
SCHOOL DISTRICT OF MANAWA
POLICY & HUMAN RESOURCES  COMMITTEE MEETING

AGENDA

Join with Google Meet
meet.google.com/eur-bkpb-iju

Join by phone
(US) +1 507-556-4058 PIN: 220 393 309#

Date: February 10, 2021 Time: 6:00 p.m. Virtual Meeting

Board Committee Members:  Pethke (C), Forbes, J. Johnson

In Attendance:

Timer: _____________________________ Recorder: _____________________________

1. NEOLA Semi-Annual Updates (Information / Action) - Mr. LaVallee will be present virtually.
2. MS/HS Locker Usage Plan (Information / Action)
3. Secondary Spring Musical (Information / Action)
4. District Health Office Support Services/Clerical Paraprofessional Job Description (Information

/Action)
5. District Health Office Support Services/Clerical Paraprofessional position to begin March 1,

2021 (Information /Action)
6. Technology Support Job Description (Information / Action)
7. Technology Ed. / Computer Science & Engineering Job Description (Information / Action)
8. Policy & Human Resources Committee Planning Guide (Information)
9. Set Next Meeting Date:
10. Next Meeting Items:

a. Handbook Updates
b.

11.  Adjourn

https://meet.google.com/eur-bkpb-iju?authuser=0&hs=122
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Title Overview & Comments

Code 01 - Information & Comments - Vol. 30, No. 1

Status

WISCONSIN OVERVIEW AND COMMENTS
 

Volume 30, Number 1
December 2020

Bylaws and Policies
 
The following policies and guidelines were revised to include language either prohibiting or requiring permission for the use of
District name, logo, mascot, or any other property or assets of the District in connection with fundraising, except where such
permission is implicit because it is conducted by a District organization:
 
Policy 2430 – District-Sponsored Clubs and Activities
Policy 5830 – Student Fund-raising
Policy 6605 – Crowdfunding
Policy 6610 – Student Activity Fund
Policy 9700 – Relations with Non-School Affiliated Groups
Policy 9700.01 – Advertising and Commercial Activities
AG 2430 – District-Sponsored Clubs and Activities
AG 5830 – Student Fund-raising
AG 6605 – Crowdfunding
AG 9700 – Fundraising by Charitable Organizations
AG 9700B – Criteria for Commercial Messages
 
Policy 0100 – Definitions (Revised)
 
Definitions for “School Nurses” and "School Officials" have been added, as well as cross-references for the definitions of “Board” and
“District”. These revisions are recommended for consistent application of the definitions within bylaws, policies, and guidelines.
 
Policy 0131.1 – Bylaws and Policies (Revised)
 
This Bylaw has been revised to include an acknowledgment that applicable laws or regulations, including temporary emergency
orders or mandates, might supersede the bylaws and policies in certain instances. While that is not a change in the legal status of
bylaws and policies, the current pandemic has sometimes raised questions as to the potential conflict between legal mandates and
standing policies. This revision is not required but is recommended to assist districts in responding to inquiries in that regard.
 
Policy 0143.2 – Board Member Information Requests (NEW)
 
This is a new policy that establishes protocols for dealing with Board member informational requests. It distinguishes between those
requests which would be made as a public record request by any citizen, from those authorized by the Board and requiring



administrative research or investigation. This policy is recommended but not required to provide consistency of response to such
requests.
 
Policy 0144.4 - Indemnification (Revised)
 
This policy is revised to reflect that indemnification, as well as other representations and guarantees, in the context of contracts
should not be entered into without consulting legal counsel. There are circumstances where the district may be negotiating a
contractual arrangement in which the contract proposal includes indemnification and/or other types of clauses obligating the district
to assume legal responsibility for claims against another entity, for example, many construction contracts contain such clauses.
Whether such agreements are permissible and/or sound policy is best determined in consultation with the district's legal
representation.
 
This revision is recommended, but not required.
 
Policy 0144.5 – Board Member Behavior and Code of Conduct (NEW)
 
This bylaw is provided as an optional bylaw to govern individual Board members’ conduct and to provide clarity of expectations, as
well as the scope of Board v. Board member authority. The policy describes a process for complaints and resolution, as well as
affirmatively informing the public that the Board has limited authority relative to adverse action directed at an individual member of
the Board.
 
Adoption is recommended, but not required.
 
Policy 0145 – Sexual and Other Forms of Harassment (Revised)
 
Language has been added to this policy to clarify its application only to situations involving harassment based on protected classes,
as defined in the policy. Such clarification is designed to avoid the application of the policy in instances involving bullying or
harassment not based on a protected class.
 
Policy 1211 – Whistleblower Protection (NEW)
 
This is a new policy to apply whistleblower protection for an administrator acting as a whistleblower, consistent with existing policies
for other employee groups. The revision is recommended for consistency with other policies.
 

Policy 1213/Policy 3213/Policy 4213 – Student Supervision and Welfare (Revised)
 
The policy is revised to clarify the restriction on staff posting on social media of student pictures or other depictions at public events.
For example, photos taken and posted by a staff member during a school athletic event. However, the exception for the posting of
student pictures or other depictions taken at a public event is further clarified so as not exempt all.  For example, a picture or other
depiction of a play that happens on the athletic field is appropriate but the posting of students in the stands who happen to be at the
game would not be considered an exemption to the policy prohibiting the posting of any visual or other depiction of students.
 
Adoption is recommended, but not required.
 
Policy 2411 – School Counseling and Academic and Career Planning (Revised)
 
A legal citation has been added specifically referencing the applicable Department of Public Instruction administrative code provision
requiring districts to “inform” parents about academic and career planning services. It should be noted that the administrative code
does not specify how to “inform” as referenced in the policy. This revision is recommended for consistency with applicable
regulations.

 
Policy 2416 - Student Privacy and Parental Access to Information (Revised)
 
The policy is revised to separate the curriculum review provisions from the right to review third party survey information. Other
revisions were made to streamline the policy language and make it more consistent with practice.
 
Adoption of these revisions is recommended, but not required.
 
Policy 2416.01 - Parental/Police Access To ( ) Library ( ) Instruction Material Center Information (Delete)
 
This policy is deleted. The contents retained have been moved to the new Policy 2522 - Library Media Center.
 
Policy 2522 – ( ) Library Media Center ( ) Instructional Material Centers ( ) Libraries (NEW)
 



This policy is created to implement DPI regulations requiring the development of a library media plan and associated requirements,
as well as incorporating the nondiscrimination policies to materials.
 
Wisconsin Administrative Code PI8.01(2)(h), requires that a long-range plan for library services development has to be approved by
the Board, and this task is led by the District’s licensed library media specialist. A part of this plan includes making sure policies
related to library services are included, reviewed, and revised as needed. There is also reference to the responsibility of providing a
collection of materials, which is also done by the licensed library media specialist and often connected to the Common School Funds
each district receives for this purpose.
 
Adoption is recommended, but not required. If not adopted it is still advisable to verify that the District has developed a plan as
required and, even if one exists, that it is current and relevant.
 
Policy 3531/Policy 4531 - Unauthorized Work Stoppage (Revised)
 
This policy has been revised to reflect that school operations may not always be in what has been considered the traditional brick
and mortar school environment.
 
The policy also has an added legal citation Wis. Stat. 111.70(4)(L) that states: “Strikes prohibited. Nothing contained in this
subchapter constitutes a grant of the right to strike by any municipal employee or labor organization, and such strikes are hereby
expressly prohibited.”
 
The changes to this policy reflect current standards and adoption is strongly recommended.
 
Policy 5113 – Open Enrollment Program (Inter-District) (Revised)
 
The policy is revised to include a new section/clause that allows the policy to adapt to the implementation of emergency rules or
measures that are put in place at the State or Federal level and which may impact certain provisions in the Open Enrollment policy.
Inclusion of this language is recommended because of the technical nature of open enrollment; particularly open enrollment appeals
that rely heavily on District policy language.
 
Adoption is recommended, but not required.
 
Policy 5511 – Dress and Grooming (Revised)
 
Revisions have been made to provide a more detailed and descriptive policy and process. While this is always a work in progress in
terms of developing more specific and predictable requirements, and also maintaining viewpoint neutrality, the policy recommends a
process whereby any application of the policy resulting in a student being temporarily excluded or required to remove an article of
clothing deemed to violate the policy be reviewed administratively before the action is pursued.
 
It is recommended that when there could be a concern regarding protected speech as detailed in the policy revisions Districts should
consult with local legal counsel while reviewing and adopting updated dress code requirements.
 
Policy 5517.01 – Bullying (Revised)
 
The policy has been revised to include language for circumstances where complaints have been received against the District
Administrator or a Board member. Additional revisions address the issue of a complaint initially made as an incident of bullying that
may involve a Protected Class and the process for investigation.
 
The revision is recommended but not required.
 
Policy 5540 – The Schools and Governmental Agencies (Revised)
 
Optional language has been added for districts that contract with local law enforcement for School Resource Officers to acknowledge
the existence of such arrangements. A legal citation to the school safety statute has also been added.
 
These revisions are recommended but not required.
 
Policy 5540.01 – Investigations Involving Suspected Child Abuse (Revised)
 
This policy has been clarified with regard to instances where law enforcement may request that parents not be contacted to preserve
investigatory integrity.
 
This revision is recommended but not required.
 
Policy 5895 – Student Employment (Revised)



 
. The policy is revised to add the option for the Board to serve as a work permit issuing authority and to designate a permit office for
that purpose. The designated permit office is authorized to issue work permits in accordance with legal requirements for issuing
student work permits and the obligation to maintain required records. The policy is also revised to remove the reference for the
District Administrator to prepare administrative guidelines that may not be necessary.
 
Adoption is recommended, but not required.
 
Policy 7230 - Gifts, Grants, and Bequests (Revised)
 
This policy has been revised to include optional language for the Board to approve and formally acknowledge all gifts, grants, and
bequests.
 
Further, an option has been revised to identify that any equipment or equipment with a Board established value, to be purchased by
a parent organization or non-district entity for use in the school, on District property, or at a District-related event shall be reviewed
by the District Administrator. An additional option allows for the requirement of Board approval for such a purchase.
 
Revisions to this policy are recommended if these options were previously selected, but not required.
 
Policy 7550 – Cooperation with Local Governments (Revised)
 
This policy is revised to remove reference to inter-library loans (which are included in new Policy 2522) and to revise the provisions
regarding collaboration with other governmental bodies for community purposes. The policy has been renamed as well to reflect the
purpose of the policy.
 
Adoption is recommended, but not required.
 
Policy 8405 – Environmental Health and Safety Program (Revised)
 
The policy is revised to add a reference to plan availability and to correct the statutory citation. As a reminder, all school districts are
required to have an Indoor Environmental Quality (IEQ) plan in place. It is highly recommended that these plans are reviewedfor
purposes of maintaining a safe work environment and illustrating efforts to mitigate communicable disease spread in the school
environment.
 
Adoption is recommended, but not required.
 
Policy 8451 – Pediculosis (Head Lice) (Revised)
 
The policy has been modified to incorporate the current Center for Disease Control, American Academy of Pediatrics and National
Association of School Nurses guidance and best practice with respect to the treatment of head lice found at  school.
 
The revisions are recommended for clarity of the policy.
 
Policy 9130 – Public Requests, Suggestions, or Complaints (Revised)
 
The policy is significantly revised to streamline the process and to make it more efficient in it's application.
 
Adoption is recommended, but not required.
 

ADMINISTRATIVE GUIDELINES
 
AG 3120B – Appointment of Personnel to Compensated Co-Curricular and Extra-Curricular Activities (Revised)
 
The guideline has been clarified with respect to the options for employment decisions regarding extra-curricular personnel.
 
The revision is recommended for clarity in administrative responsibility for personnel matters.

 
AG 5200 – Attendance (Revised)
 
The guideline is revised to add a reference to virtual instruction attendance options and requirements, similar to those previously
incorporated into the policy.Additional revisions are made to remove specific references to civil and criminal penalties to avoid
inconsistency in the event of changes in the law or local ordinances.
 
Adoption is recommended, to assure that attendance guidelines relative to virtual instruction are consistent with the policy language.



 
AG 5463 – Student and Credit Transfer from Non-Public Schools (Revised)
 
This guideline has been revised to incorporate the transfer provisions in AG 9270 (which has been deleted).
 
Additional revisions are made to make the guideline more user friendly and to incorporate credit transfers and grades from other
schools, as well as those taken in the district by students while enrolled in another school or home-based program under Policy
9270.
 
Further, this guideline has been updated to include information regarding admission of students from non-approved schools which
was formerly in AG9270A.
 
Adoption is recommended, but not required.
 
AG 5517.01 – Bullying (Delete)
 
(This guideline is recommended for deletion because the language is largely repetitive of the revised Policy 5517.01.)
 
AG 5610 - Suspension and Expulsion (Revised)
 
“Calendar day” has been added for clarification to identify the specific number of days that the Board has to review the expulsion
order and shall, upon review, approve, reverse or modify said order.
 
Adoption is recommended.
 
AG 7530 – Personal Use of District Equipment/Facilities (DELETE)
 
The guideline is deleted as the topics included are dealt with in other policies and/or guidelines.
 
AG 9270A – Admission of Students from Nonpublic and Nonapproved Schools (Delete)
 
This guideline is recommended for deletion as its contents have been incorporated into AG 5463.

Last Modified by Steve LaVallee on January 28, 2021
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0100 - DEFINITIONS
 
The bylaws of the Board of Education of this District incorporate quotations from the laws and administrative code of the State of
Wisconsin. Such quotations may be substantively altered only by appropriate legislative, judicial, or administrative action.
 
Whenever the following items are used in these bylaws, policies, and administrative guidelines, they shall have the meaning set forth
below:
 

Administrative Guideline
 
A statement, based on policy, usually written, which outlines and/or describes the means by which a policy should be
implemented and which provides for the management cycle of planning, action, and assessment or evaluation. The District
previously referred to administrative guidelines as rules.
 
Agreement
 
A collectively negotiated contract with a recognized bargaining unit.
 
Apps and Services
 
Apps and services are software (i.e., computer programs) that support the interaction of personal communication devices (as
defined in Bylaw 0100, above) over a network, or client-server applications in which the user interface runs in a web
browser.  Apps and services are used to communicate/transfer information/data that allow students to perform actions/tasks
that assist them in attaining educational achievement goals/objectives, enable staff to monitor and assess their students'
progress, and allow staff to perform other tasks related to their employment. Apps and services also are used to facilitate
communication to, from and among and between, staff, students, and parents, Board members, and/or other stakeholders
and members of the community.
 
Board
 
The School Board also commonly referred to as the Board of Education. Within these bylaws and policies, the
terms Board and District may be used interchangeably, depending on the context of the policy.
 
Bylaw
 
Rule of the Board for its own governance.
 
Clerk
 
The chief clerk of the Board. (See Bylaw 0170)
 



District
 
The School District. Within these bylaws and policies, the terms Board and District may be used interchangeably, depending
on the context of the policy.
 
District Administrator
 
The administrative head of the School District of Manawa. In policy, capitalization of the term District Administrator, implies
delegation of responsibilities to appropriate staff members.
 
Due Process
 
Procedural due process requires prior knowledge (a posted discipline code), notice of offense (accusation), and the
opportunity to respond. Specific due process requirements are dependent upon the circumstances and may vary depending
on such circumstances.
 
Full Board
 
Authorized number of voting members entitled by law to govern the District. The full Board is the total number of Board
members authorized by law regardless of the number of current sitting members.
 
Information Resources
 
 The Board defines information resources to include any data/information in electronic, audio-visual or physical form, or any
hardware or software that makes possible the storage and use of data/information. This definition includes but is not limited
to electronic mail, voice mail, social media, text messages, databases, CD-ROMs/DVDs, web sites, motion picture film,
recorded magnetic media, photographs, digitized information, or microfilm. This also includes any equipment, computer
facilities, or online services used in accessing, storing, transmitting or retrieving electronic communications.
 
Law Enforcement Officer(s) or Agencies
 
 These terms include any local, State, or Federal law enforcement agency of competent jurisdiction and its officers acting
within their legal authority. 
 
Legal Custodian of Records
 
The School District will designate one (1) District Records Custodian (DRC) to be the legal custodian of records for the
District. The DRC shall keep and preserve the public records of the District and is granted authority to render a decision and
carry out duties related to those public records.
 
May
 
This word is used when an action by the Board or its designee is permitted but not required.
 
Medical Advisor
 
The School District is required to appoint a medical advisor. The medical advisor shall be a licensed physician and will
participate in the annual review of the District emergency nursing services plan. The School District may also have the
medical advisor fulfill other roles. (PI 8.01(g)(3))
 
Meeting
 
Any gathering which is attended by or open to all of the members of the Board, held with the intent on the part of the
members of the body present to discuss or act as a unit upon the specific public business of that body. Wis. Stat. 19.82(2).
 
Parent
 
The natural, adoptive, or surrogate parents or the party designated by the courts as the legal guardian or custodian of a
student. Both parents will be considered to have equal rights unless a court of law decrees otherwise.
 
Personal Communication Devices 

 Personal communication devices ("PCDs") include computers, laptops, tablets, e-readers, cellular/mobile phones,
smartphones, and/or other web-enabled devices of any type.
 



Policy
 
A general, written statement by the governing Board which defines its expectations or position on a particular matter and
authorizes appropriate action that must or may be taken to establish and/or maintain those expectations.
 
President
 
The chief executive officer of the Board of Education. (See Bylaw 0170)
 
Principal
 
The educational leader and head administrator of one (1) or more District schools. In policy and administrative guidelines,
implies authority to delegate responsibilities to appropriate members of his/her staff.
 
Professional Staff Member
 
District employees who are either certified teachers employed in a position for which certification is a requirement of
employment or administrative employees who are responsible for oversight or supervision of a component or components of
the District's operation, or serve as assistants to such persons, regardless of whether they hold an administrative contract or
are required to have administrator certification, but excluding the District Administrator/Superintendent.
 
Relative
 
The mother, father, sister, brother, spouse, parent of spouse, child, grandparents, grandchild, or dependent in the immediate
household.
 
 

School Nurse
 
A school nurse is a registered nurse who meets the requirements of Wis. Stat. Sec. 115.001(11).  A school nurse has
the authority to exclude students for signs of illness. 
 
School Official
 
A school official is a person employed by the Board as an administrator, supervisor, teacher/instructor (including
substitutes), or support staff member (including health or medical staff and law enforcement unit personnel); a person
serving on the Board; a person or company with whom the Board has contracted to perform a special task (such as an
attorney, auditor, or medical consultant); a contractor, consultant, volunteer or other party to whom the Board has
outsourced a service otherwise performed by Board employees (e.g. a therapist); or a parent or student serving on an
official committee, such as a disciplinary or grievance committee, or assisting another school official in performing
his/her tasks (including volunteers).
 

Shall
 
This word is used when an action by the Board or its designee is required. (The word "will" or "must" also signifies a required
action.)
 
Social Media
 
Social media are online platforms where users engage with another and/or share information and ideas through text, video,
or pictures.  Social media consists of any form of online publication or presence that allows interactive communication,
including, but not limited to, text messaging, instant messaging, websites, web logs ("blogs"), wikis, online forums (e.g., chat
rooms), virtual worlds, and social networks.  Examples of social media include, but are not limited to, Facebook, Facebook
Messenger, Google Hangouts, Twitter, LinkedIn, YouTube, Flickr, Instagram, Pinterest, Skype, and Facetime.  Social media
does not include sending or receiving e‑mail through the use of District-issued e-mail accounts.  Apps and web services shall
not be considered social media unless they are listed on the District's website as District-approved social media
platforms/sites.
 
Student
 
A person who is officially enrolled in a school or program of the District.
 
Superintendent
 



Sometimes the administrative head of the School District is referred to as Superintendent, but has the authority of the
District Administrator by law. In policy, capitalization of the "S" in Superintendent implies delegation of responsibilities to
appropriate staff members.
 
Support Staff
 
Any employee who provides support to the District’s program and whose position does not require a professional certificate.
This category includes special education paraprofessionals, even though it is a requirement to hold a special education
program aide license issued by the Wisconsin Department of Public Instruction (DPI) or another valid and current DPI license
or permit..
 
Technology Resources
 
 The Board defines technology resources to include computers, laptops, tablets, e-readers, cellular/mobile telephones,
smartphones, web-enabled devices, video and/or audio recording equipment, SLR and DSLR cameras, projectors, software
and operating systems that work on any device, copy machines, printers and scanners, information storage devices
(including mobile/portable storage devices such as external hard drives, CDs/DVDs, USB thumb drives and memory chips),
the computer network, Internet connection, and online educational services and apps.
 
Treasurer
 
The chief financial officer of the Board (See Bylaw 0170)
 
Vice-President
 
The Vice-President of the Board. (See Bylaw 0170)
 
Voting
 
A vote at a meeting of the Board. The law requires that Board members must be present in order to have their vote officially
recorded in the Board minutes, and to be available for a roll call vote. A Board member’s presence at a meeting includes
his/her presence if attending by telephone or other manner of remote access, so long as such remote access is compliant
with State law. No voting by Proxy may be recorded or counted in an official vote of the Board. Remote access during quasi-
judicial functions (e.g. termination hearings, expulsions) may be permitted after consultation with legal counsel.

 
Citations to Wisconsin statutes are shown by the Section Number (e.g., 120.11, Wis. Stats.). Citations to the Wisconsin
Administrative Code are prefaced P.I. (e.g., P.I. 11). Citations to the United States Code are noted as U.S.C., Federal Register are
noted as F.R., and the Code of Federal Regulations as C.F.R.
 
Revised 8/22/16
Revised 7/17/17
Revised 12/18/17
 
© Neola 2020

Last Modified by Steve LaVallee on January 28, 2021
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0131.1 - BYLAWS AND POLICIES
 
The Board shall adopt bylaws and policies for the organization and operation of this Board. Such policies are to include those needed
to meet the education standards established by Wisconsin Statute. In the event of any conflict between these bylaws and policies
and any applicable law or regulation, including temporary emergency orders or mandates, the legal authority shall prevail.
 
Bylaws and policies not dictated by the statutes or rules of the Department of Public Instruction or ordered by the State
Superintendent of Public Instruction or a court of competent authority may be adopted, amended, and repealed at any meeting of
the Board.
 
Adoption of new or revised policies, as well as the deletion of policies, is solely the responsibility of the Board. Recommendations for
new or revised policies shall be brought to the Board for consideration at two (2) scheduled Board meetings. At the first meeting, the
Board shall discuss the proposed policy and offer any suggested changes. At a subsequent meeting the Board may vote on the
adoption of the policy, including any amendments approved by the Board.
 
On matters of unusual urgency, and following a Board vote to waive the two (2) meeting process, a new proposed policy may be
introduced and acted upon at the same meeting. Policy revisions that include only stylistic or minor content changes may be adopted
at the same meeting initially presented.
 
Bylaws and policies shall be adopted, amended, repealed, or suspended by a majority vote of the Board.
 
The Board may adopt, amend, or repeal rules of order for its own operation by simple resolution of the Board passed by a majority
of those present and voting.
 
The adoption, modification, repeal, or suspension of a Board bylaw or policy shall be recorded in the minutes of the Board. All bylaws
and policies shall be included in the Board policy manual.
 
The District Administrator is authorized to review and make technical corrections to policies that have already been adopted through
normal rulemaking procedures. Technical corrections are those corrections to policy language or construction that do not reflect a
policy decision or substantive consideration by the Board, such as correction of a typographical or grammatical error, inclusion or
correction of a statutory citation, renumbering of sections, combining of policies, or similar actions. The District Administrator shall
inform the Board of any such changes at the next regular Board meeting.
 
© Neola 202017

Last Modified by Steve LaVallee on January 28, 2021
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0142.5 - VACANCIES
 
The office of a Board member shall become vacant immediately upon the occurrence of any one (1) of the following events:

A. the death of the incumbent, or the incumbent's being found mentally incompetent by the proper court;
 

B. the incumbent's resignation
 

C. the incumbent's removal from office; 
 

D. the incumbent's conviction of a felony or imprisonment for one (1) or more years;
 

E. the incumbent's election or appointment being declared void by a competent tribunal;
 

F. the incumbent's neglect or failure to file the oath of office or to give or renew an official bond, if required
 

G. the incumbent's ceasing to possess the legal qualifications for holding office;
 

H. the incumbent moving his/her residence out of the District;
 

I. the incumbent is absent from the territory of the District for a period of sixty (60) continuous days, unless such absence is
due to active duty in the armed forces, in which case the vacancy shall be temporary for the remainder of the term or until
the incumbent returns and files a notice of his/her intent to return to his/her unexpired term.

The incumbent moving his/her residence out of the zone to which the person was elected may complete the term and would run for
the position in their new zone after the completion of their elected term.
 
A vacancy shall be filled by the remaining members of the Board in accordance with 17.26, Wis. Stats.
 
Filling a Board Vacancy
 
Vacancies on the Board shall be filled by appointment made by the remaining Board members in accordance with State law and the
guidelines in this policy.
 
Public notice of the Board vacancy shall be given by the District Administrator and shall include a deadline for filing letters of
interest.
 
Any qualified elector of the District, and a resident of the apportioned geographical area when applicable, who is interested in filling
the vacancy may submit a letter of interest to District Administrator or designee by the date specified in the vacancy notice. If one
(1) or no letter of interest is received by the deadline, the deadline may be extended by a majority vote of the Board.
 



Candidates for a vacancy on the Board shall be considered at a properly noticed open meeting of the Board, unless there are
exceptional reasons to consider the candidates in closed session. The Board may consider candidate(s) in a closed session only if the
discussion involves financial, medical, social or personal histories or disciplinary data that, if discussed in public, would be likely to
have a substantial adverse effect upon the reputation of the candidate(s).
 
A majority vote shall be required for all appointments to the Board. All votes shall be recorded, preserved and open to public
inspection to the extent prescribed in Wis. Stat. Chapter 19. Secret ballots may only be used when Board members are electing
officers. When making the appointment, Board members should consider the candidate's residency in the appropriate zone and
interest and devotion to public education.
 
Appointment by the Board to fill a vacancy shall be by a majority vote of the existing Board. If the vacancy is not filled within sixty
(60) days of the date on which the vacancy first exists, the vacancy shall be filled by appointment of the Board President from
among the applicants who completed the process noted above.
 
The appointee shall hold office until a successor is elected and takes office under Wis. Stats., 120.06(4). When a vacancy occurs in
the office of a Board member who is in the last year of his/ her term, or when a vacancy occurs after the spring election but on or
before the last Tuesday in November in the office of a Board member who is not in the last year of his/her term, the successor shall
be elected at the next spring election. When a vacancy occurs after the last Tuesday in November and on or before the date of the
next spring election in the office of a Board member who is not in the last year of his/ her term, the successor shall be elected at the
2nd following spring election. Elections to fill unexpired terms shall be held simultaneously with the elections for regular terms. 
 
Any person upon being notified of his/her appointment shall be deemed to have accepted the appointment unless within five (5)
days s/he files with the Clerk a written refusal to serve. Any newly appointed Board member shall, pending the filing of the oath of
office, be seated on the Board and shall hold office until a successor is elected and takes office in accordance with State law.
 
Revised 7/18/16
 
© Neola 2020

Legal 17.03 et seq., Wis. Stats

17.26 (1g)(a), Wis. Stats.

120.12(28), Wis. Stats.
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0143.2 - BOARD MEMBER INFORMATION REQUESTS
 
It is important for the Board members to be informed about the operation of the District. The administrative team will provide
information to keep Board members informed of District operations. As a general rule, information will be distributed to the entire
Board. 
 
In order to provide individual Board members with information they request in an effective and efficient manner, the following
procedures will be used:
 

A. Individual Board members possess all the rights granted to them as citizens of the community, including access to public
records. Requests by individual Board members for documents which would be exempt from disclosure to the general public
will be presented to the Board for review. The Board will review the request and make a determination as to whether or not
the documents will be released to the Board member, consistent with State law. 
 

B. When a Board member(s) would like the administration to compile information which will require lengthy research and
investigation, the request should be submitted to the District Administrator, who will distribute copies to the Board. The
request(s) will be reviewed at the next meeting, if possible, by the Board and District Administrator to clarify the request and
determine in the context of other priorities if and when the administrative staff should respond to it. The requests, discussion
of them, and action indicated will become part of the record of the Board through the meeting minutes for follow-up and
subsequent reference. 
 

C. The District Administrator will discuss with the Board President the validity of any requests as deemed necessary. In making
requests for information, data, etc., Board members will make all such requests through Board action unless the request
meets the criteria given below: 
 

1. Individual Board members may request and obtain statistics and reports, etc., that are readily available. All such
requests will be submitted to the District Administrator who will have his/her staff gather the information or material. 
 

a. Individual Board members may use materials obtained to compile or organize data or statistics to meet their
needs. 
 

b. Individual Board members may request that materials obtained be disseminated to all Board members. 
 

2. Board members or committees who request statistics and reports which require substantial investment of time by the
administration to fulfill will prepare the request in writing and submit them to the District Administrator, who will
distribute copies to the Board. The requests will be reviewed at the next meeting, if possible, by the Board and District
Administrator to clarify the request and determine in the context of other priorities if and when the administrative
staff should respond to it. The requests, discussion of them, and action indicated will become part of the record of the
Board through the meeting minutes for follow-up and subsequent references. 
 

3. Release of documents to individual Board members will comply with applicable State laws. 
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4. The District Administrator will discuss with the Board President the number of requests and legality of requests. The
Board may impose limitations on volume, scope, and timing of information requests (other than public records
requests) by Board members.

 
© Neola 2020

Last Modified by Steve LaVallee on January 28, 2021



 

 

 

 

 

  

Book Policy Manual

Section For Board Review - Vol. 30, No. 1

Title Copy of INDEMNIFICATION

Code po0144.4

Status

Adopted April 25, 2016

0144.4 - INDEMNIFICATION
 
After consultation with appropriate legal counsel, theThe Board may hold harmless, indemnify, pay, settle, or compromise a
judgment against a Board member or employee to the extent allowed under the law.
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0144.5 - BOARD MEMBER BEHAVIOR AND CODE OF CONDUCT
 
The Board functions most effectively when individual Board members act ethically, professionally, and responsibly. School Board
members serve as a member of the School District’s governing body and do not have individual authority to represent a policy or
enforce positions that are not supported by a majority of the Board as evidenced by official action of the Board (See Bylaw 0143 -
Authority of Individual Board Members).
 
Board members accept responsibility for the well-being and positive leadership of the School District, for protecting the interests of
the School District as a legal entity, and for facilitating governance for the purpose of delivering the highest quality educational and
related services to all of the District’s students. Conduct by Board members that compromises the legal position of the District
should be avoided.
 
Any authority delegated to the Board President in this policy is automatically vested in the Board Vice President in the event that
either the Board President is unavailable or the Board President is the Board member accused of violating this policy.
 
General Expectations of All Board Members
 

A. Be familiar with and follow applicable local, State, and Federal laws and regulations. 
 

B. Be familiar with and comply with Board policies, including policies governing Board member conduct and ethics (see Bylaw
0144.2) and Board member conflicts of interest (see Bylaw 0144.3). 
 

C. Conduct themselves with integrity, honesty, and in a manner that reflects positively on the Board and on the District. 
 

D. Be accountable for guiding and supporting the policy decision-making process that impacts students, staff, and the
community. The operation of the District is the responsibility of the administration. 
 

E. Establish and maintain a high level of honesty, credibility, and truthfulness in all matters dealt with by the Board. 
 

F. Treat others with respect and dignity at all times, and maintain decorum, and always communicate in a way that does not
violate or illustrate disregard for Board policy concerning harassment or discrimination. This decency expectation applies in all
communications, including while discussing sensitive, controversial, or matters involving disagreement. 
 

G. At all times conduct themselves in the best interest of the School District, including avoiding implicating the District in
unlawful activity or supporting or encouraging efforts to harm the reputation, legal standing, or to bring other material harm
to the interests of the District or the Board.

 
Board Member Communication
 
Board members are expected to refrain from engaging in communication on behalf of the Board or on behalf of the District unless
authorized to do so by majority vote of the Board (See Bylaw 0143.1).
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Any Board member who chooses to engage in individual communication on matters related to Board and/or District business is
expected to clearly identify whether the Board member is communicating in the following capacity:
 

A. On behalf of the Board: normally, this is the function of the Board President or in the President’s absence, the Vice President.
The Board may by majority vote delegate this responsibility to another Board member in a specific circumstance. In every
case, the Board Member communicating the Board’s position shall do so as determined by the Board and avoiding individual
interpretation or editorializing. 
 

B. As an individual Board member, but not on behalf of the Board: a Board member who speaks, including online, in social
media forums, or in any other public forum, on matters related to Board and/or District business, but not as an officially
designated spokesperson of the Board.

 
Board members who fail to adhere to this expectation, or who publicly communicate false or intentionally misleading information
pertaining to Board action or District policy, will be asked to correct such communication in a way that is likely to reach the same
audience as the false or misleading information. The Board President is authorized to communicate such requests to the pertinent
Board member.
 
The Board President is authorized to issue public statements on behalf of the Board in the event a Board member expresses false or
misleading information, or makes statements without properly identifying whether he or she is speaking as an individual Board
member. The President’s communication should be limited to correcting the false or misleading statement, clarifying that the Board
member was not speaking on behalf of the Board, and providing information relative to Board action if any on the subject matter. 
 
( ) Board Member Use of Electronic Communication Devices Prohibited
 
An individual Board member’s use of electronic communication devices, such as cell phones or smartphones, during a Board
meeting, both during open session and during closed session, may lead to the public’s and/or other Board members’ perception that
a Board member is not paying attention to the subject matter at hand or that a Board member is receiving information relative to
the subject matter at hand that other Board members and members of the public are not receiving, or is communicating with
persons not at the meeting regarding the subject matter of the meeting, any of which is inimical to good government and
transparency, and, in the case of a closed session, may also be contrary to the legal interests of the Board. Therefore, the Board’s
use of electronic communication devices (including cell phones and smartphones), other than for the purpose of accessing agenda
materials that are on a Board member’s tablet or lap top computer, is prohibited during Board meetings.
 
Exceptions may be made by the Board in case an emergency or other special circumstance warrants an exception.
 
Board Member Interaction with Staff
 
The general expectations of Board member decorum and civility apply to interactions with employees; however, because the Board is
the employer of all District staff, this responsibility is appropriate for special reference. Each Board member is an individual with
authority to bring matters to the Board and to influence matters related to staff. Therefore, it is imperative that Board members
treat all employees with respect and as professionals. Board members are also required to comply with Board Policies governing
employee anti-harassment, non-discrimination, and threatening behavior.
 
No Board member has inherent authority to require any staff member to respond to the Board member regarding a specific request
for information, or to direct any staff member to perform or not perform any task, except as provided by Board policy or as directed
by majority vote of the Board.
 
Board members access to and request for School District records and information is governed by Board Bylaw 0143.2.
 
Board Member Records and Confidentiality
 
Board members are expected to maintain their own public records created on resources not controlled by and thus not maintained
by the School District. Each Board member is an elected official responsible for preserving all public records he/she creates, and to
comply with requests to inspect such records. The District has no obligation nor responsibility to assist any Board member in
fulfilling this responsibility with respect to records that are not maintained by the District.
 
Board members are encouraged to review Board policy defining and explaining public records, their maintenance, and public access
(See Board Policy 8310).
 
Board members are expected to maintain and protect the privacy of District records, including student records, and communications
received in closed session meetings of the Board.
 
Enforcement



 
Complaints alleging violations of the Board Member Code of Conduct may be brought by any person and can be submitted to the
Board President or, if the Board President is the member accused of violating this policy, to the Vice President.
 
The President or Vice President shall review the complaint and determine whether he/she can investigate the matter or contact the
School District’s legal counsel for support. Upon completion of the investigation, if the conclusion reached is that the Board member
violated the policy, the investigator shall brief the Board and may recommend action to be taken.
 
Board members are elected officials and therefore cannot be disciplined, prevented from participating in Board meetings, or removed
from office by the Board. The Board may consider the following:
 

A. Formal censure by resolution passed by a majority of the Board in an open session meeting of the Board. 
 

B. Removal from Board committee assignments for the remainder of the year and until the following organizational meeting of
the Board, at which time the President is authorized to continue to withhold committee assignment. Approval of this sanction
is an adopted exception to Bylaw 0155. 
 

C. Restriction on Board member rights granted by policy, including requesting items for a Board meeting agenda. 
 

D. Referral to proceed with efforts to remove the Board member from office for cause, which means inefficiency, neglect of duty,
official misconduct, or malfeasance in office. 
 

E. Referral to law enforcement if any alleged misconduct constitutes potentially unlawful conduct. 
 

F. Other efforts to pursue compliance with and adherence to the policy as determined by the Board and not prohibited by law.
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0145 - SEXUAL AND OTHER FORMS OF HARASSMENT
 
 
The Board is committed to an environment that is free of harassment. The Board will not tolerate any form of harassment and will
take all necessary and appropriate action to eliminate it.
 
The Board will vigorously enforce its prohibition against harassment based on race, color, national origin, age, sex (including gender
status, change of sex, sexual orientation, or gender identity), pregnancy, creed or religion, genetic information, handicap or
disability, marital status, citizenship status, veteran status, military service (as defined in 111.32, Wis. Stats.), ancestry, arrest
record, conviction record, use or non-use of lawful products off the District’s premises during non-working hours, declining to attend
an employer-sponsored meeting or to participate in any communication with the employer about religious matters or political
matters, or any other characteristic protected by law in its employment practices (hereinafter referred to as "Protected Classes"),
and encourages those within the School District community as well as third parties, who feel aggrieved to seek assistance to rectify
such problems. The Board prohibits harassment that affects tangible job benefits, interferes unreasonably with an individual’s work
performance, or creates an intimidating, hostile, or offensive working environment. Harassment may occur employee-to-employee,
employee-to-student, male-to-female, female-to-male, male-to-male, or female-to-female.
 
The Board believes that sexual or other forms of offensive speech and conduct are wholly inappropriate to the harmonious
relationships necessary to the operation of the District and intolerable in an environment in which students and staff members of this
District function.
 
Sexual harassment includes all unwelcome sexual advances, requests for sexual favors, and verbal or physical contacts of a sexual
nature whenever submission to such conduct is made a condition of employment or a basis for an employment decision, or when
such conduct has the purpose or effect of unreasonably interfering with work performance or creating an intimidating, hostile, or
offensive working environment. (See also Policy 1422 - Nondiscrimination and Equal Employment Opportunity, 
Policy 2266 - Nondiscrimination on the Basis of Sex in Education Programs or Activities, Policy 3122 - 
Nondiscrimination and Equal Employment Opportunity, and Policy 4122 - Nondiscrimination and Equal 
Employment Opportunity)
 
Other forms of harassment include verbal or non-verbal expression related to race, gender, age, religion, disability, pregnancy, or
sexual orientation.
Other forms of harassment include verbal or non-verbal expression related to race, gender, age, religion, disability, pregnancy, or
sexual orientation.
 
Substantial interference with a person/employee's work performance or creation of an intimidating, hostile, or offensive work
environment is established when the conduct based on sex or one of the other Protected Classes referenced above, is such that a
reasonable person under the same circumstances as the person/employee would consider the conduct sufficiently severe or
pervasive so as to interfere substantially with the person's work performance or create an intimidating, hostile, or offensive work
environment. (See also Policy 3362.01/Policy 4362.01 - Threatening Behavior Toward Staff Members)111.36(1) Wis. Stats.
 
The harassment of a District staff member, student or another Board member by a member of the Board is strictly forbidden. Any
member who is found to have harassed a member of the staff, a student, or another Board member will be subject to discipline by



the Board and may be reported to law enforcement authorities.  [NOTE: Select this option only if the Board has adopted Policy
0144.5]. ( ) (See Bylaw 0144.5 - Board Member Behavior and Code of Conduct)
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1211 - WHISTLEBLOWER PROTECTION
 
The Board expects all its employees to be honest and ethical in their conduct, and to comply with applicable State and Federal law,
Board policies, and administrative procedures. Pursuant to State law, the Board expects administrators to report to their immediate
supervisors any violation or suspected violation of any Federal, State or local law, policy, or regulation committed by any employee,
or agent of an agency or independent contractor which is doing business with the Board, which creates and presents a substantial or
specific danger to the public's health, safety, or welfare. Additionally, pursuant to State law, administrators are expected to report
any act or suspected act of gross mismanagement, malfeasance, misfeasance, gross waste of public funds, suspected or actual
Medicaid fraud or abuse, or gross neglect of duty committed by an employee or agent of an agency or independent contractor which
is doing business with the Board.
 
It is the responsibility of an administrator who is aware of conduct on the part of any Board member or employee that possibly
violates Federal or State law, or Board policy, to call this conduct to the attention of his/her immediate supervisor. If the
administrator's immediate supervisor is not responsive or is the employee whose behavior is in question, the administrator should
report the alleged misconduct to the District Administrator.
 
After such a report is made by the administrator, the immediate supervisor or the District Administrator will ask that the report be
put in writing.
 
Any administrator making such a report shall be protected from discipline, retaliation, or reprisal for making such report as long as
the administrator made such a report based on a reasonable and good faith belief that the report is accurate and not based on the
administrator’s intent to harm, harass, intimidate, or retaliate against another individual.
 
Administrators are subject to disciplinary action, up to and including termination, for purposely, knowingly, or recklessly making a
false report under this policy. Conversely, administrators are subject to disciplinary action, up to and including termination, if they
are aware of a violation of Federal, State, or local law that the Board has the authority to correct and they do not make a report
confirmed in writing to their immediate supervisor or to the District Administrator, as appropriate.
 
If the alleged misconduct that is reported involves a Board member, the employee shall report to the District Administrator who is
authorized to engage the Board’s legal counsel to manage an investigation concerning the matter. If the report concerns the District
Administrator the administrator shall make the report to the Board President, who is authorized to engage the Board’s legal counsel
to manage the investigation.
 
Upon receipt of a report made by an instructional staff member pursuant to this policy, an investigation shall be commenced as soon
as possible and shall be handled expeditiously.
 
© Neola 2020

Last Modified by Steve LaVallee on January 28, 2021

• MANAWA 



 

 

 

 

 

 

  

Book Policy Manual

Section For Board Review - Vol. 30, No. 1

Title Copy of STUDENT SUPERVISION AND WELFARE

Code po1213

Status

Adopted October 17, 2016

Last Revised April 27, 2020

1213 - STUDENT SUPERVISION AND WELFARE
 
Administrators are frequently confronted with situations which, if handled incorrectly, could result in liability to the District and
personal liability to the administrator. It is the intent of the Board to direct the preparation of guidelines that would minimize that
possibility.
 
An administrator who is found to have had sexual contact with any student shall be referred to the proper authorities and be subject
to discipline up to and including discharge.
 
This section should not be construed as affecting any obligations on the part of staff to report suspected child abuse under Wis.
Stats. 48.981 and Policy 8462.
 
Each District administrator shall maintain a standard of care for the supervision, control, and protection of students commensurate
with his/her assigned duties and responsibilities which include, but are not limited to the following:

A. An administrator shall report immediately any accident or safety hazard about which s/he is informed or detects to his/her
supervisor as well as to other authorities or District staff members as may be required by established policies and
procedures. 
 

B. An administrator shall report unsafe, potentially harmful, dangerous, violent or criminal activities, or threat of these activities
by students to the District Administrator and local public safety agencies and/or school officials in accordance with Policy
8420 - School Safety. 
 

C. An administrator should not volunteer to assume responsibility for duties s/he cannot reasonably perform. Such assumption
carries the same responsibilities as assigned duties. 
 

D. An administrator shall not send students on any personal errands. 
 

E. An administrator shall not associate with students at any time in a manner which gives the appearance of impropriety,
including, but not limited to, the creation or participation in any situation or activity which could be considered abusive or
sexually suggestive or involve illegal substances such as tobacco, alcohol, or drugs. Any sexual or other inappropriate
conduct with a student by any staff member will subject the offender to potential criminal liability and District discipline up to
and including termination of employment. 

This provision should not be construed as precluding an administrative staff member from associating with students in private
for legitimate or proper reasons or to interfere with familial relationships that may exist between staff and students. 
 

F. An administrator shall not disclose personally identifiable information about a student to third parties unless specifically
authorized by law or the student's parent(s) to do so. 
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G. An administrator shall not transport students for school-related activities in a private vehicle without the approval of the
District Administrator or his/her immediate supervisor and consistent with the provisions of Policy 8660. This does not apply
to any student who is the administrator's family member. 
 

H. A student shall not be required to perform work or services that may be detrimental to his/her health. 
 

I. The administrator shall not engage students in social media and online networking media (see also Policy 7544), except for
appropriate academic, extra-curricular, and/or professional uses only.  
 

J. Administrators are expressly prohibited from posting any picture, video, meme, or other visual depiction, or comment
pertaining to any student on personal or unauthorized social networking media or similar forums. This provision of the policy
does not apply to pictures and/or videos taken of public events that may involve or incidentally include depictions of students
participating in or observing such event where the purpose of the photo or video is to depict the event, not a particular
student.

Since most information concerning a child in school, other than directory information described in Policy 8330 - Student Records, is a
confidential student record under Federal and State laws, any administrator who shares confidential information with another person
not authorized to receive the information may be subject to discipline and/or civil liability. This includes, but is not limited to,
information concerning assessments, grades, behavior, family background, and alleged child abuse.
 
Pursuant to the laws of the State and Board Policy 8462, each administrator shall report to the proper legal authorities immediately,
any sign of suspected child abuse, abandonment, or neglect.
 
Revised 11/19/18
Revised 7/22/19
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2411 - SCHOOL COUNSELING AND ACADEMIC AND CAREER PLANNING
 
The Board requires that a planned program of school counseling be an integral part of the educational program of the District.  The
plan shall be developed by licensed school counselors in collaboration with student services staff, teachers, parents, and community
health and human service professionals. The developed plan will be adopted by the Board and maintained by the District.  Such a
program shall be available to all students without regard to race, color, religion, national origin, ancestry, creed, pregnancy, marital
status, parental status, sexual orientation, sex, (including transgender status, change of sex or gender identity), or physical, mental,
emotional, or learning disability (“Protected Classes”).
 
Academic and career planning services, including individualized support and access to software tools and staff assistance, shall be
provided to students in grades 6 to 12. The mission of academic and career planning is to provide a comprehensive plan, which will
be developed and maintained by a student, that includes the student's academic, career, personal, and social goals and the means
by which the student will achieve those goals both before and after high school graduation.
 
The District shall inform parents in each school year about what academic and career planning services their child receives.
 
Revised 6/19/17
Revised 4/23/18
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2416.01 - PARENTAL/POLICE ACCESS TO LIBRARY MEDIA CENTER CENTER INFORMATION
The Board of Education respects the privacy rights of parents and their children. The Board is also committed to ensuring that
parents are fully informed about the instructional material, resources and services students choose to use at the District’s libraries.
Parents or guardians of a student under the age of sixteen (16) have the right to review, upon request (Form 2416.01 F1), library
media center records relating to the use of the documents or other materials, resources or services by the student.
Records indicating the identity of any individual who borrows or uses the library’s documents or other materials, resources, or
services may not be disclosed except by court order or to persons acting within the scope of their duties in the administration of the
library, or to persons authorized by the individual to inspect such records.
Upon request from a law enforcement officer investigating criminal conduct alleged to have occurred at a school library, the library
media center shall disclose to the officer records produced by a surveillance device under the control of the library, that are pertinent
to the alleged criminal conduct.
Other than the exceptions noted above, records indicating the identity of any individual who borrows or uses the library's documents
or other materials, resources, or services may not be disclosed except by court order or to persons acting within the scope of their
duties in the administration of the library, or to persons authorized by the individual to inspect such records.
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2416 - STUDENT PRIVACY AND PARENTAL ACCESS TO INFORMATION
 
The Board of Education respects the privacy rights of parents and their children.
 
Parents/guardians may request a change in or exemption to their child’s participation in certain District educational programs or
activities in accordance with State and Federal laws. These laws also grant parents/guardians the right to inspect certain materials
that are part of the District’s curriculum or other activities.
 

A. The parent/guardian of a student may, upon request, opt their child out of participation in:
 

1. Instruction in human growth and development;
 

2. Instruction in certain health-related subjects (physiology and hygiene, sanitation, the effects of controlled substances
and alcohol upon the human system, symptoms of disease and the proper care of the body);
 

3. Any State-mandated achievement examinations in grades 4, 8 and 10, and in any other grades authorized by the
School Board and allowed by the Wisconsin Department of Public Instruction.
 

B. The District shall provide to the parent/guardian of each affected student, or to the adult or emancipated student, advance
notice of the District’s intent to engage any of the following activities (including notice of the scheduled or approximate date
of the activity), and the parent/guardian/adult student shall have, at a minimum, the right to opt out of participation in each
such activity:
 

1. Any activity involving the collection, disclosure or use of personal information collected from students for the purpose
of marketing or otherwise providing that information to others for that purpose.
 

2. Any non-emergency, invasive physical examination or screening that is: (a) required as a condition of attendance, (b)
administered by the school and scheduled by the school in advance, and (c) not necessary to protect the immediate
health and safety of the student, or of other students; except that this paragraph shall not be interpreted to apply to
any examination or screening that is required or expressly authorized by State law.
 

3. Any survey that contains or reveals information concerning any of the following:
 

a. political affiliations or beliefs of the student or the student’s parent/guardian; 
 

b. mental or psychological problems of the student or the student’s family;
 

c. sex behavior or attitudes;
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d. illegal, anti-social, self-incriminating or demeaning behavior;
 

e. critical appraisals of other individuals with whom students have close family relationships;
 

f. legally recognized privileged or analogous relationships such as those of lawyers, physicals and ministers;
 

g. religious practices, affiliations or beliefs of the student or student’s parent/guardian; or
 

h. income, other than that required by law to determine eligibility for participation in a program or for receiving
financial assistance under such a program.
 
If the District intends to require students to participate in any survey, analysis or evaluation that would reveal
information concerning any of the eight (8) protected-information categories above, and if the activity in
questions is funded in whole or in part by any program of the U.S. Department of Education, then the District
shall first obtain the affirmative, written consent of a parent/guardian for the student’s participation (or, for an
adult student, the advance, affirmative consent of the adult student).
 
District staff shall take additional precautions to protect student privacy when engaging in any of the above-
mentioned activities in accordance with established procedures.
 

C. Upon request to the District, the parent/guardian of a student may inspect:
 

1. Any instrument used in the collection of personal information from students for the purpose of marketing, or
otherwise providing that information to others for that purpose.
 

2. Any survey the District intends to administer or distribute to students that contains or that would reveal information in
any of the eight (8) protected-information categories listed within this policy, above.
 

3. Any survey created by a third party (regardless of content) before the survey is administered or distributed by a
school to a student. 
 

4. Any instructional materials (exclusive of tests or assessments) used as part of the educational curriculum for the
student, which shall be interpreted to include, for example, a. the curriculum and instructional materials used in any
human growth and development instructional program; and b. the instructional materials used in connection with any
survey, analysis or evaluation (including any research or experimentation program or project designed to explore new
or unproven teaching methods) that is funded in whole or in part by any U.S. Department of Education program.

 
Parents/guardians shall make any of the above requests regarding inspection of materials or student participation in certain activities
in writing to the applicable building principal or designee. Other parent/guardian requests dealing with student participation in other
curricular, instructional or programmatic activities that are not expressly identified in this policy may be made in the same manner.
All requests will be judged individually and shall be based upon any applicable State or Federal requirements or guidelines. The
principal or designee shall respond to such requests in a timely manner.
 
When whose parents request that their student not take part in the survey, arrangements will be made prior to the time period when
the survey will be given, for the student(s) to go to a supervised location where under the supervision of a staff member the student
will be provided with an alternate activity.
 
The Board will not allow the collection, disclosure, or use of personal information collected from students for the purpose of
marketing or selling that information (or otherwise providing that information to others for that purpose).
 
The District Administrator is directed to provide notice of the substantive content of this policy directly to parents of students
enrolled in the District at least annually at the beginning of the school year, and within a reasonable period of time after any
substantive change in this policy. In addition, the District Administrator is directed to notify parents of students in the District, at
least annually at the beginning of the school year, of the specific or approximate dates during the school year when the
administration of any survey by a third party that contains one or more of the items described in A though H above is scheduled or
expected to be scheduled.
 
 
The notice shall provide the following:
 

A. Notice of the specific or approximate dates during the school year when the following activities are scheduled or expected to
be scheduled: 
 



1. activities involving the collection, disclosure, or use of personal information collected from students for the purpose of
marketing or for selling that information (or otherwise providing that information to others for that purpose) 
 

2. the administration of any survey by a third party that contains one or more of the items described in A through H
above 
 

B. The opportunity for the parents to opt their child(ren) out of participation in any survey involving any of the items above.

 
For purposes of this policy, the term "parent" includes a legal guardian or other person standing in loco parentis (such as
grandparent or stepparent with whom the child lives, or a person who is legally responsible for the welfare of the child).
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2430 - DISTRICT-SPONSORED CLUBS AND ACTIVITIES
 
The Board believes that the goals and objectives of this District are best achieved by a diversity of learning experiences, including
those that are not conducted in a regular classroom but are directly related to the curriculum.
 
The purpose of curricular-related activities shall be to enable students to explore a wider range of individual interests than may be
available in the District's courses of study but are still directly related to accomplishing the educational outcomes for students as
adopted by the Board in Policy 2131. The Board encourages all students, including those students in elementary and middle school
grades, to participate in such opportunities. In implementing this policy, the District Administrator shall take steps to make such
opportunities accessible to all students.
 
For purposes of this policy, curricular-related activities are defined as those activities in which:
 

A. the subject matter is actually taught or will be taught in a regularly offered course;
 

B. the subject matter concerns the District's composite courses of study;
 

C. participation is required for a particular course;
 

D. participation results in academic credit.

 
No curricular-related activity shall be considered to be under the sponsorship of this Board unless it meets one or more of the
criteria stated above and has been approved by the District Administrator.
 
Such activities, along with extra-curricular activities (not directly related to courses of study), may be conducted on-or-off-school
premises by clubs, associations, and organizations of students sponsored by the Board and directed by a staff advisor.
 
Non-curricular, student activities that are initiated by parents or other members of the community may be allowed under the
provisions of Policy 7510 - Use of District Facilities. The Board, however will not:
 

A. assume any responsibility for the planning, conducting, or evaluating of such activities;
 

B. provide any funds or other resources;
 

C. allow any member of the District's staff to assist in the planning, conducting, or evaluating of such an activity during the
hours s/he is functioning as a member of the staff.
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No non-district-sponsored organization may use the name, logo, mascot, or any other name which would associate an activity with
the District. Additionally, no nondistrict-sponsored organization may use the assets of the District, including but not limited to
facilities, technology, or communication networks without the specific permission(s) as outlined in the relevant District policies. of
the School District or any other name that would associate an activity with the District.
 
In addition to the eligibility requirements established by the Wisconsin Interscholastic Athletic Association, to be eligible for any
athletic or other extra-curricular activity, a student must meet the criteria established in the Activities Code.
 
Students shall be fully informed of the curricular-related activities available to them and of the eligibility standards established for
participation in these activities. District-sponsored activities shall be available to all students who elect to participate and who meet
eligibility standards.
 
The District Administrator shall prepare administrative guidelines to implement a program of curricular-related clubs and activities.
 Such guidelines should ensure that the needs and interests of the students are properly assessed and procedures are established
for continuing evaluation of each club and activity.
 
To remain a member of a District-established student group or national organization such as the National Honor Society, a student
must continue to meet all of the eligibility criteria and abide by the principles and practices established by the group or the
organization.
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2522 - LIBRARY MEDIA CENTERS
 
The Board believes that school library media centers are a fundamental part of the educational process by providing a place to foster
independent and collaborative learning and information-seeking skills in students and staff. This is accomplished through timely
access to services and resources that both reflect the student body, the cultural diversity and pluralistic nature of American
society, and represent perspectives held in the world more broadly. Therefore, the Board shall provide sufficient materials and staff
for a ( ) library media center ( ) instructional material centers ( ) libraries [END OF OPTION] in each school in the District.
 
The District Administrator shall designate a licensed library media professional to direct or coordinate the District's library media
program. The Board shall adopt a long range plan for library media services developed by teachers and library and audiovisual
personnel and administrators. The plan shall be reviewed periodically. The plan and any materials selection or review process shall
be in accordance with Policy 2260 - Nondiscrimination and Access to Equal Educational Opportunity.
 
The major goals of the District's school library media centers are:
 

A. ( ) To support and enrich the District's standards and benchmarks; 
 
 

B. ( ) To provide for personal interests, professional, educational, and recreational reading while promoting an appreciation of
good literature;
 

C. ( ) To provide a comprehensive and coordinated collection of current resources so that students and staff will conveniently
and effectively use a wide variety of materials, including print and non-print media;
 

D. ( ) To provide the appropriate technology and equipment for information retrieval, resource sharing, classroom instruction,
and student and teacher use;
 

E. ( ) To promote and support the appropriate use of technology for interpreting and communicating intellectual content; 
 

F. ( ) To provide instruction that advances student and staff literacy of print, digital, and other emerging information resources; 
 

G. ( ) To provide equitable and timely access to resources that support students' personal, academic, and life-long learning; 
 

H. ( ) To foster a love of reading, curiosity, and investigation by providing a space that is well-maintained, up-to-date,
welcoming, and safe for all users.

 
The District Administrator shall establish procedures ( ) consistent with the District's long-range plan for library services
development [END OF OPTION] related to the selection of materials, removal (weeding) of materials, inventory, and repair and/or
replacement of materials. The use of the District's allocation from the Common School Fund for acquisitions, in accordance with DPI
regulations, shall be a component of the foregoing procedures.
 
Gifts and Donations
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Gifts and donations shall be handled in accordance with Policy 7230 - Gifts, Grants, and Bequests.
 
Requests, Suggestions, or Complaints
 
Challenges to instructional materials shall be handled in accordance with Policy 9130 - Public Requests Suggestions, or Complaints.

Parental/Police Access to Library Information 
 
The Board respects the privacy rights of parents and their children. The Board is also committed to ensuring that parents are
permitted to obtain information about the instructional material, resources, and services students choose to use at the
District’s libraries.
 
Parents of a student under the age of sixteen (16) have the right to review, upon request library records relating to the use of the
library’s documents or other materials, resources, or services by the student.
 
Upon request from a law enforcement officer investigating criminal conduct alleged to have occurred at a school library, the library
shall disclose to the officer records produced by a surveillance device under the control of the library that is pertinent to the alleged
criminal conduct.
 
Other than the exceptions noted above, records indicating the identity of any individual who borrows or uses the library's documents
or other materials, resources, or services may not be disclosed except by court order or to persons acting within the scope of their
duties in the administration of the library, or to persons authorized by the individual to inspect such records.
 
Inter-Library Loans
 
The Board authorizes District participation in interlibrary loan programs. The District will loan school library books and other
instructional materials that are not in immediate or constant demand by staff or students to another participating school district for
use in the libraries of that district.
 
Fines
 
Students may be assessed fines for the late return of borrowed materials or damage or loss of materials in accordance with Policy
6152 - Student Fees, Fines, and Charges ( ) and the Student Handbook.
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3213 - STUDENT SUPERVISION AND WELFARE
 
Professional staff members are frequently confronted with situations which, if handled incorrectly, could result in liability to the
District, personal liability to the professional staff member, and/or harm to the welfare of the student(s). It is the intent of the Board
to direct the preparation of guidelines that would minimize that possibility.
 
Each District employee shall maintain a standard of care for the supervision, control, and protection of students commensurate with
his/her assigned duties and responsibilities which include, but are not limited to the following standards:

A. A professional staff member shall report immediately any accident or safety hazard about which s/he is informed or detects
to his/her supervisor as well as to other authorities or District staff members as may be required by established policies and
procedures. 
 

B. A professional staff member shall report unsafe, potentially harmful, dangerous, violent or criminal activities, or threat of
these activities by students to the District Administrator and local public safety agencies and/or school officials in accordance
with Policy 8420  - School Safety. 
 

C. A professional staff member should not volunteer to assume responsibility for duties s/he cannot reasonably perform. Such
assumption carries the same responsibilities as assigned duties. 
 

D. A professional staff member shall provide proper instruction in the safety matters presented in assigned course guides. 
 

E. A professional staff member shall not send students on any personal errands. 
 

F. A professional staff member shall not associate with students at any time in a manner which gives the appearance of
impropriety, including, but not limited to, the creation or participation in any situation or activity which could be considered
abusive or sexually suggestive or involve illegal substances such as tobacco, alcohol, or drugs. Any sexual or other
inappropriate conduct with a student by any staff member will subject the offender to potential criminal liability and District
discipline up to and including termination of employment. 

This provision should not be construed as precluding a professional staff member from associating with students in private for
legitimate or proper reasons or to interfere with familial relationships that may exist between staff and students. 
 

G. A professional staff member shall not disclose personally identifiable information about a student to third parties unless
specifically authorized by law or the student's parent(s) to do so. 
 

H. A professional staff member shall not transport students for school-related activities in a private vehicle without the approval
of the District Office or his/her immediate supervisor and consistent with the provisions of Policy 8660. This does not apply to
any student who is the professional staff member's family member. 
 



I. A student shall not be required to perform work or services that may be detrimental to his/her health. 
 

J. Staff members are discouraged from engaging students in social media and online networking media (see also Policy 7544),
except for appropriate academic, extra-curricular, and/or professional uses only. 
 

K. Staff members are expressly prohibited from posting any picture, video, meme, or other visual depiction, or comment
pertaining to any student on personal or unauthorized social networking media or similar forums. This provision of the policy
does not apply to pictures and/or videos taken of public events that may involve or incidentally include depictions of students
participating in or observing such event where the purpose of the photo or video is to depict the event, not a particular
student.

Since most information concerning a child in school, other than directory information described in Policy 8330 - Student Records, is a
confidential student record under Federal and State laws, any staff member who shares confidential information with another person
not authorized to receive the information may be subject to discipline and/or civil liability. This includes, but is not limited to,
information concerning assessments, grades, behavior, family background, and alleged child abuse.
 
Pursuant to the laws of the State and Board Policy 8462, each professional staff member shall report to the proper legal authorities
immediately, any sign of suspected child abuse, abandonment, or neglect.
 
Revised 11/19/18
Revised 7/22/19
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3531 - UNAUTHORIZED WORK STOPPAGE
 
The Board is obligated and committed to provide certain basic services to students participating in District programs. Therefore, if
the schools are open and the students are in attendance, those basic services will be provided.
 
Recognizing the fact that the District, for various reasons, could experience an unauthorized work stoppage, the Board remains
committed to providing educational and related services. 
 
Professional staff members who fail to perform their normal duties when so required as part of a concerted unauthorized work
stoppage will be subject to loss of pay and fringe benefits, including paid insurance coverage, as well as disciplinary measures in
accordance with the laws of the State.
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4213 - STUDENT SUPERVISION AND WELFARE
 
Support staff members may be confronted with situations which, if handled incorrectly, could result in liability to the District,
personal liability to the staff member, and/or harm to the welfare of the student(s). It is the intent of the Board to direct the
preparation of guidelines that would minimize that possibility.
 
Each District support staff member shall maintain a standard of care for the supervision, control, and protection of students
commensurate with his/her assigned duties and responsibilities which include, but are not limited to the following standards:

A. A support staff member shall report immediately any accident or safety hazard about which s/he is informed or detects to
his/her supervisor as well as to other authorities or District staff members as may be required by established policies and
procedures. 
 

B. A support staff member shall report unsafe, potentially harmful, dangerous, violent or criminal activities, or threat of these
activities by students to the District Administrator and local public safety agencies and/or school officials in accordance with
Policy 8420 - School Safety. 
 

C. A support staff member shall not send students on any personal errands. 
 

D. A support staff member shall not associate with students at any time in a manner which gives the appearance of impropriety,
including, but not limited to, the creation or participation in any situation or activity which could be considered abusive or
sexually suggestive or involve illegal substances such as tobacco, alcohol, or drugs. Any sexual or other inappropriate
conduct with a student by any staff member will subject the offender to potential criminal liability and District discipline up to
and including termination of employment. 

This provision should not be construed as precluding a support staff member from associating with students in private for
legitimate or proper reasons or to interfere with familial relationships that may exist between staff and students. 
 

E. A support staff member shall not disclose personally identifiable information about a student to third parties unless
specifically authorized by law or the student's parent(s) to do so. 
 

F. A support staff member shall not transport students for school-related activities in a private vehicle without the approval of
the District Office or his/her immediate supervisor and consistent with the provisions of Policy 8660. This does not apply to
any student who is the support staff member's family member. 
 

G. A student shall not be required to perform work or services that may be detrimental to his/her health. 
 

H. Staff members are discouraged from engaging students in social media and online networking media (see also Policy 7544),
except for appropriate academic, extra-curricular, and/or professional uses only. 
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I. Staff members are expressly prohibited from posting any picture, video, meme, or other visual depiction, or comment
pertaining to any student on personal or unauthorized social networking media or similar forums. This provision of the policy
does not apply to pictures and/or videos taken of public events that may involve or incidentally include depictions of students
participating in or observing such event where the purpose of the photo or video is to depict the event, not a particular
student.

Since most information concerning a child in school, other than directory information described in Policy 8330 - Student Records, is a
confidential student record under Federal and State laws, any staff member who shares confidential information with another person
not authorized to receive the information may be subject to discipline and/or civil liability. This includes, but is not limited to,
information concerning assessments, grades, behavior, family background, and alleged child abuse.
 
Pursuant to the laws of the State and Board Policy 8462, each support staff member shall report to the proper legal authorities
immediately, any sign of suspected child abuse, abandonment, or neglect.
 
Revised 7/22/19
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4531 - UNAUTHORIZED WORK STOPPAGE
 
The Board is obligated and committed to provide certain basic services to students participating in District programs. Therefore, if
the schools are open and students are in attendance, those basic services will be provided.
 
Recognizing the fact that a District, for various reasons, could experience an unauthorized work stoppage, the Board remains
committed to providing educational and related services. 
 
Support staff members who fail to perform their normal duties when so required as part of a concerted unauthorized work stoppage
will be subject to loss of pay and fringe benefits, including paid insurance coverage, as well as disciplinary measures in accordance
with the laws of the State.
 
T.C. 11/16/2020
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5113 - OPEN ENROLLMENT PROGRAM (Inter-District)
 
The District will participate in the Wisconsin Public School Open Enrollment Program in accordance all with applicable law and the
relevant policies and rules of the District, all as amended from time-to-time.
 
DEFINITIONS
 
The following definitions will apply to the District's Open Enrollment Program.

A. Non-Resident District 

A school district located in Wisconsin that is not a student's district of residence. 
 

B. Non-Resident Student 

A student who is a legal resident or otherwise legally entitled to attend school in another school district in Wisconsin and who
seeks admission to this District under the Open Enrollment Program.
 

C. Tuition Student 

A non-resident student who is a resident of the State of Wisconsin and who pays tuition in accordance with State law. 
 

D. Full-Time Enrollment 

A student is enrolled for the entire school day and receives all of his/her required education in this District. 
 

E. Class Size 

The District's determination of the maximum number of students who can be accommodated properly in a particular
classroom without jeopardizing the quality of the instructional program. Circumstances such as enrollment projections for a
particular school, class, or program may influence optimum class size. 
 

F. Program Size 

The enrollment or size restrictions in a specific program within a class or building. The District reserves the exclusive right to
establish program size and to limit enrollment based upon the capability to properly allocate available resources, create and
maintain a proper learning environment, and comply with contracts, grants, and applicable laws and regulations. 
 

G. Resident Student
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A student who is a legal resident of this District and is consequently entitled to attend school in this District in accordance
with Policy 5111 - Eligibility of Resident/Non-resident Students.
 

FULL-TIME OPEN ENROLLMENT

A. Procedures for Processing of Open Enrollment Applications 

If there are more applications than spaces, the Board will fill the available spaces by random selection, provided that first
priority will be given to non-resident students already attending District schools and their siblings. 

If the District determines that space is not otherwise available for open enrollment students in the grade or program to which
an individual has applied, the District may nevertheless accept a student or the sibling of a student who is already attending
in the District. 

The District will establish a numbered waiting list of all applicants. When all available slots have been filled by randomly
selecting names from all applicants, the remaining names will be drawn randomly and placed on the waiting list in order of
selection. 

After the date specified in s. 118.51(3)(a)3., Wis. Stats., the nonresident school board may approve applications it had
initially denied if any of the following cause spaces to become available: 

In accordance with 118.51(3)(a)3, Wis. Stats., except as provided under sub. (5)(d)1., on or before the first Friday following
the first Monday in June following receipt of the application, the nonresident school board shall notify the applicant, in
writing, whether it has accepted the application. 
 

1. A parent notifies the nonresident school board that the student will not attend the nonresident school district. 
 

2. A parent fails to provide the notification required in s. 118.51(3)(a)6., Wis. Stats. 
 

3. The Board determines that additional spaces have become available since its determination at the January Board
meeting. 
 

B. Decisional Criteria for Non-Resident Applications 

Decisions on non-resident open enrollment applications will be based only on the following criteria: 
 

1. Whether the Board has determined there is space in the schools, programs, classes, or grades within the District for
non-resident students. The Board shall determine during a regular meeting each January the number of regular
education and special education spaces available at each level, each building, and in each program, or shall determine
that it will not set space limitations for open enrollment at any building, level, or program. In determining the amount
of space available, the District will count resident students, tuition waiver students under 121.84 Wis. Stats., and may
include in its counted occupied spaces students and siblings of students who have applied under Section 118.51(3)(a)
and are already attending public school in the District.
 
Other factors the District Administrator shall consider include, but shall not be limited to the following:
 

a. District practices, policies, procedures or other factors regarding class size ranges for particular programs or
classes.
 

b. District practices, policies, procedures or other factors regarding faculty-student ratio ranges for particular
programs, classes or buildings.
 

c. Enrollment projections for the schools of the District that include, but are not limited to, the following factors:
the likely short-and long-term economic development in the community, projected student transfers in and out
of the District, preference requirements for siblings of non- resident open enrollment students, the required
length of K-12 attendance opportunities for open enrollment students, and current and future space needs for
special programs, laboratories (e.g. in technology or foreign languages) or similar District educational
initiatives.
 

d. The number of non-resident students currently attending the schools of the District for whom tuition is paid by
another district under Section 121.78(1)(a), Wis. Stats.
 



e. The number of resident home schooled or private school students likely to attend the schools of the District in
accordance with Section 118.415, Wis. Stats.
 

2. Whether an applicant for a pre-kindergarten, early childhood resides in a district that offers the program for which
application is made.
 

3. Whether the non-resident student has been expelled from any school district within the current school year or the two
(2) preceding school years, or is pending any disciplinary proceeding, based on any of the following activities:
 

a. Conveying or causing to be conveyed any threat or false information concerning an attempt or alleged attempt
being made or to be made, to destroy school property by means of explosives.
 

b. Engaging in conduct while at school or under school supervision that endangered the health, safety or property
of others.
 

c. Engaging in conduct while not at school or while not under the supervision of a school authority that
endangered the health, safety, or property of others at school or under the supervision of a school authority or
of any school employee or Board member.
 

d. Possessing a dangerous weapon (as defined in Section 939.22(10), Wis. Stats.) while on school property or
under school supervision.
 
Notwithstanding the Board’s acceptance of a non-resident student’s application, the Board may withdraw
acceptance if, prior to the beginning of the first school year in which the non-resident student will attend a
school in the District, s/he is determined to fall under paragraph B. 3.
 
The Board may request a copy of a non-resident student’s disciplinary records from the resident School Board.
 

4. Whether the special education program or related services described in the non-resident student’s individualized
education program ("IEP"), if any, are available in the District. Whether a service is available depends on whether
existing staff in the District are qualified to provide the service or whether the District has facilities and/or equipment
required for the service. A service is not available in the District if that service is currently provided to resident
students through contract with a third party. Whether a service is available is not a function of whether there is space
available in any program or service. A service may be unavailable even if no space limitations have been established.
 

5. Whether there is space available in the District for the special education program identified in the non-resident
student’s IEP, after consideration of class size limits, student-teacher ratios, and enrollment projections. (See
paragraph B. 1. above).
 

6. Whether the non-resident student has been screened by the resident School Board to determine if there is reasonable
cause to believe that s/he is a child with exceptional educational needs.
 

7. Whether the resident School Board has been informed that the non-resident student may have exceptional education
needs that have not yet been evaluated by an IEP Team.
 

8. Whether the application of a non-resident student has been denied by the District of which s/he is a resident.
 
(Note: If a non-resident student’s IEP is developed or changed after starting in the District, and it is then discovered
that the District does not have necessary programs available or does not have space in the special education program,
the non-resident may be returned to the resident school district.)
 

9. Whether the non-resident school board has made a determination that a student attending the non-resident school
district is habitually truant from the non-resident school district during either semester of the current school year, the
non-resident school board may prohibit the student from attending the non-resident school district in the succeeding
semester or school year.
 

C. Procedure for Evaluating Applications by District Residents to Transfer to Another District 

The Board will consider only the following criteria for denying resident applications: 

Whether the resident student is a special education student and the implementation of his/her IEP in the other district would
impose an undue financial burden on the District. 

Financial burden is determined through review of actual increased expenses relative to providing services specific to the



student in question, not including pro-rated costs of facilities and materials and including expenses for instructional faculty
only if those faculty are added as a result of the student and devoted primarily to that student. 

(Note: Notwithstanding the Board’s approval of a resident student’s application, the Board may withdraw approval if, after the
District student has begun in the other school district, the IEP as implemented by the non- resident school district would
impose an undue financial burden on the District.) 
 

D. Reapplication Procedures 

The Board will not require accepted non-resident students to reapply under the open enrollment policy as long as the student
is continuously enrolled in the District. 
 

E. Transportation 

The parents of a student attending a non-resident school district will be solely responsible for providing transportation to and
from the school site. The District will permit a non-resident student to ride District transportation if space is available on a
regularly-scheduled bus route. The District will provide transportation for a non-resident student with an identified disability
for whom transportation is required by his/her IEP. 

The Board will not permit a neighboring District to bus resident students from within its boundaries for attendance at the
non-resident neighboring District.

ALTERNATIVE APPLICATION PROCEDURES
 
The parent of a non-resident student who wishes to attend a school in the District may apply at any time throughout the year by
submitting an application under the alternative application procedure if the student satisfies at least one of the statutory criteria and
has not applied to more than three non-resident school districts. (See AG 5113 – Admission of Students Participating Under Open
Enrollment)
 
Applications from a non-resident student under the alternative application procedures received after the Board's January meeting, at
which it sets open enrollment space availability numbers for the subsequent year, may be approved for the current year if the Board
has not imposed a space limitation for the student's current year grade level and also has not imposed a space limitation for the
subsequent school year in the student's subsequent grade level. Alternative applications received prior to the 3rd Friday in
September may be approved if the Board has approved all applications for that grade level which were received during the regular
period, including the offer of enrollment to applicants placed on the waiting list, if any.
 
ANNUAL REVIEW
 
The Board shall review its Open Enrollment Program annually.
 
General Provisions

A. A student, who has been accepted under this program, who has not met the academic prerequisites for participation in a
particular program in which the student wishes to enroll shall not be placed in that program.
 

B. The District's Policy 2260 – Nondiscrimination and Access to Equal Educational Opportunity shall apply to all applicants under
this program. In addition, the District will not discriminate on the basis of an applicant's intellectual, academic, artistic,
athletic, or other ability, talent, or accomplishment, or based on a mental or physical disability, except as provided for in the
statute authorizing this program.
 

C. The District Administrator shall be responsible for developing and promulgating administrative guidelines to implement this
policy. Such guidelines shall address at least the following matters:

1. participation in interscholastic athletics
2. District transportation services
3. transfer of academic credit 

 
4. payment of fees and other charges 

 
Application of Emergency Orders
 
All timelines or other procedures described in this policy and in any implementing administrative guidelines are subject to
modification in the event that the State or Federal government issues emergency or other temporary orders affecting any of the
subject matter of this policy. The policy automatically incorporates the contents of any such order or proclamation, including any
discretionary authority provided, and delegates by policy the authority to exercise that discretion to the District Administrator.
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5511 - DRESS AND GROOMING
 
The Board of Education recognizes that each student's mode of dress and grooming is a manifestation of personal style and
individual preference. The Board will not interfere with the right of students and their parents to make decisions regarding their
appearance, except when their choices interfere with the educational program of the schools.
 
Accordingly, the District Administrator shall establish such grooming guidelines as are necessary to promote discipline, maintain
order, secure the safety of students, and provide a healthy environment conducive to academic purposes. Such guidelines shall
prohibit student dress or grooming practices which:
 

A. present a hazard to the health or safety of the student himself/herself or to others in the school, including by way of
communicating threats of harm or depictions of harmful conduct directed at others; 
 

B. interfere with school work, create disorder, or disrupt the educational program, including dress that promotes or depicts
illegal activity, such as illegal drug use, underage alcohol consumption, or similar activities; 
 

C. cause excessive wear or damage to school property; 
 

D. prevent the student from achieving his/her own educational objectives because of blocked vision or restricted movement.

 
Such guidelines shall also apply toestablish the dress requirements for members of the athletic teams, bands, and other school
groups when representing the District at a public event. Where appropriate, a uniform or specific dress requirement shall be used for
students when representing the District as described.
 
In enforcing the dress code, the following procedures shall be used:The District Administrator shall develop administrative guidelines
to implement this policy which:
 

A. designate the principal shall serve as the initial as the arbiter of student dress and grooming in his/her building; 
 

B. before taking action to enforce dress code requirements, including by requiring that a student remove, cover, or
otherwise conceal the item or depiction at issue, the principal shall determine whether the item constitutes
protected speech in so far as the item independently makes a statement of a discernable nature to the observer
by depiction, words, or combination of the two that does not require separate explanation.( ) provide an appeal
procedure to review decisions of the building principal in situations involving expressive conduct which the student believes is
legally protected;

Expressive dress may not be protected speech if it involves:
 

A. Obscenity 
 



B. Language or depictions intended to incite violence or foment hatred of others

 
Dress that is speech may still be prohibited if it is likely to cause a substantial disruption to the educational environment. This may
include dress that includes the use of vulgarity, discriminatory language including racial or ethnic slurs, negative stereotypes,
violence, or other communication when the clear intent is to invoke strong reactions in observers so as to impair the ability of
teachers and/or students to engage in educational pursuit.
 
No protected speech may be prohibited on the basis of disagreement by District officials with the specific point of view expressed if
the topic is otherwise permitted (e.g. permitting depictions of support for one political party, but prohibiting depictions of support for
the other).
 
[ ] Students who violate the foregoing rules will not be admitted to class and may be subject to additional consequencessuspended
from school.
 
If the clothing cannot be removed or concealed, the student may be sent home after contact is made with the student's
parent/guardian.
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5517.01 - BULLYING
 
The Board is committed to providing a safe, positive, productive, and nurturing educational environment for all of its students. The
Board encourages the promotion of positive interpersonal relations between members of the school community. Bullying toward a
student, whether by other students, staff, or third parties is strictly prohibited and will not be tolerated. This prohibition includes
physical, verbal, and psychological abuse. The Board will not tolerate any gestures, comments, threats, or actions that cause or
threaten to cause bodily harm or personal degradation. This policy applies to all activities in the District, including activities on
school property, including at any of the school buildings or other property used exclusively or in part, whether leased or owned by
the District, for the purpose of school-related functions or events; or while traveling to or from school or to and from school-
sponsored functions or events; in transporting vehicles arranged for by School District officials. The policy applies as well during
activities that occur off school property if the student or employee is at any school-sponsored, school-approved or school-related
activity or function, such as field trips or athletic events where students are under the supervision of school authorities, or where an
employee is engaged in school business, or where there is otherwise a connection to the school such that the conduct at issue
affects or is intended to affect the student’s educational environment.
 
Definitions
 
"Bullying"
 
Bullying is deliberate or intentional behavior using word or actions, intended to cause fear, intimidation, or harm. Bullying may be a
repeated behavior and involves an imbalance of power. Furthermore, it may be serious enough to negatively impact a student's
educational, physical, or emotional well being. The behavior may be motivated by an actual or perceived distinguishing
characteristic, such as, but not limited to: age; national origin; race; ethnicity; religion; gender; gender identity; sexual orientation;
physical attributes; physical or mental ability or disability; and social, economic, or family status; however this type of prohibited
bullying behavior need not be based on any of those particular or other particular characteristics. It includes, but is not necessarily
limited to such behaviors as stalking, cyberbullying, intimidating, menacing, coercing, name-calling, taunting, making threats, and
hazing.
 
Some examples of bullying are:
 

A. Physical – hitting, kicking, spitting, pushing, pulling, taking and/or damaging personal belongings or extorting money,
blocking or impeding student movement, unwelcome physical contact.
 

B. Verbal – taunting, malicious teasing, insulting, name calling, making threats.
 

C. Psychological – spreading rumors, manipulating social relationships, coercion, or engaging in social exclusion/shunning,
extortion, or intimidation.
 

D. ""Cyberbullying" – the use of information and communication technologies such as e-mail, cell phone and pager text
messages, instant messaging (IM), defamatory personal web sites, and defamatory online personal polling web sites, to
support deliberate, repeated, and hostile behavior by an individual or group, that is intended to harm others."
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The Board recognizes that cyberbullying can be particularly devastating to young people because: 
 

1. cyberbullies more easily hide behind the anonymity that the Internet provides;
 

2. cyberbullies spread their hurtful messages to a very wide audience with remarkable speed;
 

3. cyberbullies do not have to own their own actions, or fear punishment for their actions, as it is usually very difficult to
identify cyberbullies;
 

4. Furthermore, the reflection time that once existed between the planning of a prank – or a serious stunt – and its
commission has all but been erased with cyberbullying;
 

5. Cyberbullies can impersonate others with the intent to embarrass or harm them or hacking into, or otherwise gaining
access to, another’s others’ electronic accounts (emails, social media, etc.) and posing as that individual with the
intent to embarrass or harm the individual.

Cyberbullying includes, but is not limited to the following:

1. posting slurs or rumors or other disparaging remarks about a student on a web site or on weblog;
 

2. sending e-mail or instant messages that are mean or threatening, or so numerous as to drive-up the victim’s cell
phone bill;
 

3. using a camera phone to take and send embarrassing photographs of students;
 

4. posting misleading or fake photographs of students on web sites.

 
"Harassment" includes, but is not limited to, any act which subjects an individual or group to unwanted, abusive behavior of a
nonverbal, verbal, written or physical nature on the basis of sex, (including transgender status, change of sex, or gender identity),
race, color, national origin, religion, creed, ancestry, marital or parental status, sexual orientation or physical, mental, emotional or
learning disability, or any other characteristic protected by Federal or State civil rights laws. Harassment is prohibited by
Policy 5517 – Student Anti-Harassment.
 
"Staff" includes all school employees and Board members.
 
"Third parties" include, but are not limited to, coaches, school volunteers, parents, school visitors, service contractors, vendors, or
others engaged in District business, and others not directly subject to school control at inter-district or intra-district athletic
competitions or other school events.
 
For a definition of hazing and instances that could possibly be construed as hazing, consult Policy 5516.
 
Complaint Procedures
 
Any student who believes s/he has been or is the victim of bullying should immediately report the situation to the building principal
or assistant principal, or the District Administrator. The student may also report concerns to a teacher or counselor who will be
responsible for notifying the appropriate administrator or Board official. Complaints against the building principal should be filed with
the District Administrator. Complaints against the District Administrator should be filed with the Board President.
 
Complaints against a Board member shall be filed with ( ) the Board President unless the complaint is against the President in which
case the complaint shall be filed with the Board Vice President ( ) another Board member ( ) the District Administrator ( ) either
another Board member or with the District Administrator depending on the complainant's preference [END OF OPTIONS], who is
authorized to contact District legal counsel for assistance in handling the complaint.
 
Every student is encouraged to report any situation that they believe to be bullying behavior directed toward a student. Reports may
be made to those identified above.
 
All school staff members and school officials who observe or become aware of acts of bullying are required to report these acts to
the building principal or assistant principal, or the District Administrator.
 
Reports of bullying may be made verbally or in writing and may be made confidentially. All such reports, whether verbal or in
writing, will be taken seriously and a clear account of the incident is to be documented. A written record of the report, including all
pertinent details, will be made by the recipient of the report.
 

http://www.neola.com/manawa-wi/search/policies/po5517.htm
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All complaints about behavior that may violate this Policy shall be investigated promptly by the building principal. The staff member
who is investigating the report of bullying shall interview the victim(s) of the alleged bullying and collect whatever other information
is necessary to determine the facts and the seriousness of the report.
 
If, during an investigation of a reported act of bullying in accordance with this Policy, the principal determines that the reported
misconduct may have created a hostile learning environment, discrimination, and/or may have constituted harassment based on sex
(transgender status, change of sex, or gender identity), race, color, national origin, religion, creed, ancestry, marital or parental
status, sexual orientation or physical, mental, emotional or learning disability, or any other characteristic protected by Federal or
state civil rights laws, the principal will report the act of bullying to one of the Compliance Officers who shall assume responsibility to
investigate the allegation in accordance with Policy 5517 – Student Anti- Harassment or Policy 2260 - Nondiscrimination and 
Access to Equal Educational Opportunity. Additionally, complaints alleging sexual harassment on the basis of 
sex are also covered by and subject to the investigation procedures in Policy 2266 - Nondiscrimination on 
the Basis of Sex in Education Programs or Activities. If the investigation under Policy 5517 - Student Anti-
harassment, Policy 2260 - Nondiscrimination and Access to Equal Educational Opportunity or Policy 2266 - 
Nondiscrimination on the Basis of Sex in Education Programs or Activities does not substantiate harassment 
based on one or more of the Protected Classes, the complaint of bullying shall still be investigated under this 
Policy.
 
With regard to complaints received against the District Administrator (or a member of the Board), the investigation shall be referred
to the Board attorney who shall conduct a prompt investigation. The Board attorney is authorized to designate an outside third party
to conduct the investigation. The Board attorney or designee will arrange such meetings as may be necessary with all concerned
parties within five (5) business days after receipt of the information or complaint. The parties will have an opportunity to submit
evidence and a list of witnesses. All findings related to the complaint will be reduced to writing. The Board attorney or designee
conducting the investigation shall notify the complainant and parents as appropriate, (in writing,) when the investigation is
concluded and the findings made.
.
 
Parents of each student involved in the bullying report will be notified prior to the conclusion of the investigation. The District shall
maintain the confidentiality of the report and any related student records to the extent required by law.
 
If the investigation finds that bullying has occurred, it will result in prompt and appropriate remedial and/or disciplinary action. This
may include student discipline, including, but not limited to, reprimand, suspension, or possible expulsion. Furthermore, the result of
an investigation that finds that bullying has occurred may result in discharge for employees, exclusion for parents, guests,
volunteers, and contractors, and removal from any official position and/or a request to resign for Board members. Individuals may
also be referred to law enforcement officials.
 
The complainant shall be notified of the findings of the investigation, and as appropriate, of the remedial action has been taken.
 
This policy shall not be interpreted to infringe upon the First Amendment rights of students (i.e., to prohibit a reasoned and civil
exchange of opinions, or debate, that is conducted at appropriate times and places during the school day and is protected by State
or Federal law).

Retaliation/False Reports
 
Retaliation against any person who reports, is thought to have reported, files a complaint, or otherwise participates in an
investigation or inquiry concerning allegations of bullying is prohibited and will not be tolerated. Such retaliation shall be considered
a serious violation of Board policy and independent of whether a complaint is substantiated. Suspected retaliation should be reported
in the same manner as bullying incidents. Making intentionally false reports about bullying for the purpose of getting someone in
trouble is similarly prohibited and will not be tolerated. Retaliating and intentionally making a false report may result in disciplinary
action.
 
If a student or other individual believes there has been bullying, regardless of whether it fits a particular definition, s/he should
report it and allow the administration to determine the appropriate course of action.
 
Privacy/Confidentiality
 
The School District will respect the privacy of the complainant, the individual(s) against who the complaint is filed, and the witnesses
as much as possible, consistent with the Board’s legal obligations to investigate, to inform parents, to take appropriate action, and to
conform with any discovery or disclosure obligations. All records generated under this policy and its related administrative guidelines
shall be maintained as confidential to the extent permitted by law.
 
Notification
 
Notice of this policy will be annually distributed to all students enrolled in the School District, their parents and/or guardians and
employees. The policy will also be distributed to organizations in the community having cooperative agreements with the schools.



Additionally, the policy will be posted in conspicuous locations in all school buildings and departments within the District and
discussed with students, as well as incorporated into the teacher, student, and parent/guardian handbooks. All new hires will be
required to review and sign off on this policy and the related complaint procedure.
 
The School District will also provide a copy of the policy to any person who requests it.
 
Records and Reports
 
Records will be maintained on the number and types of reports made, and sanctions imposed for incidents found to be in violation of
the bullying policy.
 
An annual summary report shall be prepared and presented to the Board, that includes trends in bullying behavior and
recommendations on how to further reduce bullying behavior. The annual report will be available to the public.
 
Education and Training
 
In support of this policy, the Board promotes preventative educational measures to create greater awareness of bullying behavior.
The District Administrator shall provide appropriate training to all members of the School District community related to the
implementation of this policy and its accompanying administrative guidelines. All training regarding the Board’s policy and
administrative guidelines on bullying will be age and content appropriate.
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5540.01 - INVESTIGATIONS INVOLVING SUSPECTED CHILD ABUSE
 
In the event of a law enforcement or social services investigation involving allegations of child abuse under Chapter 48 of the
Wisconsin Statutes, school officials shall permit access to any student the law enforcement officer or social services agent
determines s/he must speak with.
 
Office staff shall notify the District Administrator or the building administrator of any such investigation and shall keep a log of
activities by the agency conducting the investigation, noting the date, and time of any interviews and the students involved.
 
The school administration shall notify the student's parents only after being advised by the agency conducting the investigation that
parental contact will not impede their investigation. Because such investigations may involve allegations against the student's
parent(s), and the investigating law enforcement agency may instruct administration must not to contact the parents unless
authorized to do so by the investigating agency. The administration shall cooperate with such a request.
 
If the investigating agency determines that it must remove the student from school in the course of their investigation, the
administrator should make a record of what time the student was released, the agency to which the student was released and the
name of the individual agent who removed the student.
 
This policy should be applied in conjunction with Policy 8462. Nothing in this policy affects District staff responsibilities as mandatory
reporters of suspected child abuse.
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5540 - THE SCHOOLS AND GOVERNMENTAL AGENCIES
 
The Board is committed to maintaining the educational atmosphere of the schools and restricting access by individuals not part of
the school system but also recognizes its responsibility to cooperate with law enforcement agencies and its need for assistance from
law enforcement in certain circumstances.
 
( ) The District contracts with one or more municipalities for the services of School Resource Officers (SROs) pursuant to its shared
agreement or Memorandum of Understanding, which sets forth the relationship between school officials and SRO.
 
When law enforcement requests permission to interview a student at school, the District Administrator or building administrator shall
be contacted prior to any further action by law enforcement. The administrator shall determine whether it is appropriate to provide
access to the student based on the officer's purpose, whether the officer has stated that there is an emergency involving imminent
threat, or whether the officer is in possession of a valid warrant. A warrant shall be deemed valid if executed by a judicial officer and
describing the school premises.
 
If law enforcement is contacted by the administration for assistance, administration shall maintain the lead role in the investigation
and shall be present or contact a parent to be present for any interview, to the extent reasonable.
 
When an agency requests permission to remove a student or does remove a student without prior permission, the building
administrator shall notify the District Administrator.
 
Law enforcement investigations on school premises fall into two (2) primary categories. First, some investigations will occur at the
request of school administration due to suspicion of a violation of school policy that may also be criminal. Second, law enforcement
investigations may occur without the initiation of school officials and may or may not involve activity on school grounds.
 
Different procedures are to be followed in each instance as outlined below:
 

A. By law enforcement personnel, on request of school authorities 
 

1. An administrator may exercise his/her discretion in determining whether to request the assistance of law enforcement
in investigating a crime, or allegation of a crime, committed in his/her school building or school grounds during school
hours. If assistance is so requested, it shall be directed to the local law enforcement agency and the administration
shall remain the primary investigator with assistance from law enforcement. When determining whether to contact law
enforcement, a school administrator shall consider the mandatory reporting requirements of Section 48.981 in the
event the allegations involve suspected child abuse or neglect. 
 

2. If the administrator requests assistance, a law enforcement officer may conduct an investigation within the school
building and interview students as witnesses in school during the school day. Administrators shall take steps to assure
that students are not removed from classes if at all possible. The administrator shall be present during the interview



unless the law enforcement officer, student or his/her parent requests that the school official not be present. The
student may request other representation such as legal counsel. If a student requests legal counsel, the administrator
will make an effort to contact the parent(s) and the student will be put in the custody of the law enforcement agency.
The administrator shall attempt to contact the parent(s) of any student prior to questioning by police. A decision
whether to take a student into custody is the decision of the law enforcement officer. 
 

3. If the investigation focuses on a particular student as a prime suspect of crime, the administrator and the law
enforcement officer shall abide by the guidelines with respect to any interrogation, search and arrest. Once law
enforcement is involved in an investigation of possible criminal activity on school grounds, assuring that the
constitutionally protected rights are respected during the investigation process is the law enforcement officers'
responsibility. 
 

4. School officials shall assist and cooperate in investigations as requested by law enforcement and consistent with
District responsibility to maintain the confidentiality of student records under State and Federal law. 
 

B. By law enforcement personnel without request of school authorities 
 

1. Law enforcement officers will be asked to make every effort to interview students outside of the school hours and
outside of the school setting in those cases where assistance has not been requested by school authorities. This
procedure will not apply to circumstances where a serious crime may be involved, or where imminent threats to
persons or property may be involved or where law enforcement states that it is not feasible to interview the student
outside of school due to the nature of the investigation and that they are not able to provide specific information
substantiating the need to immediately interview the student. 
 

2. If law enforcement deems it absolutely necessary to interview a student at school, the law enforcement personnel
shall first contact the administrator regarding the planned visit and inform the administrator of the circumstances that
require him/her to investigate within the school and obtain his/her approval to interview a student during school
hours. The police officer shall not commence his/her investigation until such approval is obtained. The law
enforcement personnel may appeal to the District Administrator if it is deemed that approval was unreasonably
withheld. 

The administrator shall make every effort to maintain the privacy of the student. 
 

3. Accordingly, the administrator shall do the following: 
 

a. Request that every attempt be made to schedule questioning during a time the student is not in class. 
 

b. Request that the student be pulled out of class by a school administrator, rather than a police officer, if
necessary. 
 

c. Notify the law enforcement officer that the school official will be attempting to contact the student's parent
prior to questioning unless specifically requested not to because such contact would unduly impede the
investigation. 
 

4.   If law enforcement officer is in possession of a valid warrant, school officials shall in no way interfere with the
officer's execution of the warrant. A warrant shall be considered "valid" if it accurately describes the school facility and
is executed by an authorized judicial official. District officials shall not attempt to evaluate the sufficiency of probable
cause upon which the warrant is based. 

In the event a law enforcement officer seeks to execute a warrant on school grounds, the officer is to be directed to
building administration. The administration shall attempt to assist in executing the warrant by directing the student to
report to the office. The school administration shall then (1) contact the student's parent if the student is a minor; and
(2) contact the District Administrator. This process shall be followed unless the law enforcement official states that
s/he has reason to believe that the subject of the warrant poses an immediate threat to the health and safety of
others while in the school. In such a case, school officials shall grant access to the facility for execution of the warrant.

 
The District Administrator shall prepare guidelines to promote understanding and cooperation between staff members and students
and these agencies.
 
Revised 12/18/17
 
© Neola 202018



Legal 118.257, Wis. Stats.

120.13(35), Wis. Stats.

Last Modified by Steve LaVallee on January 28, 2021



 

 

 

 

 

 

  

Book Policy Manual

Section For Board Review - Vol. 30, No. 1

Title Copy of STUDENT FUNDRAISING

Code po5830

Status

Adopted October 1, 2015

Last Revised November 18, 2019

5830 - STUDENT FUNDRAISING
 
The Board acknowledges that the solicitation of funds from students must be limited since compulsory attendance laws make the
student a captive donor and may also disrupt the program of the schools.
 
For purposes of this policy, "student fundraising" shall include the solicitation and collection of money from students for any purpose
and shall include the collection of money in exchange for tickets, papers, or any other goods or services for approved student
activities.
 
Student-Led Fundraising for School-Related Organizations
 
The Board will permit student fundraising by students in school, on school property, or at any school-sponsored event only when
the profit is to be used for school purposes or for an activity connected with the schools. The Board requires that fundraisers by
student clubs and organizations that involve the sale to students of food and/or beverage items that will be consumed on campus,
the food and/or beverages items to be sold comply with the current USDA Dietary Guidelines for Americans and the Smart Snack
Rules. Each student organization shall be permitted two (2) fundraising exceptions per school year where foods and beverages not
allowable under the Smart Snack Rules can be sold. If approved, fundraisers that involve the sale to students of food items or
beverages to be consumed on District property shall not compete directly with the sale of reimbursable meals.  Each exempt fund-
raiser cannot be longer than two (2) consecutive weeks.
 
Fundraising by approved school organizations, whose funds are managed by the District, may be permitted in school by the
Principal.
 
Funds raised by any student organization, club or class shall be processed through the appropriate financial accounting system and
in accordance with the District’s student activity funds management policy and procedures.
 
Fundraising off school grounds may be permitted by the District Administrator.
 
In accordance with Policy 2430, use of the name, logo, or any assets of the District, including but not limited to facilities, technology,
or communication networks, is prohibited without the specific permission of the District Administrator.
Crowdfunding activities aimed at raising funds for a specific classroom or school activity, including extra-curricular activity, or to
obtain supplemental resources (e.g., supplies or equipment) that are not required to provide a free, appropriate, public education to
any students in the classroom may be permitted, but only with the specific approval of the Board upon the recommendation of the
District Administrator.
 
 All crowdfunding activities are subject to AG 6605.
 
Fundraising by students on behalf of school-related organizations whose funds are not managed by the District may be permitted on
school grounds by the District Administrator. If the fundraising activity involves students under age twelve (12) such students’
parents must provide written permission for the student to participate in the fundraising activity. Any student under nine (9) years of



age, or each group containing one (1) or more students under nine (9) years of age, must be physically accompanied by a parent or
a person at least sixteen (16) years of age.
 
All other fundraising shall be done in accordance with Board Policy 9700.
 
Revised 6/19/17
Revised 12/18/17
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5895 - STUDENT EMPLOYMENT
 
The Board believes that attendance at school, full effort in completing school assignments, and participation in school- related
activities should be a student's primary focus. The Board also recognizes the value and in some instances the necessity of students'
pursuit of employment opportunities. The Board supports these student efforts provided that they do not interfere with or adversely
impact a students' ability to fully participate in the educational programming offered to the student.
 
Unless exempted by law or by temporary order due to emergency circumstances, no student under the age of sixteen (16) may be
employed without a permit issued by the State and may not work in excess of prescribed hours per day or week, or later than a
particular time.
 
If a student works while attending school, s/he should receive counseling and assistance in seeking appropriate job opportunities
and in correlating work schedules with school studies and activities, particularly where such work requires dismissal from school
during instructional time periods. Any school staff who becomes aware of a student working in excess of permitted hours or later
than permitted times, shall notify the building administration who shall contact the student's parents.
 
 
Permit Officer
 
[ ] OPTION 1
 
The District opts not to serve as a permit officer for the purpose of issuing employment permits to minors.
 
[ ] OPTION 2 
 
Consistent with the authority provided to the Board by the State of Wisconsin Department of Workforce Development, the District
will serve as a permit officer for the purpose of issuing permits for the employment of minors. The Board designates
__________________________ (insert title) to serve as the permit officer.
 
The Permit Officer shall manage the issuance of student work permits consistent with the requirements of state law, specifically, to
issue work permits to minors who provide appropriate supporting documentation establishing the requirements for the issuance of a
permit. The Permit Officer shall maintain all records associated with the permit issuance process.
 
103.70 et seq., Wis. Stats.
Wis. Admin. Code DWD 270
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6114 - COST PRINCIPLES - SPENDING FEDERAL FUNDS
 
The District Administrator is responsible for the efficient and effective administration of grant funds through the application of sound
management practices. Such funds shall be administered in a manner consistent with all applicable Federal, State and local laws, the
associated agreements/assurances, program objectives and the specific terms and conditions of the grant award.
 
Cost Principles
 
Except where otherwise authorized by statute, costs shall meet the following general criteria in order to be allowable under Federal
awards:
 

A. Be necessary and reasonable for proper and efficient performance and administration of the Federal award and be allocable
thereto under these principles. 

To determine whether a cost is reasonable, consideration shall be given to: 
 

1. whether a cost is a type generally recognized as ordinary and necessary for the operation of the District or the proper
and efficient performance of the Federal award; 
 

2. the restraints or requirements imposed by such factors as sound business practices, arm’s length bargaining, Federal,
State, local, tribal and other laws and regulations; 
 

3. market prices for comparable goods or services for the geographic area; 
 

4. whether the individuals concerned acted with prudence in the circumstances considering their responsibilities; 
 

5. whether the cost does not represent any significant deviation from the established practices or Board policy which
may unjustifiably increase the expense.

Whether an expenditure is necessary is determined based on the needs of the program. The expenditure must be necessary
to achieve an important program objective and it must be established that the expenditure addresses an existing need. 

When determining whether a cost is necessary, consideration may be given to whether:

1. the cost is needed for the proper and efficient performance of the grant program; 
 

2. the cost is identified in the approved budget or application; 
 

3. there is an educational benefit associated with the cost; 
 

4. the cost aligns with identified needs based on results and findings from a needs assessment 
 

5. the cost addresses program goals and objectives and is based on program data.



A cost is allocable to the Federal award if the goods or services involved are chargeable or assignable to the Federal award in
accordance with the relative benefit received. This standard is met if the cost: is incurred specifically for the Federal award;
benefits both the Federal award and other work of the District and can be distributed in proportions that may be
approximated using reasonable methods; and is necessary to the overall operation of the District and is assignable to the
Federal award in accordance with cost principles mentioned here.

B. Conform to any limitations or exclusions set forth in theas cost principles as required by law or in the terms and conditions of
the Federal award. 
 

C. Be consistent with policies and procedures that apply uniformly to both Federally-financed and other activities of the District. 
 

D. Be accordedafforded consistent treatment. A cost cannot be assigned to a Federal award as a direct cost if any other cost
incurred for the same purpose in like circumstances has been allocated to a Federal awardassigned as an indirect cost under
another award. 
 

E. Be determined in accordance with generally accepted accounting principles 
 

F. Be representative of actual cost, net of all applicable credits or offsets. 

The term "applicable credits" refers to those receipts or reductions of expenditures that operate to offset or reduce expense
items allocable to the Federal award. Typical examples of such transactions are: purchase discounts; rebates or allowances;
recoveries or indemnities on losses; and adjustments of overpayments or erroneous charges. To the extent that such credits
accruing to or received by the State relate to the Federal award, they shall be credited to the Federal award, either as a cost
reduction or a cash refund, as appropriate. 
 

G. Be not included as a match or cost-share, unless the specific Federal program authorizes Federal costs to be treated as such.  
 

H. Be adequately documented: 
 

1. in the case of personal services, the District Administrator shall implement a system for District personnel to account
for time and efforts expended on grant-funded programs to assure that only permissible personnel expenses are
allocated; 
 

2. in the case of other costs, all receipts and other invoice materials shall be retained, along with any documentation
identifying the need and purpose for such expenditure if not otherwise clear. 
 

I. Be incurred during the approved budget period. 

The budget period means the time interval from the start date of a funded portion of an award to the end date of that funded
portion during which recipients are authorized to carry out authorized work and expend the funds awarded, including any
funds carried forward or other revisions pursuant to the law. Prior written approval from the Federal awarding agency or state
pass-through entity may be required to carry forward unobligated balances to subsequent budget periods, unless waived.

 
Selected Items of Cost
 
The District shall follow the rules for selected items of cost at 2 C.F.R. Part 200, Subpart E when charging these specific expenditures
to a Federal grant. When applicable, District staff shall check costs against the selected items of cost requirements to ensure the
cost is allowable. In addition, State, District, and program-specific rules, including the terms and conditions of the award, may deem
a cost as unallowable and District personnel shall follow those rules as well.
 
Cost Compliance
 
The District Administrator shall require that grant program funds are expended and are accounted for consistent with the
requirements of the specific program and as identified in the grant application. Compliance monitoring includes accounting for direct
or indirect costs and reporting them as permitted or required by each grant. Costs incurred for the same purpose in like
circumstances shall be treated consistently as either direct or indirect costs, but may not be double charged or inconsistently
charged as both.
 
Determining Whether a Cost is Direct or Indirect
 

A. Direct costs are those costs that can be identified specifically with a particular final cost objective, such as a Federal award, or
other internally or externally funded activity, or that can be directly assigned to such activities relatively easily with a high
degree of accuracy. 



These costs may include: salaries and fringe benefits of employees working directly on a grant-funded project; purchased
services contracted for performance under the grant; travel of employees working directly on a grant-funded project;
materials, supplies, and equipment purchased for use on a specific grant; program evaluation costs or other institutional
service operations; and infrastructure costs directly attributable to the program (such as long-distance telephone calls specific
to the program, etc.). 
 

B. Indirect costs are those that have been incurred for a common or joint purpose benefitting more than one cost objective, and
not readily assignable to the cost objectives specifically benefitted, without effort disproportionate to the results achieved. 
Costs incurred for the same purpose in like circumstances shall be treated consistently as either direct or indirect costs. 

These costs may include: general data processing, human resources, utility costs, maintenance, accounting, etc. 

Federal education programs with supplement not supplant provisions must use a restricted indirect cost rate.  In a restricted
rate, indirect costs are limited to general management costs.  General management costs do not include divisional
administration that is limited to one component of the District, the governing body of the District, compensation of the
District Administrator, compensation of the chief executive officer of any component of the District, and operation of the
immediate offices of these officers. 

The salaries of administrative and clerical staff should normally be treated as indirect costs. Direct charging of these costs
may be appropriate only if all of the following conditions are met: 
 

1. Administrative or clerical services are integral to a project or activity. 
 

2. Individuals involved can be specifically identified with the project or activity. 
 

3. Such costs are explicitly included in the budget or have the prior written approval of the Federal awarding agency. 
 

4. The costs are not also recovered as indirect costs.

 
Where a Federal program has a specific cap on the percentage of administrative costs that may be charged to a grant, that cap shall
include all direct administrative charges as well as any recovered indirect charges.
 
Effort should be given to identify costs as direct costs whenever practical, but allocation of indirect costs may be used where not
prohibited and where indirect cost allocation is approved ahead of time by the Wisconsin Department of Instruction (DPI) or the
pass-through entity (Federal funds subject to 2 CFR Part 200 pertaining to determining indirect cost allocation).
 
Timely Obligation of Funds
 
When Obligations are Made
 
Financial oObligations are orders placed for property and services, contracts and subawards made, and similar transactions during a
given period that require payment by the non-Federal entity during the same or a future period.
 
This term is used when referencing a recipient's or subrecipient's use of funds under a Federal award.
 
The following table illustrates when funds are determined to be obligated under the U.S. Department of Education regulations:
 
If the obligation is for: The obligation is made:

Acquisition of Property On the date the District makes a binding
written commitment to acquire property

Personal services by an employee of the
District

When the services are performed

Personal services by a contractor who is not
an employee of the District

On the date the District makes a binding
agreement to obtain the services

Performance of work other than personal
services

on the date when the District makes a
binding written commitment to obtain the
work

Public utility services When the District receives the services
Travel When the travel is taken
Rental property When the District uses the property
A pre-awardagreement cost that was
properly approved by the Secretary under

On the first day of the project period



federal regulations, 2 CFR part 200, Subpart
E
 
Period of Performance
 
All financial obligations must occur duringon or between the beginning and ending dates of the grant project. This period of time is
known as the period of performance. Period of performance means the total estimated time interval between the start of an initial
Federal award when the District is permitted to carry out the work authorized by the grant and the planned end date. The period of
performance may include one or more funded portions or budget periods. The period of performance is dictated by statute and will
be indicated in the grant award notification ("GAN"). As a general rule, State-administered Federal funds are available for obligation
within the year that Congress appropriates the funds for. However, given the unique nature of educational institutions, for many
Federal education grants, the period of performance is twenty-seven (27) months. This maximum period includes a fifteen (15)
month period of initial availability, plus a twelve (12) month period for carryover. For direct grants, the period of performance is
generally identified in the GAN.
 
In the case of a State-administered grant, financial obligations under a grant may not be made until the application is approved or is
in substantially approvable formgrant funding period begins or all necessary materials are submitted to the granting agency,
whichever is later. In the case of a direct grant, a grantee may use grant funds only for obligations it makes during the grant
periodobligations may begin when the grant is awarded unless an agreement exists with the awarding agency or the pass-through
entity (e.g., Wisconsin Department of Education) to reimburse for pre-approval expensesotherwise stated in the grant. 
 
If a Federal awarding agency or pass-through entity approves an extension, or if the District extends under C.F.R. 200.308(e)(2),
the Period of Performance will be amended to end at the completion of the extension. If a termination occurs, the Period of
Performance will be amended to end upon the effective date of termination. If a renewal is issued, a distinct Period of Performance
will begin.
 
For both State-administered and direct grants, regardless of the period of availability, the District shall liquidate all financial
obligations incurred under the award not later than ninety (90) calendar days after the end of the funding period unless an extension
is authorized, or other terms are provided for in the grant. Any funds not obligated within the period of performance or liquidated
within the appropriate timeframe are said to lapse and shall be returned to the awarding agency. Consequently, the District shall
closely monitor grant spending throughout the grant cycle.
 
 
2 C.F.R. 200.344(b)
2 C.F.R. 200.403-.4067, 200.413(a)-(c), 200.430(a), 200.431(a) and 200.458200.474(b)
34 C.F.R. 75.703
34 C.F.R. 76.707 - .708(a)
 
© Neola 202016

Legal 2 C.F.R. 200.344(b)

2 C.F.R. 200.403-.407, 200.413(a)-(c), 200.430(a), 200.431(a) and 200.458

34 C.F.R. 75.703

34 C.F.R. 76.707 - .708(a)
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6325 - PROCUREMENT – FEDERAL GRANTS/FUNDS
 
Procurement of all supplies, materials, equipment, and services paid for from Federal funds including any District matching funds
shall be made in accordance with all applicable Federal, State, and local statutes and/or regulations, the terms and conditions of the
Federal grant, Board policies, and administrative procedures.
 
The District Administrator shall have and usemaintain a procurement and contract administration system in accordance with the
USDOE requirements (2 C.F.R. 200.317-.326) for the administration and management of Federal grants and federally-funded
programs. The District shall maintain oversighta contract administration system that requires contractors to perform in accordance
with the terms, conditions, and specifications of their contracts or purchase orders. Except as otherwise noted, procurement
transactions shall conform to the provisions of the District’s documented general purchasing policy and administrative guidelines
(Policy 6320 and AG 6320A).
 
All District employees, officers, and agents who have purchasing authority shall abide by the standards of conduct covering conflicts
of interest and governing the actions of its employees, officers, and agents engaged in the selection, award, and administration of
contracts as established in Policy 1130, Policy 3230, and Policy 4230 – Conflict of Interest.
 
The District will avoid acquisition of unnecessary or duplicative items. Additionally, consideration shall be given to consolidating or
breaking out procurements to obtain a more economical purchase and, where appropriate, an analysis shall be made of lease versus
purchase alternatives, and any other appropriate analysis to determine the most economical approach. These considerations are
given as part of the process to determine the allowability of each purchase made with Federal funds.
 
To foster greater economy and efficiency, the District may enter into State and local intergovernmental agreements where
appropriate for procurement or use of common or shared goods and services.
 
Competition
 
All procurement transactions for the acquisition of property or services required under a Federal award shall be conducted in a
manner that encourages full and open competition and in accordance with good administrative practice and sound business
judgement. In order to promote objective contractor performance and eliminate unfair competitive advantage, the District shall
exclude any contractor that has developed or drafted specifications, requirements, statements of work, or invitations for bids or
requests for proposals from competition for such procurements.
 
Some of the situations considered to be restrictive of competition include, but are not limited to, the following:
 

A. unreasonable requirements on firms in order for them to qualify to do business
 

B. unnecessary experience and excessive bonding requirements 
 

C. noncompetitive pricing practices between firms or between affiliated companies 
 

D. noncompetitive contracts to consultants that are on retainer contracts



 
E. organizational conflicts of interest 

 
F. specification of only a "brand name" product instead of allowing for an "or equal" product to be offered and describing the

performance or other relevant requirements of the procurement 
 

G. any arbitrary action in the procurement process

Further, the District does not use statutorily or administratively imposed State, local, or tribal geographical preferences in the
evaluation of bids or proposals, unless 1) an applicable Federal statute expressly mandates or encourages a geographic preference;
or 2) the District is contracting for architectural and engineering services, in which case geographic location may be a selection
criterion provided its application leaves an appropriate number of qualified firms, given the nature and size of the project, to
compete for the contract.
 
To the extent that the District uses a pre-qualified list of persons, firms or products to acquire goods and services, the pre-qualified
list includes enough qualified sources as to ensure maximum open and free competition. 
 
The District shall require that all prequalified lists of persons, firms, or products which are used in acquiring goods and
services are current and include enough qualified sources to provide maximum open and free competition. The District
shall not preclude potential bidders from qualifying during the solicitation period.
 
Solicitation Language (Purchasing Procedures)
 
The District shall have written procurement procedures that require that all solicitations incorporate a clear and accurate description
of the technical requirements for the material, product, or service to be procured. Such description shall not, in competitive
procurements, contain features which unduly restrict competition. The description may include a statement of the qualitative nature
of the material, product or service to be procured and, when necessary, shall set forth those minimum essential characteristics and
standards to which it shall conform if it is to satisfy its intended use. Detailed product specifications should be avoided if at all
possible.
 
When it is impractical or uneconomical to make a clear and accurate description of the technical requirements, a "brand name or
equivalent" description may be used as a means to define the performance or other salient requirements of procurement. The
specific features of the named brand which shall be met by offers shall be clearly stated; and identify all requirements which the
offerors shall fulfill and all other factors to be used in evaluating bids or proposals.
 
The Board will not approve any expenditure for an unauthorized purchase or contract.
 
Procurement Methods
 
The District shall have and use documented procedures, consistent with the standards described above, forutilize the following
methods of procurement:
 

A. Informal Procurement Methods 

When the value of the procurement for property or services under a Federal award does not exceed the
simplified acquisition threshold, or a lower threshold established by the State, formal procurement methods are
not required. The District may use informal procurement methods to expedite the completion of its transactions
and minimize the associated administrative burden and cost. The informal methods used for procurement of
property or services at or below the simplified acquisition threshold include: 
 

1. Micro-purchases 

Procurement by micro-purchase is the acquisition of supplies or services, the aggregate dollar amount of which does
not exceed $10,000. To the maximum extent practicable, the District shouldshall distribute micro-purchases equitably
among qualified suppliers. Micro-purchases may be made without soliciting competitive quotations if the District
Administrator considers the price to be reasonable based on research, experience, purchase history or other relevant
information and documents are filed accordingly. The District shall maintainmaintains evidence of this reasonableness
in the records of all purchases made by this method. 
 

2. Small purchases 

Small purchases include the acquisition of property or services, the aggregate dollar amount of which is higher than
the micro-purchase threshold but does not exceed the simplified acquisitionSmall purchase procedures provide for



relatively simple and informal procurement methods for securing services, supplies, and other property that does not
exceed the competitive bid threshold of $250,000, except as otherwise required by State law. Small purchase
procedures require that price or rate quotations shall be obtained from an adequate number of qualified sources. 
Districts are responsible for determining an appropriate simplified acquisition threshold based on internal
controls, an evaluation of risk, and its documented procurement procedures which must not exceed the
threshold established in the Federal Acquisition Regulations (FAR). When applicable, a lower simplified
acquisition threshold used by the non -Federal entity must be authorized or not prohibited under State,
local, or tribal laws or regulations. 
 

B. Formal Procurement Methods 

When the value of the procurement for property or services under a Federal award exceeds the simplified
acquisition threshold, or a lower threshold established by the State, formal procurement methods are required.
Formal procurement methods require following documented procedures. Formal procurement methods also
require public advertising unless a non-competitive procurement method can be used in accordance with the
standards on competition in 200.319 or non-competitive procurement. The formal methods of procurement are: 
 

1. Sealed bids 

Sealed, competitive bids shall be obtained when the purchase of, and contract for, single items of supplies, materials,
or equipment which amounts to $10,000 and when the Board determines to build, repair, enlarge, improve, or
demolish a school building/facility the cost of which will exceed $150,000 unless otherwise required by State law. 

In order for sealed bidding to be feasible, the following conditions shall be present: 
 

a. a complete, adequate, and realistic specification or purchase description is available; 
 

b. two (2) or more responsible bidders are willing and able to compete effectively for the business; and 
 

c. the procurement lends itself to a firm fixed-price contract and the selection of the successful bidder can be
made principally on the basis of price.

When sealed bids are used, the following requirements apply:

a. Bids shall be solicited in accordance with the provisions of State law and Policy 6320. Bids shall be solicited
from an adequate number of qualified suppliers, providing sufficient response time prior to the date set for the
opening of bids. The invitation to bid shall be publicly advertised. 
 

b. The invitation for bids will include product/contract specifications and pertinent attachments and shall define
the items and/or services required in order for the bidder to properly respond. 
 

c. All bids will be opened at the time and place prescribed in the invitation for bids; bids will be opened publicly. 
 

d. A firm fixed-price contract award will be made in writing to the lowest responsive and responsible bidder.
Where specified in bidding documents, factors such as discounts, transportation cost, and life cycle costs shall
be considered in determining which bid is lowest. Payment discounts may only be used to determine the low
bid when prior experience indicates that such discounts are usually taken. 
 

e. The Board reserves the right to reject any or all bids for sound documented reason.

2. (Competitive pProposals 

Procurement by proposals is a method in which either a fixed price or cost-reimbursement type contract is awarded.
Proposals areProcurement by competitive proposal, normally conducted with more than one source submitting an
offer, is generally used when conditions are not appropriate for the use of sealed bids or in the case of a recognized
exception to the sealed bid method. Like sealed bids, Federal law does not require a competitive proposal unless the
procurement is for over $150,000. 

If this method is used, the following requirements apply: 
 

a. Requests for proposals shall be publicized and identify all evaluation factors and their relative importance. Any
response to the publicized requests for proposals shall be considered to the maximum extent practical. 
 



b. Proposals shall be solicited from an adequate number of sources. 
 

c. The District shall use its written method for conducting technical evaluations of the proposals received and for
selecting recipients. 
 

d. Contracts shall be awarded to the responsible firm whose proposal is most advantageous to the program, with
price and other factors considered.

The District may use competitive proposal procedures for qualifications-based procurement of
architectural/engineering (A/E) professional services whereby competitors' qualifications are evaluated and the most
qualified competitor is selected, subject to negotiation of fair and reasonable compensation. The method, where price
is not used as a selection factor, can only be used in procurement of A/E professional services. It cannot be used to
purchase other types of services though A/E firms are a potential source to perform the proposed effort.

3. Noncompetitive Procurementproposals 

Procurement by noncompetitive proposals allows for solicitation of a proposal from only one source and may be used
only when one or more of the following circumstances apply: 
 

a. micro-purchases; 
 

b. the item is available only from a single source; 
 

c. the public exigency or emergency for the requirement will not permit a delay resulting from publicizing a
competitive solicitation; 
 

d. the Federal awarding agency or pass-through entity expressly authorizes noncompetitive proposals in response
to a written request from the District; 
 

e. after solicitation of a number of sources, competition is determined to be inadequate.

 
Domestic Preference for Procurement
 
As appropriate and to the extent consistent with law, the District shall, to the extent practicable under a Federal award, provide a
preference for the purchase, acquisition, or use of goods, products, or materials produced in the United States. Such requirements
shall be included in all subawards including all contracts and purchase orders for work or products under the Federal award.
 
Contract/Price Analysis 
 
 
The District shall perform a cost or price analysis in connection with every procurement action in excess of $150,000, including
contract modifications. A cost analysis generally means evaluating the separate cost elements that make up the total price, while a
price analysis means evaluating the total price, without looking at the individual cost elements.
 
The method and degree of analysis is dependent on the facts surrounding the particular procurement situation; however, the District
shall come to an independent estimate prior to receiving bids or proposals.
 
When performing a cost analysis, the District shall negotiate profit as a separate element of the price. To establish a fair and
reasonable profit, consideration is given to the complexity of the work to be performed, the risk borne by the contractor, the
contractor’s investment, the amount of subcontracting, the quality of its record of past performance, and industry profit rates in the
surrounding geographical area for similar work.
 
Time and Materials Contracts
 
The District uses a time and materials type contract only 1) after a determination that no other contract is suitable; and 2) if the
contract includes a ceiling price that the contractor exceeds at its own risk. Time and materials type contract means a contract
whose cost to the District is the sum of: the actual costs of materials, and direct labor hours charged at fixed hourly rates that
reflect wages, general and administrative expenses, and profit.
 
Since this formula generates an open-ended contract price, a time-and-materials contract provides no positive profit incentive to the
contractor for cost control or labor efficiency. Therefore, the District sets a ceiling price for each contract that the contractor exceeds
at its own risk. Further, the District shall assert a high degree of oversight in order to obtain reasonable assurance that the
contractor is using efficient methods and effective cost controls.
 



Suspension and Debarment
 
The District will award contracts only to responsible contractors possessing the ability to perform successfully under the terms and
conditions of the proposed procurement. All purchasing decisions shall be made in the best interests of the District and shall seek to
obtain the maximum value for each dollar expended. When making a purchasing decision, the District shall consider such factors as
1) contractor integrity; 2) compliance with public policy; 3) record of past performance; and 4) financial and technical resources.
 
The District Administrator shall have the authority to suspend or debar a person/corporation, for cause, from consideration or award
of further contracts. The District is subject to and shall abide by the nonprocurement debarment and suspension regulations
implementing Executive Orders 12549 and 12689, 2 CFR Part 180.
 
Suspension is an action taken by the District that immediately prohibits a person from participating in covered transactions and
transactions covered under the Federal Acquisition Regulation (48 C.F.R. Chapter 1) for a temporary period, pending completion of
an agency investigation and any judicial or administrative proceedings that may ensue. A person so excluded is suspended. (2 C.F.R.
Part 180 Subpart G)
 
Debarment is an action taken by the District Administrator to exclude a person from participating in covered transactions and
transactions covered under the Federal Acquisition Regulation (48 C.F.R. Chapter 1). A person so excluded is debarred. (2 C.F.R. Part
180 Subpart H)
 
The District shall not subcontract with or award subgrants to any person or company who is debarred or suspended. For contracts
over $25,000, the District shall confirm that the vendor is not debarred or suspended by either checking the Federal government’s
System for Award Management, which maintains a list of such debarred or suspended vendors at www.sam.gov; collecting a
certification from the vendor; or adding a clause or condition to the covered transaction with that vendor. (2 C.F.R. Part 180 Subpart
C)
 
Bid Protest
 
The District maintains the following protest procedures to handle and resolve disputes relating to procurements and, in all instances,
discloses information regarding the protest to the awarding agency.
 
A bidder who wishes to file a bid protest shall file such notice and follow procedures prescribed by the Request For Proposals (RFPs)
or the individual bid specifications package, for resolution. Bid protests shall be filed in writing with the Office of the District
Administrator within seventy-two (72) hours of the opening of the bids in protest.
 
Within five (5) days of receipt of a protest, the District Administrator shall review the protest as submitted and render a decision
regarding the merits of the protest and any impact on the acceptance and rejection of bids submitted. Notice of the filing of a bid
protest shall be communicated to the Board and shall be so noted in any subsequent recommendation for the acceptance of bids and
awarding of contracts.
 
Failure to file a notice of intent to protest, or failure to file a formal written protest within the time prescribed, shall constitute a
waiver of proceedings.
 
Maintenance of Procurement Records
 
The District shall maintainmaintains records sufficient to detail the history of all procurements. These records will include but are not
necessarily limited to the following: rationale for the method of procurement, selection of contract type, contractor selection or
rejection, and the basis for the contract price (including a cost or price analysis).
 
2 C.F.R. 200.317 - .326
Appendix II to Part 200
2 C.F.R. 200.520
 
© Neola 2020
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Appendix II to Part 200
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Last Modified by Steve LaVallee on January 28, 2021



 

 

 

 

 

 

  

Book Policy Manual

Section For Board Review - Vol. 30, No. 1

Title Copy of CROWDFUNDING

Code po6605

Status

Adopted December 18, 2017

Last Revised April 27, 2020

6605 - CROWDFUNDING
 
This policy applies to the use of any form of crowdfunding utilizing an online service or website-based platform for the financial
benefit or gain of the District – be it a specific classroom, grade level, department, school, or curricular or extra-curricular activity. 
 
For purposes of this policy, "crowdfunding" is defined as the solicitation of resources from individuals and/or organizations to support
identified activities or projects that enhance the educational program or a specific cause approved by the District. The solicitation is
typically from a large number of individuals/organizations utilizing internet-based technologies.
 
Crowdfunding activities aimed at raising funds for a specific classroom or school activity, including extra-curricular activity, or to
obtain supplemental resources (e.g., supplies or equipment) that are not required to provide a free, appropriate, public education to
any students in the classroom may be permitted, but only with the specific approval of the Board upon the recommendation of the
District Administrator.
 
Such approved crowdfunding activities are authorized to use the District name, logo, mascot, or any other name which would
associate an activity with the District.
 
All approved crowdfunding activities shall protect the privacy of students, children, and young adults in accordance with Board
policies and District administrative guidelines and applicable State and Federal law, including FERPA and IDEIA.
 
Materials, supplies, equipment, and other proceeds of the crowdfunding activity shall become the property of the District or school.
Cash or equivalent payment to District-personnel is prohibited. All fiscal transactions shall comply with appropriate Board policies.
 
All crowdfunding activities are subject to AG 6605 and other applicable Board policies including, but not limited to, Policy 5830 -
Student Fundraising.
 
© Neola 2020
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6610 - STUDENT ACTIVITY FUND
 
It is the purpose of this policy to establish financial controls for the administration of the normal, legitimate, co-curricular and extra-
curricular activities of student organizations. The Board authorizes the maintenance of approved student activity funds as allowed by
DPI regulations and the auditor's recommendations.
 
All activities described in this policy are sponsored by the District and are authorized to use the District name, logo,
mascot, or any other name which would associate an activity with the District provided such use is consistent with other
applicable District policy.  
 
Each class or student club shall be assigned a faculty advisor by the District Administrator or his/her designee. Upon the election of
officers, each class shall submit an annual listing of class officers to the building principal. The class treasurer and faculty advisor
shall be responsible to the building principal for documentation of the collection and disbursements of all class funds.
 
All funds collected or raised by student classes or clubs shall be under the financial control of the Board and shall be deposited in the
District account after being received by the Board Treasurer. Any interest earned on the deposit shall be credited to the student
activity fund.
 
Disbursements of student class/club funds may be made only with the recommendation of the faculty advisor upon the approval of
the building principal. Proper documentation of vouchers or receipts must accompany each disbursement.
 
No student class or club may be allowed to operate with a negative balance. Exceptions may be made with the approval of the
building principal based on a reasonable expectation that such negative balance is a temporary condition that will be corrected by
incoming receipts.
 
If an account has had no activity for twelve (12) consecutive months, it may be considered inactive and the building principal may
close the account and notify the bookkeeping office. Funds from inactive accounts shall be transferred to the District general fund.
 
Complete records relating to student class/club funds shall be submitted at the end of each school year to the Board through the
building principal. An audit of all student class/club funds shall be made at the same time as the annual audit of school funds at
District’s expense.
 
At the end of the school year, balances of all student classes and clubs except the graduating class, will be carried over to the next
school year. After covering its expenses and before the end of the school year, the graduating class, or its class officers, may
designate how any remaining balance will be spent. Such designation must be approved by the building principal. Any funds
remaining in a graduating class treasury at the end of the school year of graduation must be moved to a community bank before
June 30 of the current year. If the money is transferred, the class officers are responsible for maintaining the account and the funds
may only be used to help cover the expenses of holding a class reunion. If the funds are not moved by June 30, the funds will be
transferred into the District general fund.
 
Revised 7/18/16



 
 
© Neola 2020

Legal 120.14(1), Wis. Stats.

120.16, Wis. Stats.

120.18, Wis. Stats.

Last Modified by Steve LaVallee on January 28, 2021



 

 

 

 

 

 

  

Book Policy Manual

Section For Board Review - Vol. 30, No. 1

Title Copy of GIFTS, GRANTS, AND BEQUESTS

Code po7230 - No Revision

Status

Adopted November 21, 2016

Last Revised November 16, 2020

7230 - GIFTS, GRANTS, AND BEQUESTS
 
The Board is appreciative of public interest in and goodwill toward the schools manifested through gifts, grants, and bequests. The
Board reserves the right, however, to specify the manner in which gifts are made; to define the type of gift, grant, or bequest that it
considers appropriate; and to reject those that it deems inappropriate or unsuitable. If accepted, the Board will attempt to carry out
the wishes of the donor.
 
The Board shall not discriminate in the approval and administration of gifts, grants, and bequests on the basis of race, color, religion,
national origin, ancestry, creed, pregnancy, marital status, parental status, sexual orientation, sex (including transgender status,
change of sex, or gender identity), or physical, mental, emotional, or learning disability ("Protected Classes"). Complaints of
discrimination in the acceptance or administration of gifts, grants, or bequests are governed by the complaint procedure outlined in
Policy 2260.
 
All gifts, grants, or bequests that are approved by the Board, as determined by approval of the consent agenda or as an individual
agenda item, will be acknowledged by the Board at a Board meeting. The Board shall provide written acknowledgment to the donor.
 
The Board shall provide written acknowledgment to the donor. Such acknowledgment shall include the amount of cash or a
description of a non-cash donation.
 
The Board shall provide any donor with appropriate tax forms in compliance with the requirements of the Internal Revenue Code.
 
Gifts, grants, and bequests shall become the property of the Board and will be subject to use by the District as determined by the
policies and administrative guidelines applying to all properties, equipment, materials, and funds owned by the Board, subject to the
Board’s effort to comply with any specific wishes of the donor.
 
An organization, club, or individual wishing to purchase equipment or supplies for use in the school, on District property, or at a
District-related event will confer with the administration prior to purchase to allow the Board to determine appropriateness,
suitability and potential liability of the gift prior to approval. In turn, the administration will confer with impacted District staff
regarding same.
 
The Board reserves the right to refuse to accept such gift and thus prohibit the use of the equipment by students or District
employees during any District-sponsored activity or on any property owned, leased, or used by the District.
 
Revised 12/19/16
 
© Neola 2020
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Legal 118.13 Wis. Stats.

118.27, Wis. Stats.

I.R.C. 170(f)(8)
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Title VI, Civil Rights Act of 1964

Title IX, Education Amendments of 1972

Section 504, Rehabilitation Act of 1973

Americans with Disabilities Act
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7550 - COOPERATION WITH LOCAL GOVERNMENTS
 
The Board will consider collaboration between the District and other local municipal or county governments for joint
facilities, services, or programs from which the entire community, children and adults alike, may derive benefits.
 
In accordance with this policy, the Board shall evaluate and consider, as either opportunity or need arises, and as it is
entitled to do so by law, whether to pursue joint projects with other governmental entities in acquiring, improving,
equipping, operating, or maintaining such jointly-used facilities as recreational and cultural areas and/or facilities.
 
© Neola 2020
 
JOINT USE OF FACILITIES/INTER-LIBRARY LOANS
The Board of Education advocates the joint expenditure of District funds and municipal or county funds to provide these facilities
from which the entire community, children and adults alike, may derive benefits.
In accordance with this policy, the Board shall, as either opportunity or need arises, and as it is entitled to do so by law, join with:
each or all of the governing bodies comprising the District, the Board of County Commissioners, or other school districts or
educational institutions in acquiring, improving, equipment, operating or maintaining such jointly-used facilities as recreational and
cultural areas and/or facilities.
The Board also authorizes District participation in Inter-Library Loan programs. The District will loan school library books and other
instructional materials that are not in immediate or constant demand by staff or students to another participating school district for
use in the libraries of that school district.
© Neola 2005
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8405 - ENVIRONMENTAL HEALTH AND SAFETY PROGRAM
 
The Board recognizes its responsibility to provide students, employees, and visitors with a safe and healthful environment. To this
end, the Board directs the District Administrator to develop a comprehensive program designed to provide a healthy, safe, and
secure environment on District property and at District-sponsored activities. It is the intent of the Board that the District will avail
itself of current, proven technologies in the fields of health, safety, and environmental sciences.
 
INDOOR ENVIRONMENTAL QUALITY PLAN (IEQ)
 
In accordance with the District’s recognition of the importance of a safe and healthful environment to the educational atmosphere,
the District Administrator shall develop guidelines to provide for IEQ monitoring and maintenance. The plan developed shall be
implemented no later than February 2013. The following must be included in the plan the District establishes:
 

A. an employee designated to serve as the IEQ Coordinator for the District;
 
Additionally, the District will designate an employee in each of the schools to serve as the IEQ Coordinator for that school.
 

B. the following strategies shall be delineated by the IEQ Coordinator:
 

1. methods for communicating with parents, students and other employees regarding any IEQ concerns and remediation
plans related to such concerns;
 

2. a complaint procedure for IEQ concerns of parents, students, or employees;
 

3. developing a schedule of inspections and routine evaluation of each school buildings' environmental standards
consistent with all policies of the District and establish guidelines for remediation of any problems identified in the
course of any evaluation or inspection;
 

4. at least annually review the management plan and provide an update to the Board; and
 

5. identify additional Board policies governing IEQ issues for consideration.
 

C. provides for training on environmental quality standards for maintenance employees and for the IEQ coordinators and
committee members;
 

D. develops a schedule of and standards for routine maintenance of District properties.

The District shall provide a copy of the p lan implemented to any person upon request.
 



STUDENT, EMPLOYEE, AND VISITOR HEALTH AND SAFETY
 
The District shall develop and implement an environmental health and safety program that is positive, proactive, integrates
responsibilities within the District, and promotes and incorporates the following:
 

A. Procedures describing a hazard identification and abatement program that requires the periodic inspection of District
facilities, the implementation of immediate and programed corrective actions when deemed necessary by such inspections,
and the development of a District-wide hazard reporting procedure that enables employee/stakeholder participation. This
program will also provide guidelines for identifying and responding to hazards that are created by outside entities, inspecting
activities of contractors, and inspecting new facilities to determine whether appropriate requirements for environmental
health and safety have been met.
 

B. Procedures that promote environmental health and safety awareness among employees, students, and stakeholders. These
procedures shall include, but not be limited to, the establishment of school and District safety committees, and the
establishment of a program of regular communication with students, employees, and stakeholders about pertinent safety and
health issues through available media in the District.
 

C. Procedures directed toward the safety and health of students during transportation to and from school, at school, and during
participation in school-related activities. These procedures shall include, but not be limited to, promoting bus safety for
students, assessing the safety of school traffic patterns, operating school clinics, administering medication and medical
treatment, promoting laboratory and shop safety, promoting safety in sports and other outdoor activities, inspecting
playground equipment and promoting safety on playgrounds, and assessing environmental exposure.
 

D. Procedures related to District employee health and safety issues that include, but are not limited to, providing for work areas
free from recognized hazards and defining employer and employee responsibilities and expectations related to health and
safety.
 

E. Procedures describing an accident reporting and investigation system that provides for identification of root causes,
determination of remedial and programmed corrective actions, and communication about accidents to employees and
stakeholders.
 

F. Procedures for foreseeable emergencies and fire prevention.
 

G. Procedures relating to recordkeeping required by State or Federal law.

 
PHASE-OUT/BANNED PRODUCTS
 
The District Administrator shall require that any chemicals, insecticides, or other materials that the Federal government is phasing
out and/or banning by a certain date be immediately banned from use on Board property.
 
INDOOR AIR QUALITY – MICROBIAL ABATEMENT
 
The Board recognizes that excessive moisture levels within the schools can lead to conditions that are optimum for the development
of biological contaminants, such as mold, fungi and other microbials on building surfaces. The Board further recognizes that
the presence of these contaminants can be harmful on contact with respiratory tissue. Contributing factors to excessive moisture
levels include the following:
 

A. roof leaks
 

B. structural defects in the building
 

C. improperly controlled humidity levels
 

D. faulty HVAC systems

 
As preventative measures, the District shall do the following:
 

A. address prevention of water intrusion as a priority indoor air quality (IAQ) issue and implement strategies toward its
elimination
 



B. maintain environmental conditions in occupied areas that are in compliance with applicable regulations and strive to conform
to generally accepted industry standards
 

C. implement a preventative maintenance program for HVAC systems that shall include, but not be limited to, periodic filter
replacement, inspection, cleaning and disinfecting processes, and procedures to eliminate the contribution to indoor air
quality problems caused by this equipment
 

D. implement a system for ensuring materials used and purchased for use in the construction, furnishing, and maintenance,
including cleaning of facilities, do not contribute to the health hazards to employees and students by degrading the quality of
indoor air. In addition, activities that create indoor air quality health hazards shall not be permitted

 
DIESEL EXHAUST AND SCHOOL BUS IDLING
 
In accordance with the Environmental Protection Agency’s initiative to reduce pollution that is caused by school buses on school
property, the Board will take the recommended steps to reduce the negative effect of diesel exhaust on indoor and outdoor air
quality on school campuses. This effort shall include, but not be limited to, reducing bus idling time and reinforcing smart driving
practices.
 
POLLUTION CONTROL AND PREVENTION
 
In an effort to comply with the environmental policy and applicable regulations, the District shall develop and implement procedures
designed to prevent air and water pollution, minimize or eliminate waste streams where possible, and identify possible sources of air
and water pollution as required by State and Federal law.
 
USE OF FREE-FLOWING MERCURY CONTAINING PRODUCTS
 
The District shall not purchase or use for any reason free-flowing elemental mercury.
 
The District shall not purchase or use any products containing mercury as those products are defined by applicable State law unless
no reasonable alternative product is available and the product with the lowest mercury content is used. This rule does not apply to
products whose purchase is required by Federal law or products whose only mercury content is in a button cell battery.
 
SEE ALSO THE FOLLOWING RELATED POLICIES:
 

Policy 7420 - Hygienic Management
Policy 7430 - Safety Standards
Policy 8410 - School Safety and Crisis Intervention
Policy 8420 - Emergency Preparedness
Policy 8431 - Preparedness for Toxic Hazards
Policy 8431.01 - Asbestos Management
Policy 8442 - Reporting Accidents
Policy 8450 - Control of Casual-Contact Communicable Diseases
Policy 8453 - Direct Contact Communicable Diseases
Policy 8453.01 - Control of Blood-Borne Pathogens
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8451 - PEDICULOSIS (HEAD LICE)
 
Head lice are present in the community at all times and can be particularly prevalent among pre-school and elementary school-age
children. Lice are a nuisance, but do not spread disease. Control of lice infestation is best handled by adequate treatment of the
infested person and his/her immediate household and other close personal contacts. Contracting head lice is not an indicator of
cleanliness or socioeconomic status.
 
Communication from the school to parents directly and through parent and classroom education to the students will help increase
the awareness for both parents and the child. It is the responsibility of the parent(s) to check their child's head on a regular basis for
signs of head lice and treat adequately and appropriately as necessary. Control depends on prompt case finding and effective
treatment.
 
If a child in the District is found to have head lice or untreated nits,
 
[Choose one of the following options]
 
[Option #1]
 
( ) school staff will notify the parent and recommend to pick up the student immediately and administer an FDA-approved lice
treatment (pediculicide/ovicide). If a student with live lice or untreated nits is not able to be picked up immediately, they may
remain in the classroom for the remainder of the school day.
 
[Option #2]
 
( ) school staff will notify the parent and ask the parent to pick the child up at the end of the school day and administer an FDA-
approved lice treatment (pediculicide/ovicide) but the child will remain in the classroom until the end of the day.
 
[Option #3]
 
( )  school staff will notify the parent and ask to pick the child up at the parent's earliest convenience and administer an FDA-
approved lice treatment (pediculicide/ovicide). The child will remain in the classroom until able to be picked up by the parent.
 
[END OF OPTIONS]
 
[ DRAFTING NOTE: It is recommended by the Center for Disease Control, National School Nurses Association and the
American Academy of Pediatrics that students found to have live lice or nits should be allowed to remain in the
classroom until the end of the day and return to school after appropriate use of an FDA approved pediculicide/ovicide
treatment has been completed and no live lice are found. ]
 
Students may return to the classroom after the appropriate use of an FDA-approved pediculicide/ovicide treatment. ( ) After
treatment and upon returning to school, the child will be examined by the school health staff, other designated staff members or
principal. ( ) The District practices a policy of "no live lice" as a criterion for return to school.
 

• MANAWA 



 
 
Centers for Disease Control and Prevention. (2019). Head lice general
information. http://www.cdc.gov/parasites/lice/head/gen_info/faqs.html 
https://www.nasn.org/nasn/advocacy/professional-practice-documents/position-statements/ps-head-lice
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8451 - PEDICULOSIS (HEAD LICE)
 
Head lice is a universal problem and is particularly prevalent among elementary school-age children. Control of lice infestation is
best handled by adequate treatment of the infested person and his/her immediate household and other close personal contacts.
 
Communication from the school to parents directly and through parent and classroom education to the students will help increase
the awareness for both parents and child. Parents need to continually observe their child for this potential problem and treat
adequately and appropriately as necessary.
 
If a child in the District is found to have lice, the child's parent will be contacted to have the child treated and to pick him/her up at
the end of the school dayimmediately. After treatment and upon returning to school, the child will be examined by the school health
staff or principal. The District practices a policy of "no live lice" or no nits as a criteria for return to school.  The District practices a
policy of (X ) "no live lice"  no nits [end of options] as a criteria for return to school.)(
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9130 - PUBLIC REQUESTS, SUGGESTIONS, OR COMPLAINTS
 
Any individual(s), having a legitimate interest in the staff, programs and operations of this District shall have the right to present a
request, suggestion, or complaint to the District and the Board. At the same time, the Board reserves thehas a right to protect
District staff from harassment, disclosure of confidential information, and other violations of the staff or student's rights. It is the
intent of this policy to provide guidelines for considering and addressing public requests, suggestions, or complaints in an efficient,
reasonable, and equitable manner. Requests, suggestions, or complaints made by District staff members are covered by Policy 1422,
Policy 3122, and Policy 4122. This policy is not to be used to appeal or to otherwise seek review of a personnel decision that was or
could have been reviewed through the grievance policy, Policy 3340 or Policy 4340.
 
It is the desire of the Board to address any such matters through direct, informal discussions. It is only when attempts at informal
resolution fail that more formal procedures shall be used.
 
Generally, requests, suggestions, or complaints reaching the Board or Board members shall be referred to the District Administrator
for consideration. Any individual presenting such a matter shall be provided with a copy of this policy. Only those items that are
appropriate for consideration under this policy will be considered. The District Administrator may close out any such request
presented to him/ her that is not appropriate for consideration consistent with this policy.  The Board reserves the right to reverse
the District Administrator's decision to dismiss any item raised and to fully investigate or review the matter. if it is not appropriate for
consideration under this policy.
 
Guidelines for Matters Regarding a Staff Member

A. First Level 

Generally, if the matter raised involvesconcerns a staff member the individual(s) should discuss the matter with the staff
member, if appropriate. The individualstaff member shall take appropriate action within his/her authority and District
administrative guidelines to deal with the matter. Matters related to other aspects of the District operations, programming, or
other decisions shall be brought generally to the administrator closest to the issue (e.g. if the matter relates to a decision,
procedure, or the like in one of the schools, the matter should be raised first with the building principal or a designated
person in the school).  

Discussion with the staff member may not be appropriate in some situations including, for example, where the matter
involves suspected child abuse, substance abuse, or any other serious allegation that may require investigation or inquiry by
school officials prior to approaching the staff member. 

As appropriate, the staff member shall report the matter and whatever action may have been taken to the immediate
supervisor. 
 

B. Second Level 

If the matter has not been satisfactorily addressed at the First Level or it would be inappropriate to discuss the matter with



the staff member, the individual(s) may discuss the matter with the staff member's supervisor, if applicable. Discussions with
the supervisor shall occur promptly following any discussion with the staff member.  If the matter involves allegations of
harassment, discrimination, bullying, or other conduct implicating other policies and investigative procedures, the supervisor
shall proceed to follow the applicable procedures which may include informing the District Compliance Officer for further
review.  

Matters not involving staff members that are not resolved at the First Level may be brought to the Third Level. 
 

C. Third Level 

If the matter has not been satisfactorily addressed at the Second level, and the matter does not involve the District
Administrator, the individual(s) may submit a written request for a conference to the District Administrator.  This request
should include: 
 

1. the specific nature of the request, suggestion or complaint and a brief statement of the facts giving rise to it; 
 

2. the respect in which it is alleged that the individual(s) (or child of a complainant) has been affected adversely, if at
all, or an explanation of other adverse results or impact of the matter; 
 

3. the action which the individual(s) wishes taken and the reasons why it is felt that such action be taken.

The request must be submitted promptly after discussion with the staff member’s supervisor. The District Administrator shall
respond in writing to the individual(s) and shall advise the Board of any resolution of the matter.

D. Fourth Level 

If the matter has not been satisfactorily addressed at the Third Level, or at the First Level in the case of a matter involving
the District Administrator, the individual(s) may submit a written request to the Board to address the matter. Any such
request must be submitted within ten (10) business days of the latest attempt to resolve the matter. The written submission
shall include all correspondences pertaining to the matter between the individual and any School District officials or
employees. 

The Board, after reviewing all material relating to the matter, will provide a written response or may, at its discretion, grant
an opportunity to address ( ) the Board or( ) a committee of the Board prior to making a final decision on the
matter.  provide the individual(s) with a written response. 

The Board's decision, or the decision of the committee of the Board to which the matter was referred, will be final on the
matter. The Board may choose to consolidate complaints or other communications for consideration if more than one
individual raises similar concerns before it, but reserves the right to refuse to consider any subsequent complaint on the
same matter unless previously unknown material facts are raised. 

If the individual(s) contacts an individual Board member to discuss the matter, the Board member shall inform the individual
that s/he has no authority to act in his/her individual capacity and may refer the individual(s) to this guideline or the District
Administrator for further assistance.

Guidelines for Matters Regarding District Services or Operations
If the matter relates to a District procedure or operation, it should be addressed, initially, to the person with administrative
responsibility and then in subsequently higher levels as prescribed in "Guidelines for Matters Regarding a Professional Staff
Member".
Guidelines for Matters Regarding Enrollment Disputes
If the matters relates to disputes concerning student residency determination, Homelessness under the McKinney-Vento Act, or
related issues, the matter should be addressed initially to the District’s Residency or Homelessness Coordinator, and then to the
Third Level of the process for "Matters Regarding a Staff Member".
Guidelines for Matters Regarding the Educational Program
If the matter relates to a District program, it should be addressed, initially, to the Curriculum Director and then in subsequently
higher levels as prescribed in "Matters Regarding a Professional Staff Member".
 
Guidelines for Matters Regarding Instructional Materials
 
The District Administrator shall prepare information so that students and parents are adequately informed students and parents each
year regarding their right to inspect instructional materials used as part of the educational curriculum and the procedure for
completing such an inspection. See Policy 2414, AG 9130A and Form 9130 F3.
 
If the request, suggestion, or complaint relates to instructional materials such as textbooks, library books, reference works, and
other instructional aids used in the District, the following procedure shall be followed:



A. The criticism is to be addressed to the Curriculum Director, in writing, and shall include: 
 

1. author; 
 

2. title; 
 

3. the complainant's familiarity with the material objected to; 
 

4. sections objected to by page and item; 
 

5. reasons for objection. 
 

B. Upon receipt of the information, the Curriculum Director may, after advising the District Administrator of the complaint, and
upon the District Administrator’s approval,  appoint a review committee, which shall comply with the open meetings law. 
 

C. If the request, suggestion, or complaint relates to the human growth and development curriculum or instructional materials,
it shall be referred to the advisory committee responsible for developing the human growth and development curriculum and
advising the Board on the design, review, and implementation of the curriculum. (See Policy 2414). 
 

D. The committee, in evaluating the questioned material, shall be guided by the following criteria: 
 

1. the appropriateness of the material for the age and maturity level of the students with whom it is being used 
 

2. the accuracy of the material 
 

3. the objectivity of the material 
 

4. the use being made of the material 
 

E. The material in question may not be temporarily withdrawn from use pending final resolution of the matter. 
 

F. The committee's recommendation shall be reported to the District Administrator in writing within ten (10) business days
following the first meeting of the committee. The District Administrator will advise the individual(s), in writing, of the
committee's recommendation and the District Administrator's decision. The District Administrator shall also advise the Board
of the committee's recommendation and his/her decision.  
 

G. The individual(s) may submit an appeal the District Administrator’s decision in writing to the Board President within ten
(10) business days of receiving the decision The written appeal and all written material relating to it shall be referred to the
Board for review. 
 

H. The Board shall review the matter and advise the individual(s), in writing, of its decision as soon as practicable. The Board
shall determine on a case-by-case basis whether its review will include appearances by the petitioner and administration, be
based on written submissions, or only on the record produced by the Committee and/or District Administrator.

No challenged material may be permanently removed from the curriculum or from a collection of resource materials except by action
of the Board, and no challenged material may be removed solely because it presents ideas that may be unpopular or offensive to
some. Any Board action to remove material will be accompanied by the Board's statement of its reasons for the removal.
 
Revised 11/19/18
Revised 7/22/19
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9700.01 - ADVERTISING AND COMMERCIAL ACTIVITIES
 
This policy provides guidance for the appropriate and inappropriate use of advertising or promotion of commercial products or
services to the students and parents in the school.
 
"Advertising" comes in many different categories and forums and is defined as an oral, written or graphic statement made by the
producer, manufacturer, or seller of products, equipment, or services which calls for the public's attention to arouse a desire to buy,
use or patronize the product, equipment, or services. This includes the visible promotion of product logos for other than
identification purposes.
 
The Board may permit paid commercial advertising in School District facilities or on School District property in the following
categories or forums in accordance with the parameters set forth herein:
 

A. Product Sales: 

fundraising activities (e.g., short term sales of gift wrap, cookies, candy, etc.) to benefit a specific student population, club or
activity where the school receives a share of the profits. 
 

B. Direct Advertising/Appropriation of Space: 
 

1. signage and billboards in schools and school facilities;
 

2. corporate logos or brand names on school equipment (e.g., marquees, message boards or score boards);
 

3. ads, corporate logos, or brand names on book covers, student assignment books, or posters;
 

4. ads in school publications (newspapers and yearbooks and event programs);
 

5. media-based electronic advertising (e.g., Channel Seventeen or Internet or web-based sponsorship);
 

6. free samples (e.g., of food or personal hygiene products).
 

C. Indirect Advertising: 
 

1. corporate-sponsored instructional or educational materials, teacher training, contests, incentives, grants or gifts;
 

2. the Board approves the use of instructional materials developed by commercial organizations such as films and videos
only if the education value of the materials outweighs their commercial nature; 

The films or material shall be carefully evaluated by the school principal for classroom use to determine whether the

• MANAWA 



films or materials contain undesirable propaganda and to determine whether the materials are in compliance with the
guidelines as set forth above.

 
No advertising may use the name, logo, mascot, or any other name which would associate an activity with the District without the
specific written permission of the ( ) Board ( ) District.  It is further the policy of the Board that its name, students, staff members
and District facilities shall not be used for promoting the interests of any non-school agency or organization, public or private,
without the specific written permission of the ( ) Board ( ) District.approval of the Board or its designee.
 
Any commercial advertising shall be structured in accordance with the General Advertising Guidelines set forth below.
 
General Advertising Guidelines
 
The following guidelines shall be followed with respect to any form of advertising on school grounds:
 

A. When working together, schools and businesses must protect educational values. All commercial or corporate involvement
shall be consistent with the District's educational standards and goals.
 

B. No advertisement shall promote or contain references to alcohol, tobacco, drugs, drug paraphernalia, weapons, or lewd,
vulgar, obscene, pornographic or illegal materials or activities, gambling, violence, hatred, sexual conduct or sexually explicit
material, or gambling aids.
 

C. No advertisement shall be permitted that conveys the impression of the School District's endorsement of any religious
message, political candidate, or ballot initiative.
 

D. No advertisement may contain libelous material.
 

E. No advertisement that would may create a substantial disruption in the school environment or inhibit the functioning of any
school may be approved.
 

F. No advertisement shall be false, misleading or deceptive.
 

G. Each advertisement must be reviewed in advance for age appropriateness.
 

H. Advertisements may be rejected by the School District if determined to be inconsistent with the educational objectives of the
School District, inappropriate, or inconsistent with the guidelines set forth in this policy.
 

I. All corporate support or activity must be consistent with the Board's policies prohibiting discrimination on the basis of race,
color, national origin, religion, sex, disability, or age, and must be age-appropriate.
 

J. Students shall not be required to advertise a product, service, company or industry.
 

K. Advertising will not be permitted on the outside or the inside of school buses.
 

L. The inclusion of advertisements in School District publications, in School District facilities, or on School District property does
not constitute or imply approval and/or endorsement of any product, service, organization, or activity.
 

M. Final discretion regarding whether to advertise and the content and value of the materials will be with the Board.

 
Accounting
 
Advertising revenues must be properly reported and accounted for based upon District policy.
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9700 - RELATIONS WITH NON-SCHOOL AFFILIATED GROUPS
 
It is the policy of the Board of Education that students, staff members, and District facilities not be used for advertising or promoting
the interests of any non-school related agency or organization, public or private, without the approval of the Board or its delegated
representative; and any such approval, shall not be construed as an endorsement of any cause or group by this Board.
 
No non-school affiliated group may use the name, logo, mascot, or any other name which would associate an activity with the
District without the specific written permission of the ( ) Board ( ) District Administrator.  Additionally, no non-school affiliated group
may use any assets of the District, including but not limited to facilities, technology, or communication networks without the specific
written permission of the ( ) Board ( ) District Administrator. 
 
School District Referendum Advocacy
 
 This policy applies expressly to any outside organization's advocacy concerning School District referenda. Any such organization,
whether advocating in favor of or in opposition to a referendum question must clearly identify themselves as independent of the
School District and may not, under any circumstances, use School District logos, mascots, slogans or other such items that are
protected by or regularly used and identified with the District. School District officials may not advocate for a position on a
referendum in any manner in which such advocacy is in the individual's capacity as a School District official or may reasonably be
perceived as such. School District officials may always provide factual information concerning any referendum question.
 

A. Materials or Activities 

All materials or activities proposed by outside organizations for student or staff use or participation shall be reviewed by the
principal on the basis of the proposed activities or materials educational contribution to part or all of the school program and
benefit to students, and no such approval shall have the primary purpose of advancing the name, product, or special interest
of the proposing group. 

The Board shall permit the use of educational materials, programs, and equipment that contain commercial messages,
providing the content of such messages are in a manner of presentation have been approved by the District Administrator
and are in compliance with the District’s administrative guidelines. 

Outside speakers representing commercial organizations are welcome only when the commercial aspect is limited to naming
the organization represented and the subject matter advances the educational interests of the District’s students. 
 

B. Contests/Exhibits 

The Board recognizes that contests, exhibits may benefit individual students or the District as a whole, but participation in
such special activities may not: 
 



1. have the primary effect of advancing a special product, group, or company;
 

2. make unreasonable demands upon the time and energies of staff or students or upon the resources of the District;
 

3. interrupt the regular school program;
 

4. involve any direct cost to the District;
 

5. cause the participants to leave the School District. 
 
All contests and exhibits may take place if:
 

a. There is compliance with Board's Policy 2340 - Field and Other District-Sponsored Trips; 
 

b. The District Administrator has granted special permission; 
 

c. the parents of a minor student have granted their permission. 
 

C. Distribution/Posting of Literature 

Non-school affiliated organizations may distribute or post literature on that organization's behalf on District property either
during or after school hours only with advance permission of the principal. 

The Board requires that any materials distributed for non-school-related activities contain the statement: "This activity is
neither endorsed nor supported by the School District of Manawa". 
 

D. Solicitation of Funds 

Because the District cannot accommodate every organization that desires to solicit funds for worthy purposes, the Board shall
not permit any organization not related to the District to solicit funds on District property. 
 

E. Prizes/Scholarships/Other Awards 

The Board is appreciative of the generosity of organizations that offer scholarships, prizes, or other awards to deserving
students in the District. 

In the administration of scholarships, prizes, or other awards, the District shall not discriminate on the basis of sex, race,
color, religion, national origin, ancestry, creed, pregnancy, marital or parental status, sexual orientation, or physical, mental,
emotional, or learning disability. 

Administration of scholarship or award programs appropriately designated under this policy to benefit individuals in a
particular group that has not traditionally been represented does not violate this policy. 

The District may administer or assist in the administration of scholarships, fellowships, or other forms of financial assistance
established by a domestic or foreign will, trust, bequest, or similar legal instrument that requires the award to go to a student
of a particular sex, race, color, national origin, or with a particular disability. Such restricted awards must not lead to
discrimination in access to the total amount of prizes, scholarships, or other awards available. 

In accepting the offer of such scholarships or prizes, the Board directs that no information either academic or personal shall
be released from the student's record for the purpose of selecting a scholarship or prize winner without the permission of the
student who is eighteen (18), or the parents of a student who is younger in accordance with the Board's policy on student
records. 

The District will periodically review their procedures for awarding scholarships, prizes, and other awards. This review will
require that the District's procedure does not discriminate on the basis of sex, race, color, national origin, or disability in the
overall effect of the scholarships, prizes, and other awards given to students. 
 

F. Surveys and Questionnaires 

Distribution of Surveys and Questionnaires to Students is governed by Policy 2416 - Surveys, Analyses, Evaluation.
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        DATE:           October 2020
        TO:               Neola Clients in Wisconsin
        SUBJECT:     EDGAR 2.0
        FROM:          Neola, Inc.
 
 
 

Neola, Inc.
 

SPECIAL UPDATE – OCTOBER 2020
 

OVERVIEW AND COMMENTS
 
 
In December 2014, the U.S. Department of Education (ED) released the newly updated Education Department General
Administrative Regulations (EDGAR). This major rewrite of the regulations was issued after nearly 40 years of very little
change in the compliance measures that federally funded programs must meet. The regulations covered the application
process, financial management, procurement, inventory management, time and effort accountability, cost allowability,
record retention, and program oversight.
 
The Office of Management and Budget (OMB) has now revised sections of OMB Guidance for Grants and Agreements, also
known as Uniform Grant Guidance (UGG). Proposed changes to 2 C.F.R Part 200 were published in the Federal Register in
January 2020, comments closed on March 23, 2020, and Final Revisions were published in August 2020. Despite the
intervening pandemic, OMB released its final revisions to the Uniform Grants Guidance (2 CFR Part 200) right on
schedule! The revisions continue the OMB’s push for results-oriented accountability for grants, significantly rewrite the
sections on procurement, and attempt to clarify prior requirements, including provisions related to period of performance
and indirect costs. The revised rules are effective November 12, 2020.
 
These revisions reflect changes outlined in the President's Management Agenda (PMA). This guidance is intended to focus
on improved stewardship and ensuring that the American people are receiving value for funds spent on grant programs.
The revisions are limited in scope to support implementation of statutory requirements, alignment of these provisions
with other Federal requirements, and clarification of existing requirements to minimize risk in financial transactions.
 
These new regulations will require some revision to current policies. The greatest focus, however, will continue to be on
compliant written procedures relative to many of the financial and program management functions. These procedures will
necessarily be district-specific, providing a clear picture of how these functions are carried out in the District.
 
Neola has conducted a thorough review of policy and administrative guidelines templates and will be providing
appropriate revisions and additions in this special update and in future updates to assist districts in meeting compliance
standards put forth by EDGAR. Policy documents in this special update – EDGAR 2.0 (WI) - have been reviewed by Neola
legal counsel . for consistency with Federal and State law.



 
Significant work, however, will be necessary for each district to draft the required procedures for a variety of functions.
Neola will, upon request, process and post districts’ procedures/manuals as electronic links to provide for convenient flow
from policy to administrative guidelines to district procedure.
 
Finally, please note that template revisions offered earlier this year are unaffected by the regulations or by the revisions
to policies provided here. Specifically, the policy revisions offered earlier this year were provided to make existing
flexibility more clear in instances where strict grant compliance requirements are relaxed, suspended, or modified by the
U.S. Department of Education and/or the Wisconsin Department of Public Instruction during a public healt emergency or
some other emergency circumstance as determined by those agencies.
 
 
The update includes the following documents:

Client Alert regarding new requirement to notify employees upon reduction of hours or termination of employment
of their right to file unemployment compensation.
Policy 6114 - Cost Principles - Spending Federal Funds (Revised)
Policy 6325 - Procurement - Federal Grants/Funds (Revised)

These documents have been posted to each client’s BoardDocs console and may be downloaded from the Policy Update menu.
 
 
 
 
If you have questions about any of these Special Update materials, contact your Neola Associate. All production-related materials
and questions should be directed to the Production Office at 632 Main Street, Coshocton, Ohio 43812 (phone 800-407-5815, fax
740-622-2557). Billing and other questions should be directed to the Business Office at 3914 Clock Pointe Trail, Suite 103, Stow,
Ohio 44224 (phone 330-926-0514, fax 330-926-0525).
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To: Dr. Oppor; Board of Education 
Fr: Dan Wolfgram 
Date: 1/28/2021 
Re: Locker Recommendation 2020-2021 School Year 
________________________________________________________________________________________________ 
 
The purpose of this memo is to provide a rationale and a recommendation for student locker use at Little Wolf High 
School and Manawa Middle School.  
 
Proposal:​ Little Wolf HS and Manawa Middle School will be given access to hallway lockers and locker rooms for 
physical education classes on Tuesday, Feb. 23, 2021, following approval from the Manawa Board of Education on 
Monday, February 22. The timeline is purposeful to adhere to a gradual revision of school practices while maintaining 
mitigation strategies. This timeline also provides an opportunity to progress monitor the return of all students to the 
building and provides for the needed time to recalibrate and assign new combinations to the HS lockers in preparation for 
the implementation of this recommendation. 
 
MMS corridor locker usage guidelines will be as follows: 
 

● 6th - 8th grade will be assigned lockers in a manner that will create maximum social distancing between 
classmates. Previously assigned classroom cohorts will allow for maximum social distancing.  

 
Locker Assignments: 
 

 
● MS students will place their winter clothes in their locker at the beginning of the day and proceed immediately to 

their 1st-hour classroom.  
● MS students will not be allowed to linger or loiter in the MS Suite. The staff will be able to monitor student 

activity to ensure there is no congregating of students.  
● MS Students will not be allowed to return to their locker until the end of the day to retrieve their winter clothes. 
● Staggered MS dismissal times will be incorporated by grade and cohort to ensure social distancing. 
● Students will have their backpacks in the classroom and be asked to have them open during the school day for 

easy access to materials and teacher visibility. 
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LWHS corridor locker usage guidelines will be as follows: 
 

● HS students will place their winter clothes in their locker at the beginning of the day and proceed immediately to 
their 1st-hour classroom. 

● HS students will not be allowed to linger or loiter in the hallways. The staff will be able to monitor student activity 
to ensure there is no congregating of students.  

● HS Students will not be allowed to return to their locker until the end of the day to retrieve their winter clothes. 
● Staggered HS dismissal times will be incorporated by the classroom to ensure social distancing. 
● Students will have their backpacks in the classroom and be asked to have them open during the school day for 

easy access to materials and teacher visibility. 
 
Locker Rooms: 
Locker rooms will ​not​ be used for physical education classes or athletic teams. The topic of allowing this was discussed 
with physical education teachers and coaches. Current time considerations and staffing shortages do not allow for 
mitigation strategies or sanitization to be fully implemented at this time. 
 
The guiding principles that shape this recommendation include: 

 
● Providing for the safety of our students and staff. 
● Limiting total exposure via a reduced capacity of students accessing lockers throughout the school day. 
● Limiting locker access to specific times to help mitigate Covid-19 spread and assist with contact tracing. 
● Honoring the wishes of the Manwa community to take necessary precautions to enable students to continue with 

in-person academic instruction. 
● Applying a step up gradual release based on a successful pilot. 

 
 
Reasons for the change:  
 

● Current pandemic conditions have evolved and almost all students have returned to in-person instruction.​ ​The 
additional desks and chairs in the classroom combined with winter gear and backpacks are creating clutter and 
unsafe conditions for a safe passageway in the classroom due to the congestion of winter clothing.  
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Waupaca County Schools Locker Data: 

 
 

 
 
 
 
 

 

 

School Hall Lockers Used Locker Room - PE 
Locker Room - 
Athletics Mitigation Strategies 

Little Wolf 
HS No No No  

Manawa MS No No No  

Manawa ES Yes - See Mitigation Strategy NA NA 

The ES has a rotation of using hall lockers based on each 
classroom with staggered lockers so students maintain a 
6-foot distancing 

Waupaca 
HS Yes - See Mitigation Strategy No No 

Surplus lockers allow for 4ft of social distancing. 
Staggered release times at the end of the day.  

Waupaca 
MS Yes  See Mitigation Strategy No No 

Only for coats or non-essentials, limited use throughout 
the day.  

Marion Yes - See Mitigation Strategy Yes No Hallway lockers already are spaced apart (every other one 
being used)  

Iola HS Yes - See Mitigation Strategy 
Yes - See Mitigation 
Strategy 

For home 
athletes 

Hall lockers used in the morning and before lunch. 
PE Lockers are spread apart, staggered use, and 
sanitized between uses 

Iola MS Yes - ​See Mitigation Strategy 
Yes - See Mitigation 
Strategy 

For home 
athletes 

Hall lockers used in the morning and before lunch. 
PE Lockers are spread apart, staggered use, and 
sanitized between uses 

WF HS Yes - See Mitigation Strategy No No Used in the morning and at the end of the day 

WF MS Yes - See Mitigation Strategy No No Used in the morning and at the end of the day 

Clintonville 
HS No No 

Yes - limited 
though 

5 athletes at a time - no showers- opportunity to change 
and that is it. Social distancing enforced. Athletes are 
allowed less than 5 minutes. 

 
School District of Manawa 

800 Beech Street 
Manawa, WI 54949 

 
Phone: (920) 596-2525 
Fax: (920) 596-5308 

 

 
Little Wolf High School 
Manawa Middle School 

515 E. Fourth St 
Manawa, WI 54949 

Phone: (920) 596-2524 
Fax: (920) 596-2655 

 
 

 
Manawa Elementary 

800 Beech Street 
Manawa, WI 54949 

 
Phone: (920) 596-2238 
Fax: (920) 596-5339 

 

 

 

ManawaSchools.org 
 

 / ManawaSchools 

 / ManawaSchools 



 
SCHOOL DISTRICT OF MANAWA 

Job Description 

 
DISTRICT HEALTH OFFICE SUPPORT SERVICES 

CLERICAL PARAPROFESSIONAL 
 

 
ESSENTIAL SKILLS: 

1. Organize and work independently on multiple assigned tasks/projects and complete assignments 
within specified deadlines 

2. Accurately follow verbal and written directions  
3. Ability to react quickly, calmly, and decisively in a crisis 
4. Work well under pressure 
5. Communicate effectively, both verbally and in writing to all internal and external clients, 

expressing ideas and instructions clearly and concisely 
6. Ability to lead and collaborate with diverse work teams 
7. Demonstrate skills critical for managerial success including leadership, decisiveness, flexibility, 

sound business judgement and highly developed personal, analytical and communication skills 
8. Demonstrate skills in consensus-building and mediation in order to constructively address internal 

and external client conflicts 
9. Capable of researching and creative problem solving 
10. Maintain confidentiality and loyalty to the School District of Manawa 
11. Promote a positive image of the School District of Manawa at all times 

 
QUALIFICATIONS: 
Experience, Education, and Licensure 

1. Hold a high school diploma 
2. Enrolled in and in good standing  in a Wisconsin licensed nursing education program is preferred 
3. Experience or training in health-related support roles (ex. EMT, school health, health care setting, 

etc.) 
4. Maintain current CPR/AED and First Aid certification is required along with the physical ability 

to perform such tasks 
 
Required Skills and Abilities 

1. Process oriented 
2. Forward thinking ability to identify areas for improvement and take decisive and timely action to 

bring about desired change 
3. Ability to interpret and administer policies and procedures consistently and objectively 
4. Communicate effectively, verbally and in writing, to a diverse audience 
5. Plan, organize, and prioritize work 
6. Remain flexible in order to adapt to changes in the work environment 
7. Excellent time-management, problem-prevention, and problem-solving skills 
8. Work accurately with close attention to detail 
9. Advanced computer skills, including email, word processing and spreadsheets 
10. Work effectively, professionally and tactfully with students, parents, staff, and the community 
11. Possess a work ethic that includes neatness, punctuality and accuracy 

 



 

12. Exhibit a professional, businesslike appearance and demeanor 
13. Demonstrate the highest level of ethical behavior 
14. Maintain confidentiality of sensitive information 
15. Study and apply new state and federal laws and regulations 
16. Develop relationships with key stakeholders 
17. Ability to have direct contact with individuals who are ill 
18. Ability to sit; walk; run; use hands to manipulate or feel objects, tools, or controls; and reach with 

hands and arms.  
19. Ability to use close vision, distance vision, color vision, peripheral vision, depth perception, and 

the ability to adjust focus.  
20. Capacity to frequently lift and/or move up to 10 pounds, occasionally lift up to 50 pounds, and to 

perform an authorized 2-person lift over 50 pounds. 
 
JOB GOALS: 

1. To oversee and/or care for student health injuries and/or illnesses in collaboration with parents, 
students, and the District’s medical advisor for the control and prevention of disease and for the 
development of optimum health of each student 

2. To assist the high school office in recording attendance, maintaining accurate computer-generated 
absence letters, contacting families related to absences, and assisting in general office functions.  

 
REPORTS TO: ​Secondary Principal for clerical responsibilities; District Administrator for health office 
support services 
 
 
EVALUATED BY: ​Secondary Principal for clerical responsibilities; District Administrator for health 
office support services 
 
 
TERMS OF EMPLOYMENT: 
Full-time hourly position 
Salary and benefits to be determined by the Board of Education 
 
PERFORMANCE RESPONSIBILITIES: 
 
Job-Specific Responsibilities 

The office clerical paraprofessional will assist the secondary Administrative Assistant with the following:  

● Oversight of rehearsal, staging, preparation of materials and displays, etc. for graduation. 
● Maintenance of student records in the Student Information System (SIS) and family access 

including updating emergency contact information and discipline record data entry. 
● Maintain marquee information, announcements, and postings. 
● Deliver passes to classrooms/call classrooms; assist in the monitoring of student whereabouts. 
● Duplicate materials as needed. 
● Sort & distribute staff mail daily; run outgoing mail through the postage meter. 
● Process grade reports & mailings (term/semester). 
● Answer phones, take/deliver messages, and return health room and attendance related calls. 
● Greet and respond to the needs of visiting parents, community members, vendors, etc. 



 

● Plan, organize, and prepare materials for District student registration day. 
● Process payments and give a receipt of the same for fees, lunch, etc. 
● Send out truancy letters under the direction of the principal. 
● Enter attendance in Skyward hourly and run weekly attendance reports for the principal and 

athletic/activities director. 
● Monitor the absence reporting phone line and follow-up with families who have not reported an 

absent child. 
● Monitor camera displays and report concerning behavior or observations as needed.  
● Complete all other tasks as assigned. 

 
The health paraprofessional completes the following tasks and responsibilities under the direction of the 
District’s medical advisor and/or a fully licensed registered nurse:  

● Provides appropriate emergency care of illness or injury to students and staff in accordance with 
school district policy and procedures. 

● Assists in the control of communicable diseases according to procedures. 
● Administers oral, inhaled, injectable, and topical medications to students as delegated by a 

licensed health professional.  
● Keeps accurate records of medications brought to the office and records each administration of 

medication on the individual Student Medication Record. 
● Maintains confidentiality of information learned regarding students and their families. 
● Notifies the building principal of serious incidents, significant health problems, and referrals and 

documents the incident response on the appropriate form. 
● Provides annual CPR/AED and first aid training and updates the SDM spreadsheet with trainees 

names and dates. 
● Prepares player lists and health conditions for coaches. 
● Prepares summer mailings of health conditions and cover letters for (Emergency Action Plans & 

Individualized Health Plan).]] 
● Prepares mass mailings at the beginning and end of the year pertaining to paperwork and 

medication pickup. 
● Notifies teachers of health conditions, Individualized Health Plans, and Emergency Action Plans. 
● Maintains parent and emergency contact/consent forms and information. 
● Faxes medication administration forms or health conditions to physicians for signatures. 
● Maintains immunization records by updating in Skyward, reporting, and parent contact. 
● Loads and updates all health data records in Skyward for students seen in the health office 

including their primary complaint, treatment, and outcome for each student. 
● Prepares first aid kits for groups before activities. 
● Performs all other health-related work delegated or required to accomplish the objectives of the 

total district health program. 
● Channels requests for health-related information and nursing services to the appropriate physician 

or registered nurse. 
● Assists in preparing and maintaining a cumulative health record for each student. 
● Documents results of screening and designated health information. 
● Collects and maintains student emergency cards and updates records as needed in Skyward. 
● Completes student/staff accident/incident reports. 
● Maintains a current confidential list of students with health conditions. 
● Communicates to the appropriate medical professional any need for follow-up of student health 

problems.  
● Assumes responsibility for maintaining a neat and orderly health room environment. 



 

● Follows district health office cleaning/disinfecting protocols. 
● Follow district policy regarding infection-control measures. 
● Monitors inventory of supplies/submits requisitions as needed. 
● Completes all other tasks as assigned. 

 
 
The employee shall remain free of any alcohol or non-prescribed controlled substance abuse in the 
workplace throughout his/her employment in the District. 

The School District of Manawa does not discriminate against individuals on the basis of sex, race, 
religion, national origin, ancestry, creed, pregnancy, marital or parental status, sexual orientation, or 
physical, mental, emotional, or learning disability. Federal law prohibits discrimination in education and 
employment on the basis of age, race, color, national origin, sex, religion, or disability.  
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