpersonal relations, drug or alcohol related signs such as the smell of such
substances or the presence of drug paraphernalia, unexplained reduced short term
memory, unexplained physical symptoms such as bloodshot eyes, dilated pupils, stuffy
or runny nose, anxiety, or inability to concentrate, unsafe work practices or other
violations of DLHA policies.
DLH Academy recognizes that in some cases drug and alcohol dependency may constitute a
serious illness that affects both an individual’s safety and that of his or her co-employees and
the Academy. If you feel that you need help in dealing with such problems we encourage you
to seek help through resources available in applicable health insurance plans or other sources.
If you violate DLH Academy’s drug/alcohol policy, or violate the school’s job performance
standards, however, you are subject to discipline.

Use of Tobacco Products on School Property
The use of tobacco products shall be prohibited at all times on school premises. The term
school premises includes all property owned by, rented by, leased by or under the control of
the Board of Directors. The following process for enforcement of this policy shall be employed:
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1. Students. Any violation of this policy by students shall be subject to current disciplinary
procedures as listed in the student handbook.
2. Citizens. Citizens who are observed smoking or using tobacco products on school
property shall be asked to refrain from doing so. If the individuals fail to comply with
the request, they will be asked to leave the building and school property.
3. Employees. Employees who improperly use tobacco products will be subject to
disciplinary action in accordance with the disciplinary policy.

Gifts to Staff
No employee shall accept money as a gift from a student. Gifts of appreciation given by a
student or a class of students to an employee will be allowed. But, students will be counseled
to keep the costs of such gifts to a minimal level.

Workplace Violence
DLH Academy will not tolerate acts of workplace violence/hostility committed by or against
employees. DLH Academy strictly prohibits employees from making threats or engaging in
violent or hostile acts. Individuals who engage in violent or prohibited behavior may be
removed from the premises, and may be subject to disciplinary action, dismissal, arrest
and/or criminal prosecution.
“Violence" includes physically harming another, shoving, pushing, harassing, intimidating,
coercing, brandishing weapons, and threatening or talking of engaging in those activities. It is
the intent of this policy to ensure that DLH Academy employees, clients, and visitors never
feel threatened by any employee’s actions or conduct.
DLH Academy specifically prohibits the possession of weapons by any employee while on DLH
Academy property. This ban includes keeping or transporting a weapon in a vehicle in a school
parking area. Employees are also prohibited from carrying a weapon at any time while
performing work-related duties. Weapons include guns, knives, explosives, and other items
with the potential to inflict harm.
It is everyone's business to prevent violence in the workplace. Concerns regarding actual
or alleged incidents of violence may be presented to your Supervisor or any management
staff person, including the Superintendent of Schools. DLH Academy will treat reports of
threatening or violent workplace incidents seriously; and all reports will be investigated
and information will be kept confidential.

Safety and Security in the Workplace
Regardless of the demands of the work, employees are expected to take the time to do the
work in a safe and secure manner. Safety and security are fundamental principles in the
daily approach we all must take to do our jobs. They are to be kept in mind in everything
we do.
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DLH Academy is committed to making every practical effort to provide employees with a
safe workplace. DLH Academy asks each employee to accept responsibility in helping to
prevent accidents. Follow all rules for workplace safety, including:


Keep work areas clean and free from congestion and litter.



Report all unsafe conditions to management.



Report any accident or injury – no matter how minor it appears – immediately to your
Supervisor or to the Superintendent. Such reports are necessary to comply with laws
and initiate insurance and workers’ compensation benefits procedures.

DLH Academy is also concerned about the welfare of its employees. Maintaining a secure
workplace is therefore of paramount importance. Follow all rules for workplace security,
including:


Carry out all procedures for securing DLH Academy’s facilities and equipment.



Report any condition that may endanger the security of DLH Academy employees or
visitors.

If you have an idea, concern, or suggestion for improved safety or security at DLH Academy,
you are encouraged to raise it with your supervisor or with the Executive Administrator. All
such concerns or suggestions can be made without fear of reprimand or reprisal.

Criminal Background Screening
It shall be the policy of the DLH Academy that, prior to the appointment of any person to either
a full-time or part-time position, or as a volunteer, the school shall conduct a criminal
information records check through the Wisconsin department of justice and other appropriate
information sources.
If a criminal background check reveals a conviction(s) or pending charges (s) which the
candidate acknowledged on the application form, a determination shall be made whether or
not to reject the application based upon a consideration of the circumstances of the
convictions(s)/pending charges(s) and whether the circumstances substantially relate to the
circumstances of the particular position for which the candidate has applied.
If an applicant for a teaching position or currently employed teacher has been denied a
teaching license or has had a relevant professional license revoked or suspended, the school
will not hire or retain such applicant or current teacher.
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Status Change
It is DLH Academy’s responsibility to maintain an accurate and up-to-date personnel file on
each employee. Please keep DLH Academy advised of all changes in address, telephone
numbers, marital and dependent status (for benefits purposes), or name change.

Personnel Files and Inquiries
Protecting the privacy of employees is important to DLH Academy. Personnel files are
confidential; and DLH Academy is committed to proper handling of personnel information.
You may request to inspect your personnel records. Should you choose to do this, a request
should be made in writing to your supervisor. If you want copies of any of the documents in
your file, contact the Principal and they will be provided. You may however be asked to pay
the cost of making copies.

Employment Reference Checks
All requests for references should be referred to the Principal. Only the
Superintendent or Principal is authorized to give out employee information.

Attendance and Punctuality
The success of DLH Academy, in large part, depends on the regular attendance of each
employee. You have an important job here, and DLH Academy needs you to be reliable and
punctual in reporting for scheduled work. Unscheduled absenteeism and tardiness whatever the causes - are disruptive and place a burden on supervisors and fellow
employees.
If you will be unavoidably late to work or absent, please call your supervisor at least 30 minutes
prior to your scheduled starting time that day. Check with your supervisor when you arrive at
work and, if you are a nonexempt employee, record the time you actually start working on
your time sheet.
For absences of longer than a day, please contact your supervisor each day you will not be
able to work. We may request a doctor’s statement for absences of three (3) or more
consecutive days. If you are absent, due to an illness or accident, we may request a doctor’s
statement releasing you to return to work.
When excessive absences or tardiness occur, the employee will be counseled and may be
subject to disciplinary action. Failure to report an absence may result in disciplinary
action.
Absences of three (3) consecutive working days without notification will be considered job
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abandonment and DLH Academy will consider the employee to have voluntarily terminated
employment with DLH Academy.

Timekeeping
Federal and state laws require that DLH Academy keep an accurate record of time worked by
its employees. All time actually spent on the job – performing assigned duties or other workrelated projects – is considered to be time worked. Timesheets are provided for DLH Academy
non-exempt employees to record time worked, as well as any paid or unpaid absences from
work. All employees must accurately record their actual time on the job and any approved
time off, such as sick leave, vacation time off, etc.
Timekeeping rules are as follows:


Each employee is responsible for recording and verifying his/her own time worked.



Altering or falsifying one’s own time records or recording time on another
employee’s time sheet are not allowed and may result in disciplinary action, up to
and including discharge.



If you are late to work, record the time you actually started work.



Excessive tardiness is cause for disciplinary action.

It is the employee’s responsibility to sign his/her time records to certify the accuracy of all
time recorded. Supervisors review and initial all time records before they are submitted and
processed for payroll. In addition, if corrections or modifications are made to the time
record, both the employee and the supervisor must verify the accuracy of the changes by
initialing the time record.

Media Contact
All requests by media for interview and/or information must be forwarded to the
Superintendent. Unless approved by the Superintendent, no other employee speaks for DLH
Academy except the Superintendent or designee.

Electronic Communications
The communication technology, networks, e-mail systems, and other electronic resources that
support its mission are the property of DLH Academy. Employees are expected to use these
resources appropriately to achieve the goals and objectives of DLH Academy. Use of these
resources is a privilege, not a right. Authorized users are expected to use communications
technology in an ethical and responsible manner, respecting the rights of DLH Academy, civil
and criminal laws, license and contractual obligations, and other users.
Failure to use these resources responsibly can lead to loss of access and/or other disciplinary
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action, up to and including termination.
This policy applies to use of telephones, e-mail, voicemail, pagers, the Internet, computer
hardware and software, printers, fax equipment, and all other electronic communications
devices provided by DLH Academy, and all information transmitted by, received in or from,
and/or stored on these systems. This policy applies to the use of DLH Academy resources at
the agency’s office location as well as any remote access from home or any other location.
Users must have no expectation of privacy in their use of DLH Academy’s communication
technologies. Any activity on DLH Academy’s communication systems may be monitored at
any time to assure compliance with this policy, to protect the health and safety of others, in
response to legal proceedings, to investigate possible misconduct, to prevent interference
with DLH Academy’s mission, and/or to conduct routine evaluation maintenance or repair of
any equipment or systems. Additionally, DLH Academy may block any incoming e-mail to
protect DLH Academy’s operation.
Guidelines in support of this policy and descriptions of acceptable use and prohibited use will
be provided during orientation.

Cellular Phone Usage
Employees of DLH Academy are expected to exercise the same discretion in using cellular
phones as is expected for the use of standard company phones. Excessive personal calls
during the workday, regardless of the phone used, can interfere with employee productivity
and be distracting to others. Employees are therefore asked to make personal calls during
non-work time when possible and to ensure that friends and family members are aware of
DLH Academy’s policy.
In addition, if making or receiving business-related calls on a cellular phone, please use common
courtesy so as not to disrupt others and to protect client confidentiality. This may include
decreasing the volume of the ringer while at your desk, limiting conversations to your
office/cubicle space or other secure area, and turning the ringer off while in meetings.
Employees, whose job responsibilities include business travel, are expected to refrain from
using their cell phone while driving. Safety must come before all other concerns. Regardless
of the circumstances, including slow or stopped traffic, employees are strongly encouraged to
pull off to the side of the road and safely stop the vehicle before placing or accepting a call. If
acceptance of a call is unavoidable and pulling over is not an option, employees are expected
to keep the call short, use a hands-free option, refrain from the discussion of complicated or
emotional issues, and keep their eyes on the road. Special care should be taken in situations
where there is traffic, in inclement weather, or when the employee is driving in an unfamiliar
area. Under no circumstances should employees place themselves at a safety risk to fulfill
business needs.
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Parking
Parking is made available to employees of DLHA for no charge. Please be mindful of parking
restriction signs and other posted parking regulations. Unless an employee has a disabled
parking sticker, parking in a disabled space is prohibited. Employees take full responsibility
for any loses associated with parking their vehicles which includes personal items and
belongings.

Closing School Due to Inclement Weather
In the event of inclement weather conditions, DLHA will close school if the Milwaukee Public
School District closes. There may be times when severe weather necessitates closing the
school, either before the school day begins or as conditions worsen during the day.
Any closing of the school before the beginning of the school day, due to inclement weather or
other emergencies, will be determined by the Superintendent and announced over the
following Milwaukee television and radio stations:
WTMJ-TV 4, WITI-TV 6, CBS-TV 58, WISN-TV 12, News Radio 620 WTMJ, 1290 WMCS, 94.5
WKTI, Clear Channel Radio: WMIL FM 106, WOKY AM 920, WLTZ-Lite 97 FM, WRIT 95.7, WKKVV100.7, WISN AM 1130.
When the school is closed due to inclement weather before the beginning of the school day,
employees will not have to report to work.
When inclement weather develops during the school day, the Superintendent will determine
whether to close school early. When it appears early closing of the school is necessary to
enable students and employees to get home safely, families will be contacted.

Employee Conduct
Ethical Standards
DLH Academy is committed to the highest standards of ethical and legal conduct in the
conduct of its business.
DLH Academy will, therefore, not enter into any business transaction in which an employee
has a personal or financial interest unless (a) the existence and nature of the interest of the
employee are fully disclosed to the Superintendent, (b) the terms of the transaction are
equitable and not detrimental to the interests of DLH Academy, and (c) the transaction is
carried out in accordance with all other policies and procedures of DLH Academy.
Any employee who has knowledge of or concern about an illegal, dishonest, or improper
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activity should report that knowledge or concern to the Superintendent or, if the concern is
about the Superintendent’s conduct, to the President of the Board of Directors. Such
concerns will be promptly addressed and investigated.
Employee complaints of alleged wrong-doing will, to the extent permitted by law and
consistent with an effective investigation, be kept confidential.
Additionally, DLH Academy will not tolerate harassment, retaliation or any type of adverse
action against an employee who (a) makes a good-faith complaint about suspected agency or
employee violations of law, (b) provides information or assists in an investigation regarding
violations of law, or (c) files, testifies, or participates in a proceeding regarding violations of
law.
Employees who raise concerns will be informed, in general terms (to the extent confidentiality is
protected), about the investigation and its outcome.

Open Door Policy – Complaint Procedure
If any area of your work is causing you concern, you have the responsibility to address your
concern with your supervisor. Whether you have a problem, a complaint, a suggestion, or an
observation, DLH Academy management wants to hear from you. By listening to you, DLH
Academy is able to improve, to address complaints, and to foster employee understanding of
the rationale for practices, processes, and decisions.
We recognize that most problems can and should be solved in discussion with your immediate
supervisor. But, an “open door policy” means that you are also free to discuss your issues and
concerns with the next level of management and/or DLH Academy’s Superintendent. No
matter how you choose to approach your problem, complaint, suggestion, or observation, you
will find managers at all levels of the organization willing to listen and to help bring about a
solution or a clarification.
While there may not be an easy answer or solution to every concern, DLH Academy employees
have the opportunity at all times, through the open door policy, to be heard.
We recognize and value your many contributions to DLH Academy. Further, we encourage you
as an employee to be involved in matters concerning your employment, and to share your
insights or concerns with us because they are important to our ongoing business. If you have a
concern, issue or problem we ask that you address it as follows:
Step 1:

You should discuss the problem with your immediate Supervisor. Since your
immediate Supervisor works with you regularly, he or she knows your position
better than anyone else and usually will know how to solve the problem
promptly and fairly.
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Step 2:

If you are not satisfied with the response from your immediate Supervisor, you
should bring the matter to the attention of the Superintendent. At this step, we
also encourage you to put your concern in writing, as it may help you clarify
your own thoughts and will also help to ensure that your Supervisor has
complete an understanding of the problem as possible. The Superintendent will
investigate the matter and promptly respond directly to you.

Step 3:

In the event a satisfactory solution has not resulted at Steps 1 or 2, you may
submit the problem to the Superintendent.

If you raise a concern through this procedure and you do not appeal it beyond a particular step,
DLHA will presume that the resolution provided at the last step was acceptable to you. If you
have any questions or need help with the procedure, please contact the Superintendent.

Transportation of Students by Staff
Except in unusual circumstances and/or emergencies, staff is prohibited from transporting
students using their personal vehicles. In unusual or emergency situations, permission must be
granted by the Superintendent of Schools.

Conflict of Interest
It is the policy of DLH Academy to prohibit it employees from engaging in any activity, practice,
or conduct which conflicts with, or appears to conflict with, the interests of the school, its
customers, vendors, contractors, or suppliers. Since it is impossible to describe all of the
situations that may cause or give the appearance of a conflict of interest, the prohibitions
included in this policy are not intended to be exhaustive. Employees are expected to represent
the school in a positive and ethical manner and have an obligation both to avoid conflicts of
interest and to refer questions and concerns about potential conflicts to their supervisor.

No-Solicitation Policy
In order to prevent disruptions, interference with work and inconvenience to other employees,
solicitation for any cause, or distribution of literature of any kind, during working time (defined
as that time when the soliciting or solicited employee should be working, and not including
scheduled break time, meal time or other times when an employee is off duty), is not
permitted. Neither may an employee who is not on working time solicit an employee who is on
working time for any cause or distribute literature of any kind to that person. Whether on
working time or not, no employee may distribute literature of any kind in work areas. The term
“work areas” includes all places where employees regularly work, confer or conduct business.
Persons not employed by the school may not solicit for any purpose or engage in distribution of
literature of any kind on the school premises at any time. Exceptions to this policy must be
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approved in advance by the Principal.

Outside Employment and Consulting Work
Employees are not to accept employment outside the school that would conflict with their job
responsibilities or the interests of DLH Academy. No consulting work that is related to either
their job or position of DLH Academy should be undertaken or accepted without the express
authorization of the Superintendent.

Rules of Employee Conduct
The best interest of the school and each employee of DLH Academy depend on teamwork,
cooperation, respect, and appropriate conduct in all work-related activities.
With that in mind, guidelines of conduct have been established over a period of years.
These guidelines are NOT designed to restrict the rights of anyone, but rather to define and
protect the rights of all and encourage SAFETY, FAIRNESS, HONESTY, and TOLERANCE.
Please take time to read the following list of “examples of unacceptable conduct” carefully and
understand them fully. However, the following list of work rules is not exhaustive. DLH
Academy reserves the right to add to, modify or change this list – as well as any of its rules and
regulations – as situations require. Any conduct, even if not listed, which is determined to be
detrimental to safety, efficiency, decorum, or is deemed illegal, may be cause for discipline or
discharge.
Further, the nature and severity of any offense as well as the circumstances involved in each
case may affect the discipline imposed. An employee may be discharged without reference
to prior employment history or other circumstances. Termination may be imposed for a first
offense depending upon the circumstances. DLH Academy may take disciplinary action
ranging from a reprimand to immediate termination, if an employee engages in one or more
of the following forms of prohibited conduct:

Examples of Unacceptable Conduct
1. Transporting student(s) to and from school, school activities, or other events unless
authorized by Superintendent for emergency purposes
2. Disorderly conduct, practical jokes, pranks, “horseplay” of any kind
3. Failure to be at work, ready for work, at the regular starting and immediately
following lunch or rest periods
4. Habitual tardiness and/or absenteeism or being absent without proper
supervisory notification
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5. Use of profane, abusive, or threatening language toward fellow employees,
supervisors, students or members of the public
6. Unauthorized or misuse of DLH Academy’s electronic communication systems
7. Refusal or failure to carry out the duties of the position
8. Theft or misappropriation of property
9. Fighting on DLH Academy property
10. Possession of weapons on DLH Academy property
11. Falsification of records or any official school documents
12. Making false statements, such as when filing an application for employment, or
in applying for any employee benefits
13. Abuse of DLH Academy’s leave policies
14. Insubordination – failure to follow the instruction of a supervisor, including failure
or refusal to perform work assigned
15. Sexual harassment; threatening, intimidating, coercing or interfering with fellow
employees, or any other violation of DLH Academy’s policy on harassment or
sexual harassment
16. Possession, distribution, use, or being under the influence of intoxicants or
controlled substances on DLH Academy premises or during work
17. Betrayal of confidentiality
18. Discrimination in service delivery or in the implementation of any of DLH
Academy’s human resource programs or practices
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School Dress Code
The image we present is an important factor in our dealing with the students, parents,
employees, community and customers. It is the employee’s responsibility to present a proper
business appearance.
Men must wear collared shirts, slacks and belts.
 No jeans
 No shorts
 No sweat pants
 No body piercings (earrings allowed)
 No shirts with offensive language, pictures or symbols
 No unnatural hair colors (orange, purple, blue)
 No athletic shoes

Women must not wear provocative clothing.
 No t-shirts
 No shorts
 No shirts with offensive language, pictures or symbols
 No unnatural hair colors
 No short skirts (skirt length must be below fingertips)
 No leggings or jeggings
 No sleeveless shirts
 No athletic shoes
On approved “Dress Down Days” and during recess, employees may wear jeans (no shorts),
sweat pants, athletic shoes and non-collared shirts (no sleeveless). Employees who assist with
special event setup may wear sweat pants, athletic shoes and non-collared shirts. Upon
completion of setup, employees must adhere to the school dress code. Administration
reserves the right to correct inappropriate attire. In some cases, the staff may need to return
home without pay to change attire. Continued disregard for the dress code policy will be
treated as insubordination.

Layoffs and/or Terminations
Authority to terminate employment of any other staff member is restricted to the
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Superintendent, who may choose to involve the Executive Committee of the Board of
Directors.
The Superintendent may lay off employees due to staff restructuring or funding shortages
and, in such cases, will attempt to give as much advance notice as possible. When it is
necessary to reduce DLH Academy’s workforce, all layoffs or recalls to work will be made
without regard to race, creed, color, sex, age, national origin, disability, veterans’ status,
sexual orientation, marital status, number of dependents, or any other category protected by
local, state or federal law. However, nothing in this section extends a mandatory right of
recall to a laid off employee or a guarantee of severance pay.

Employee Separation –Voluntary Termination or Resignation
As a small school with relatively few employees, DLH Academy requests as much advanced
notice of resignation as feasible, so that the school can adequately prepare for the staffing
transition with as little disruption of service as possible. Thus, DLH Academy would prefer that
full-time employees provide a minimum of (2) weeks’ notice of resignation, submitted in writing
to the Superintendent. The termination date will be the last day the employee worked.
An employee who does not call in and is absent without leave for a period of three (3)
consecutive days is considered to have voluntarily terminated or resigned from his/her
employment. If it was not one employee’s intent to resign, any such absence that is not
excused will be grounds for immediate termination.

Exit Interview
Whenever employment is terminated, either voluntarily (resignation) or involuntarily, the
employee’s supervisor or another member of management may conduct an exit interview.
Included in the exit interview may be:
 A review of unpaid salary or expenses;
 A computation of vacation pay that is due;
 Providing closure on insurance plans and health insurance continuation options;
 Return of property (keys, handbooks, manuals or other records, etc.); and,
 The leaving of a forwarding address, if applicable.

Conclusion
We hope you find this manual informative concerning the general policies, work rules, and
benefits of DLH Academy. Accordingly, we welcome your ideas, comments, suggestions, or
expressions of dissatisfaction concerning the operations of our school. We welcome the
opportunity to air concerns and think through solutions to the challenges that we may
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occasionally face. Our mission is to educate our students to the highest academic standards
possible. It is only through maintaining and improving upon our school operations that we can
create a world-class school. We must first, at all times, think of our customers- our students
and parents, and always provide them with quality. This will keep our customers coming back.
We are certain that with this type of teamwork and pride, our efforts will result in the
continuous improvement of our school so that we can produce students who will be educated
and productive citizens. Thank you for taking the time to read this Manual. Keep it handy and
refer to it as often as possible to insure that you understand how things work here at DLH
Academy.
Again, Welcome to our school family!
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Appendix
As a charter school operating under the authority of the City of Milwaukee, this Appendix is
required to be placed in the Personnel Policies Manual. The RULE CREATING CHARTER SCHOOL
SUBCOMMITTEE ON REQUEST FOR INVESTIGATION is appended and is hereby incorporated
into the Personnel Policies Manual by reference.
Rule Creating Charter School Subcommittee on Request for Investigation
I.

Introduction
Section 330-29-2 of the Milwaukee Code of Ordinances (“MCO”) requires the Charter
School Review Committee (“Committee”) to investigate, to hold a hearing subsequent
to the investigation, and to make written findings and recommendations concerning the
termination of a contract and revocation of a charter whenever the Common Council, by
motion, requests the committee to investigate a school concerning possible termination
of a contract and revocation of a charter.
Section 330-29-3 MCO grants authority to, but does not require, the Committee to
investigate a school concerning possible termination of a contract and revocation of a
charter whenever an individual or group, other than the Common Council, so requests.
Section 330-29-3 MCO also grants authority to the Committee to conduct an
investigation on its own initiative. If the Committee determines that an investigation
conducted under the sec. 330-29-3 MCO discloses possible cause for termination of a
contract and revocation of a charter, the Committee is required to hold a hearing and to
make written findings and recommendations concerning termination of the contract
and revocation of the charter.
The Committee’s obligation/authority to investigate and hold hearings and make
written findings and recommendations under secs. 330-29-3 MCO is consistent with the
Committee’s responsibility for ongoing review of the financial, education, staffing, and
facility status of charter schools pursuant to secs. 330-27-41 MCO. Section 320-41-5-b
MCO authorizes the Committee to adopt rules to assist the Committee in carrying out its
responsibilities. Section 320-41-6-a MCO authorizes the Committee to establish such
standing or ad hoc subcommittees as it deems necessary to carry out its responsibilities.
The purpose of this rule is to establish a standing committee to be called the Charter
School Subcommittee on Requests for Investigations (“CSSRI”). The function of the
CSSRI is to determine whether a request for investigation received from an individual or
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groups, other than the Common Council, under sec. 330-29-3 MCO should be granted or
denied. If the request is granted, it is then the function of the CSSRI to conduct an
investigation and to determine whether there is possible cause for termination of a
contract and revocation of a charter. It is further the purpose of this rule to establish a
procedure for the CSSRI to use in processing such requests for investigation from an
individual or group, other than the Common Council.
II.

III.

Establishment of CSSRI
There is established a standing subcommittee of the Committee to be called the CSSRI.
The CSSRI shall be responsible for determining whether a request for investigation from
an individual or group, other than the Common Council, under sec. 330-29-3 MCO
should be granted or denied. If a request for investigation is granted, the CSSRI shall
conduct the investigation and shall report to the Committee as to whether the
investigation revealed possible cause for termination of a contract and revocation of a
charter.
The CSSRI shall be comprised of three members of the Committee, appointed by the
Committee Chair.
Procedure for Processing Requests for Investigations
A request for investigation of a City charter school concerning possible termination of a
contract and revocation of a charter from an individual or group, other than the
Common Council, under sec. 330-29-3-3 MCO shall be in writing and shall be filed with
the Committee Chair in care of the Director of the department of Administration, City
Hall, Room 606, 200 East Wells street, Milwaukee, WI 53202. A written request for
investigation from an individual or group, other than the Common Council, shall identify
which specific provisions(s) of a contract between the city and the charter school is
alleged to have been violated. The request shall state with particularity why the
requester believes the contract provisions(s) have been violated.
Documents supporting this belief may be filed with the request. If the request alleges
that a school has violated any state or federal law or regulation required to be complied
with under the charter school contract, a copy of a final determination(s) of a court,
agency or tribunal possessing jurisdiction to render said final determination(s) shall
accompany the request.
The Committee Chair shall forward requests for investigation filed by an individual or
group, other than the Common Council, to the CSSRI. If the CSSRI determines that the
allegations set forth in the written request for investigation present a matter of such
serious nature that an expedited process is warranted, the CSSRI may dispense with an
investigation and refer the matter directly to the Committee for hearing. If the CSSRI
determines that the written request has not been properly filed, or that the request
does not specify with particularity which provisions(s) of a contract is alleged to have
been violated, or that the request has not been properly documented, or if the request
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sets forth the allegations that, even if true, do not constitute grounds for possible
termination of a contract and revocation of a charter, the CSSRI may deny the request
for investigation. The CSSRI may also deny the request for investigation if the CSSRI
determines that the written request sets forth allegations that would be more properly
heard in another forum, such as a dispute resolution process und a labor contract or
employee handbook, or in a court or agency or other tribunal possessing jurisdiction
over the matter. The determination of the CSSRI to deny the request for investigation
shall be final and not subject to appeal.
If the CSSRI determines that the request for investigation has been properly filed and
documented and sets forth with particularity allegations which, if true, could be grounds
for termination of a contract and revocation of a charter, and that the request properly
belongs before the CSSRI, the CSSRI may conduct an investigation. The investigation
may be limited to an examination of those matters that relate to the provision(s) of the
contract alleged to have been violated. The investigation may include, but is not limited
to, reviewing any documentation submitted in support of the request, gathering and
reviewing additional documents and data and making inquiry of persons who may have
knowledge of the subject matter. The CSSRI may utilize the services of an individual or
group to conduct the investigation and to report back to the CSSRI with a
recommendation as to whether the matter should proceed to hearing.
If the CSSRI determines, after investigation, that there are not grounds for possible
termination of a contract and revocation of a charter the CSSRI shall dismiss the matter.
The determination of the CSSRI to dismiss the matter shall be final and not subject to
appeal. If the revocation of the charter is present, the matter shall be referred to the
Committee with the recommendation that the Committee hold a hearing under sec.
330-29-3 MCO. If the Committee agrees with the recommendation of the CSSRI, the
Committee shall set the matter for hearing. If the Committee disagrees with the
recommendation and determines that the investigation does not disclose possible
causes for termination of the contract and revocation of the charter, the Committee
shall dismiss the matter without hearing. The determination of the Committee to
dismiss the matter shall be final and not subject to appeal.
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Staff Acceptable Use Policy for Technology Resources
Internet Usage Policy
This Internet Usage Policy applies to all employees of the Darrell Lynn Hines Academy who have
access to computers and the Internet to be used in the performance of their work. Use of the
Internet by employees of DLHA is permitted and encouraged where such use supports the goals
and objectives of the school’s core business. However, access to the Internet through DLHA is a
privilege and all employees must adhere to the policies concerning Computer, Email and Internet
usage. Violation of these policies could result in disciplinary and/or legal action leading up to and
including termination of employment. Employees may also be held personally liable for damages
caused by any violations of this policy. All employees are required to acknowledge receipt and
confirm that they have understood and agree to abide by the rules hereunder.

Computer, Email and Internet Usage
Company employees are expected to use the Internet responsibly and productively. Internet
access is provided primarily for job-related activities; while personal use may be allowed, it should
be used sparingly for purposes of this policy and must at all times be compliant with the same.


Job-related activities include research and educational tasks that may be found via the
Internet that would help in an employee’s role.



All Internet data that is composed, transmitted and/or received by DLHA’s computer
systems is considered to belong to DLHA and is recognized as part of its official data. It is
therefore subject to disclosure for legal reasons or to other appropriate third parties.



The equipment, services and technology used to access the Internet are the property of
DLHA and the company reserves the right to monitor Internet traffic and monitor and
access data that is composed, sent or received through its online connections.



Emails sent via the school’s email system should not contain content that is deemed to
be offensive. This includes, though is not restricted to, the use of vulgar or harassing
language/images.



All sites and downloads may be monitored and/or blocked by DLHA if they are deemed to
be harmful and/or not productive to business.



The installation of software such as instant messaging technology is strictly prohibited.

Unacceptable use of the Internet by employees includes, but is not limited to:
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Access to sites that contain obscene, hateful, pornographic, unlawful, violent or otherwise
illegal material



Sending or posting discriminatory, harassing, or threatening messages or images on the
Internet or via DLHA’s email service



Using computers to perpetrate any form of fraud, and/or software, film or music piracy



Stealing, using, or disclosing someone else’s password without authorization



Downloading, copying or pirating software and electronic files that are copyrighted or
without authorization



Sharing confidential material, trade secrets or proprietary information outside of the
organization



Hacking into websites or personal computers of others using DLHA computers or other
equipment



Sending or posting information that is defamatory to the company, its products/services,
colleagues and/or customers



Introducing malicious software onto the company network and/or jeopardizing the
security of the organization’s electronic communications systems



Sending or posting chain letters, solicitations, or advertisements not related to business
purposes or activities



Passing off personal views as representing those of the organization

If an employee is unsure about what constitutes acceptable Internet usage, then he/she should
ask his/her supervisor for further guidance and clarification.
All terms and conditions as stated in this document are applicable to all users of DLHA’s network
and Internet connection. All terms and conditions as stated in this document reflect an agreement
of all parties and should be governed and interpreted in accordance with the policies and
procedures mentioned above. Any user violating these policies is subject to disciplinary actions
deemed appropriate by DLH Academy.

User Compliance
I understand and will abide by this Internet Usage Policy. I further understand that should I
commit any violation of this policy, my access privileges may be revoked, disciplinary action
and/or appropriate legal actions may be taken.
_______________________________

_____________

Employee Signature

Date
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Property of
Darrell Lynn Hines Academy
7151 N. 86th Street
Milwaukee, Wisconsin 53224
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