
SAINT JUDE THE APOSTLE SCHOOL  
TERMS & CONDITIONS OF EMPLOYMENT 
2018 - 2019 EXHIBIT B   
 

We are a dedicated and professional staff that will provide an excellent academic education within a Christian environment. 
 
PART I At the start of the new school year, each teacher will be provided with a copy of the faculty handbook and job description designed to 
clarify administrative expectations and the responsibilities and duties of teachers.  Each teacher is expected to accept personal responsibility for 
fulfilling his/her duties. 
 

PART II 
 

Saint Jude Congregation provides the following benefits for teachers: 
 
MEDICAL LEAVE:  Full-time teachers accrue one (1) day per month to be used for sick leave or family illness as it relates to immediate family 
(children, parents or spouse) ten (10) days per year as stated in the contract.  In order to be compensated  for sick days, an employee who is absent 
for more than five consecutive days, may be required to submit a written medical excuse from a licensed physician to the school administration.  
Days may be accumulated up to 90 days at full pay.  Anyone, who as of June 9, 2009, had accumulated more than 90 days will retain their 
additional days.  Effective with any contract signed after June 9, 2009, teachers may not accumulate more than 90 days of sick leave.  After the 90 
days have been exhausted, teachers are eligible to apply for long-term disability.  Leaves of absence for reasons other than illness and attendance at 
funerals of immediate family members will be considered for administrative approval.  A maximum of two (2) per year of the ten days may be used 
for personal leave.  Personal leave days may be accumulated up to five (5) days.  All personal day leave must be requested in writing in advance. 
Absences before or after scheduled school vacations, conventions, inservices, or other breaks are strongly discouraged and will need special 
consideration from the administration.   For use of more than ten sick days in any calendar year to care for other immediate family members, the 
employee must obtain administrative approval.  Upon completion of employment at Saint Jude the Apostle School, unused sick days are not subject 
to compensation.  
 

PERSONAL LEAVE:   An extended personal leave for any reason, including one extended beyond a physician-approved medical leave, is 
differentiated from a medical leave in that there is no physician documentation accompanying the requested time off.  An extended personal leave 
must be applied for in writing and must receive principal approval.  During the time one is on an extended personal leave, no compensation will be 
received nor will sick days be accumulated    
 

MATERNITY LEAVE:  Leave for pregnancy is treated as a medical leave would be treated.  The employee is allowed to be absent from work for 
what is deemed medically necessary by a physician.  Employees must provide a written medical excuse from a licensed physician.  Any additional 
time requested by the employee beyond a physician’s recommendation would be considered personal leave as opposed to medical or maternity 
leave.  Teachers would need to apply in writing for this additional time, and must receive principal approval.   
   
 

PENSION:  A contribution of 7% of the individual gross salary will be paid into the Archdiocesan  Retirement Fund as determined by 
Archdiocesan policy.  Eligibility begins after one (1) year of service in the archdiocese.  Part-time teachers are not eligible as per contract terms.   
 
MEDICAL/HOSPITAL INSURANCE:   
Saint Jude the Apostle School offers health insurance coverage to all employees who are regularly scheduled to work at least 30 hours per week. 
Saint Jude makes health insurance available to employee, spouses or others, as required by and defined by applicable law. As a part of its effort to 
provide quality benefits on a cost-effective basis to as many employees as possible, Saint Jude limits its contributions toward health coverage for 
employee spouses who have other health coverage available. If the spouse of an employee does not have other coverage available, the spouse may 
be covered under Saint Jude’s health plan under the same terms as any other eligible dependents provided a letter from the spouse’s employer is 
directed to Saint Jude indicating that it does not offer health insurance benefits to its employee.  If the spouse has health coverage available from his 
or her employer, the spouse can be covered under Saint Jude’s health plan, but only if the employee pays the full cost of the premium for the 
spouse’s coverage. Any employee who misrepresents whether his/her spouse has other available coverage faces discipline, up to and including 
discharge.  The premium for individual coverage for group hospitalization and medical insurance is paid by the employer at 85% of the 
Archdiocesan basic health care plan.  The premium for family coverage for group hospitalization and medical insurance is paid by the employer at 
70% of the Archdiocesan basic health care plan.  Eligibility begins on the first of the month after thirty (30) days of employment.  Part-time teachers 
are not eligible as per contract terms.   
 
EMPLOYEE TERMINATION OF CONTRACT 
The Employee agrees that the sum of $4,500 will be a fair and reasonable sum in the form of liquidated damages in order to compensate the 
employer for the time and effort necessary to secure a replacement it may incur as a result of the employee’s  termination of this signed contract           
at any time after May 4, 2018, as well as the increased financial burden of doing so by way of increased compensation to a replacement as well as 
general harm to the school as a result of the more narrow talent pool that may then be available. The Employee understands that there will be no 
penalty sum paid to the employer if the contract is terminated in writing on or before May 4, 2018.  
 

The Employee agrees that the employer may deduct such penalty from wages due, but not yet paid, and, in the event a termination occurs, 
authorizes the employer to make such a deduction. If no wages are then due, the Employee shall provide the employer with a check within thirty 
(30) days of termination or contact the employer to make payment arrangements.  The Employee agrees that the employer may deduct such penalty 
from wages due, but not yet paid, and, in the event a termination occurs, authorizes the employer to make such a deduction. If no wages are then 
due, the Employee shall provide the employer with a check within thirty (30) days of termination or contact the employer to make payment 
arrangements.  
 

LONG-TERM DISABILITY INSURANCE;  Long-term disability insurance will be provided for all full-time employees.  The insurance will 
cover 60% of salary after a 90 day waiting period.  The premium will be paid in full by the parish. 
 
TERM LIFE INSURANCE:  All full-time lay employees will be insured to one times their annual base salary, rounded upwards to the nearest 
$1,000 (i.e., salary of $10,200 - insurance coverage $11,000). Entire cost is borne by the employer.  Per Archdiocesan policy, eligibility begins after 
one (1) year of service. 
 



 

ANNUAL INCREMENT:   
 

A. Based upon annual budget approval, a teacher may or may not receive an annual increment.  If, at any time during the year, 
administration feels that a teacher is not giving satisfactory service, a written warning will be given.  Three written warnings may 
put the teacher on a salary freeze for the following year.     

B. A teacher who does not hold a Wisconsin teaching license - OR - who has a license from another state - OR - who has a license in a 
field other than the area in which they are teaching, must be actively enrolled in course work toward a teaching license in the area in 
which he/she is currently employed.  An approved Plan of Study also must be on file with the school administration.  Attaining that 
required teaching license will place teachers at the BA level on the Saint Jude pay scale.   For those not fully licensed in the area in 
which they are teaching, annual increments will be determined by the school administration.  

 
TUITION REIMBURSEMENT:  When seeking tuition reimbursement, course approval is required prior to enrolling in any class.  
Upon submission of an approved course-completion grade to the principal, a percentage (up to, but no greater than 50%) of the tuition 
may be reimbursed by Saint Jude the Apostle School at the discretion of the principal.  It is expected that if continuing education funds 
are granted to an educator during the year, he or she will return to Saint Jude the Apostle School in the fall for the subsequent academic 
year or the funds will be refunded to Saint Jude the Apostle Parish.    During each contract year, a maximum of 6 credits per year for full-
time employees may be submitted for approval.  Part-time employees need to make individual arrangements.  These credits should be 
based upon relevance to the school curriculum.  Any reimbursement is based upon the availability of funds.   
 
 
 
 
 
 
 
 

DATE:_______________________                     ____________________________________________________ 
                                                                             Signature of  Teacher 
              
 
 
DATE:_______________________                     ____________________________________________________ 
                                                                             Signature of  Principal 
 
 
 
 



SAINT JUDE THE APOSTLE SCHOOL TEACHER JOB DESCRIPTION  2018 - 2019 
 

EDUCATIONAL REQUIREMENTS 
 

1. A Bachelor’s degree at the minimum. 
2. Appropriately certified or certifiable by the State of Wisconsin. 
3.  Meet religious instruction requirements as established by the Milwaukee Archdiocese.  
4.  Complete pay scale advancement form and turn in record of credits earned (or expected to be earned)  by November 2,  2018 for any 

 expected pay scale increase for the following year.   In order to be considered for approval, credits must be those which will advance 
 knowledge and/or skills in the appropriate academic area in which the individual teaches.    

5. All credits earned with the intent of advancing horizontally on the pay scale must be approved graduate level  credits.  It is also assumed 
 that prior to receiving approval for graduate level courses, the teacher’s Bachelor’s degree is in the field of education unless there is an 
 approved Plan of Study on file.  It is expected that teachers receive a grade of B or higher in order for credits to be considered for pay 
 scale progression.  
6. Staff educational requirements for the school year 2018 - 2019 are as follows: 
 All lifetime and certified teachers need to complete 6 credits every five years.  This applies to all staff, including those with a formal 
 Professional Development Plans.  
 Note:  All employees who are non-certified or not certified in the area that they currently teach, need to submit an individual 
 Archdiocesan Plan of Study which needs to be on file by November 1st of each school year.   The course work for the Plan of Study 
 needs to be approved by the school administration in accordance with the accreditation review board.   
7.  Initial educators are mandated by the Department of Public Instruction and the Archdiocese of Milwaukee to  participate  in the Initial 

 Educator Program. 
8.  Every teacher, including those who are initial educators, are required to submit a professional development plan which is 

 reviewed annually. 
 

   QUALIFICATIONS 
 

1. Witness of Gospel values. 
2. Active participant in religious affiliation. 
3. Uphold highest standards of the Catholic church and act accordingly. 
4. Enthusiasm for teaching children. 
5. Sensitivity to and understanding of children and adults of varying temperaments. 
6. Mature judgment and emotional stability. 
7. Good physical and mental health. 
8. Creative imagination and resourcefulness. 
9.  Professionalism in attire, communication, demeanor. 
10.  Each teacher should have a professional development plan on file.  This plan should be reviewed annually and updated as necessary.  
11.  To comply with the National Standards and Benchmarks for Effective Catholic Schools. 
 

DUTIES AND RESPONSIBILITIES 
 

1.   Share and support mission, goals and objectives of the school. 
2.  Teach and maintain a high level of enthusiasm and commitment to sharing Catholic, Christian values and stories of faith as a significant 

 part of one’s educational curriculum, day and efforts. 
3.  Cooperate in planning assigned liturgies with all personnel concerned. 
4. Abide by regulations in Faculty Handbook and Archdiocesan Policies and Regulations. 
5. Follow all directions and complete assignments as directed by the principal.   
 

WORK DAY 
 

1.  Comply with school hours as described in daily duties of teachers.  Teachers should arrive no later than 7:30 AM and remain in the 
 building until 3:45 PM. 

2.  Whenever students are in the room, teachers should not be engaged in other work at their desks.  Times like this should be used to 
 interact individually with students for the purpose of review and enrichment, answering questions or critiquing student work.   

3. Attend faculty meetings, Home and School general meetings, Teachers’ Convention, workshops, conferences, music concerts, evening 
 meetings and other events  as directed by the principal. 
4.  Show adequate preparation for daily classes through daily lesson plans.  These are to be submitted to the school office no later           

 than 8:00 AM on the first day of the work week.  
5.  Update your classroom information on a weekly basis.  This should be completed by 3:15 on the first day of the work week.   
6. Follow basic content objectives from school’s established curricular scope and sequence. 
7. Provide flexible, appropriate activities for children with special learning needs. 
8. Communicate with parents to assure they are fully aware of the academic, emotional, physical, religious and social progress of their 
 children. 
9. Be responsible for student supervision as assigned by the principal. 
10. Maintain inventory of classroom and athletic equipment, books and supplies.  
 

PARENTS AND STUDENTS 
1. Make an effort to be positive in all personal contacts. 
2. Be prepared for the unexpected; give benefit of the doubt before making rash  judgments or statements. 
3. Inform principal of any situation or written communication that may later come to his/her attention. 
4.  Confer with parents in addition to scheduled conferences as needed. 
5.  Respond to any and all correspondence  as soon as possible and definitely within twenty-four hours.  This would include e-mails,  
 phone calls, and notes.   



PROFESSIONAL CLASSROOM DUTIES 
1. Assist students, teachers, parents and administration in making the school environment one in which maximum 
 growth as Catholic citizens may take place. 
2. Organize and supervise assigned classes for optimum educational learning. 
3. Show adequate preparation for daily classes through weekly lesson plans. 
4. Follow basic content objectives from the school’s established curricular scope and sequence. 
5. Provide flexible, appropriate activities for children with special learning needs. 
6.   Communicate with parents to assure they are fully aware of the academic, emotional,                  
 physical, religious and social progress of their children. 
7. Be responsible for student supervision as assigned by the principal. 
8.  Maintain inventory of classroom and athletic equipment, books and supplies. 
9.  Teachers should work to update their personal technology skills in order to keep current with the demands               

 of both the hardware and software usage which is required to complete academic and administrative tasks. 
10.  Teachers are expected to maintain the homework website, www.yourclaspage.com, by 3:15 each Monday             

 or the first teaching day of the week.   
11.  Cell phones and computers should NOT be used by teachers at any time when students are in the room. At all 

 times when children are present, teachers should interact with them by providing direct supervision,  
 instruction or individual help. 

 
SUPERVISORY DUTIES 

1. Always be in classroom when students are present.  
2. Keep careful daily attendance records. 
3. SUPERVISE STUDENTS - at all times that they are assigned to you (including to and from other classes and 
 activities).  Students may not go from area to area on their own. 
4. Monitor and reinforce school dress code.  Report repeated violations to the principal. 
5.  Support and enforce school discipline policy with consistency and uniformity. 
6.  Teacher and student positioning in the classroom is an important aspect of supervision.  Walking throughout the 

 classroom after general large group instruction is strongly encouraged.  BE PRESENT TO THE STUDENTS AT 
 ALL TIMES WHEN THEY ARE UNDER YOUR CARE.   

 
HOUSEKEEPING DUTIES 

 As each classroom, all hallways and other common areas are a reflection on the entire school, it is incumbent on all 
 to take responsibility for basic good order and cleanliness throughout the building.  Doing so also gives an example to 
 students of the respect we expect from them for all school and personal property.  Therefore, teachers are asked to: 
  -  Keep desks and all classroom surfaces in order and free of clutter. 
  -  Supervise cleaning of boards, desks and other surfaces as necessary. 
  -  Keep classroom, hall bulletin boards and other displays current and attractive 
 

EXTRA ACTIVITIES 
1. Plan appropriate educational field trips with the approval of the principal. 
2. Cooperate with staff on such activities as open house, assemblies, “spirit activities”, etc. 
3.  Cooperate in the “housekeeping” of the faculty room, copy room and other common areas.  
4.  Teachers are expected to volunteer at Winterfest  for the required amount of time.  A free day is given on the  Monday 

 following Winterfest in order to compensate for the mandated service to Winterfest. 
5.  The principal will assign teachers the responsibility to serve on a minimum of three committees. 
6.  Teachers will be expected to attend/participate in events such as conferences, concerts, performances and various 

 holiday events.  
 

PERSONAL 
1. New teachers are to have physical exams as mandated by state policy. 
2.  Saint Jude the Apostle School is a smoke-free environment.  No smoking is permitted on the property. 
3.  Sabbaticals will be granted at the discretion of the principal in conjunction with pastoral approval.   Factors such as 

 years of service, teacher qualifications, subject area taught, reason for request, frequency of usage of sabbaticals, 
 work attendance, work history, time of year, length of time requested for leave and school year circumstances will be 
 considered when determining approval of  a leave.  Although respecting the request of the staff member, all decisions 
 will be based on what is in the best interest of the students.  

4.  Absences during the school year for family or long-term vacations are discouraged.  Absences 
 preceding or following school vacation times are discouraged.  If a personal day off is required prior to           
 or after a scheduled school vacation, the employee will be considered absent for a full day, even if there            
 is early dismissal for the school day.  Approval from the principal is required before considering absences        
 for vacations during the school year. 

5.  During the school year, administrators, teachers, teacher assistants, office personnel and other staff members are 
 required to follow a basic dress code. The purpose and intent of the dress code is to assure that the school staff 
 projects a professional image to the public as well as to the students.  Dressing in a professional manner helps 
 teachers maintain respect, establish credibility and establish themselves as authority figures.  Teachers are asked to 
 refrain from wearing low-cut tops and skirts which are too short or tight.    

 
Signature of Teacher   ______________________________________________________________________________ 
 
Date   ______________________________________________________________________________ 
 


