
School District of Manawa
Policy & Human Resources COMMITTEEMEETING

Manawa School District Office - Board Room
800 Beech Street, Manawa WI

(920)596-2525

Wednesday, March 27, 2024
5:00 P.M.

Board of Education Committee Members:
Reierson (C), Hansen, & Jepson

❖ CALL TO ORDER

❖ PLEDGE OF ALLEGIANCE

❖ ROLL CALL - Verification of Quorum
➢ B.O.E. Members Present:

❖ COMPLIANCEWITH OPEN MEETING LAW NOTIFICATION [§19.84(2) Wis. Stats.]

❖ AGENDA
1. Policies / Administrative Guideline Updates per B.O.E.

a. PO 2413 Health Education
These revisions better align this policy (last revised in 2016) with more recent statutory changes reflected
in Policy 2414 - Human Growth and Development, which includes notification requirements. No statutory
notification requirements apply to the topics within this policy.

b. PO 6320
These revisions eliminate reference to policies that are no longer in the School District of Manawa Policy
Manual.

2. NEOLA - Policy Update Vol. 33, No. 1
a. PO 7440 Safety and Security

This policy is revised to clarify the definition of metal detectors to include handheld wands.
Also, school event supervisors are authorized to respond to school safety situations when
an Administrator is not present as may be the case at after-school and/or evening events.

b. PO 7540 Technology
The policy is revised to incorporate security and usage procedures that had previously been
in the administrative guideline into the policy.

c. PO 7544 Use of Social Media
These revisions clarify the public forum options available as to social media platforms/sites
and add a prohibition of the use of such sites by staff or volunteers to communicate
privately with students.

* Any person with a qualifying disability under the Americans with Disabilities Act that requires the meeting or
material to be in accessible format, please contact the District Administrator to request reasonable accommodation.
The meeting room is wheelchair accessible. This meeting is a meeting of the Board of Education in public for the
purpose of conducting the School District's business and is not to be considered a public hearing. There may be a
time for public comment during the meeting as indicated in the agenda.

**Upon request to the District Administrator, submitted twenty-four (24) hours in advance, the District shall make
reasonable accommodations including the provision of informational material in an alternative format for a disabled
person to be able to attend this meeting.
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d. PO 8120 Volunteers
This policy is revised to include an option for Board members to serve as volunteer bus
drivers under certain conditions consistent with recent statutory changes as a result of 2023
Wisconsin Act 26.

e. PO 8310 Public Records
This policy has been revised to highlight the responsibility of the District Records Custodian
to provide notice of the public records policy, including identifying in said notice the
positions that each district identifies as a local public office.

f. PO 8330 Student Records
This policy now includes an option for directory data available under FERPA but, as stated in
the drafting note, it is unclear if it would be considered directory data under Wisconsin law
and thus consultation with legal counsel is recommended.

g. PO 8431 Preparedness for Toxic Hazards
Revisions to this policy authorize the District Administrator to designate two required job
titles in the District--the Toxic Hazard Preparedness Officer and the Chemical Hygiene
Officer.

h. PO 9130 Public Requests, Suggestions, or Complaints
This policy is revised to include additional clarification of the procedure and options for
review of classroom and, if options are selected, library materials.

i. PO 9140 Citizens’ Advisory Committees
This policy is revised to account for alternative requirements for committee development in
specific cases, for example, a committee to recommend curriculum revisions in human
growth and development must be appointed by the Board and must include staff members.

3. NEOLA - Administrative Guidelines Update Vol. 33, No. 1
a. AG 5330 Administration of Medications - Revision
b. AG 5540 Relationship with Governmental Agencies - Revision
c. AG 7510C Supervision of Rented Facilities - Revision
d. AG 7530A Technology Equipment Security Procedures - Rescind
e. AG 7530B Non School Use of District Equipment and Facilities By Students -

Rescind
f. AG 7530C Cellular Phones - Rescind

❖ FUTURE MEETING AGENDA ITEMS
➢ Exploration of Salaried Business Office Position(s)
➢

❖ ADJOURN

* Any person with a qualifying disability under the Americans with Disabilities Act that requires the meeting or
material to be in accessible format, please contact the District Administrator to request reasonable accommodation.
The meeting room is wheelchair accessible. This meeting is a meeting of the Board of Education in public for the
purpose of conducting the School District's business and is not to be considered a public hearing. There may be a
time for public comment during the meeting as indicated in the agenda.

**Upon request to the District Administrator, submitted twenty-four (24) hours in advance, the District shall make
reasonable accommodations including the provision of informational material in an alternative format for a disabled
person to be able to attend this meeting.
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UPCOMINGMEETING(S):

● April 10th @ 4:00 PM - Finance Committee Meeting
● April 10th @ 4:50 PM - Building and Grounds Committee Meeting
● April 17th @ 5:00 PM - Curriculum Committee Meeting
● April 22nd @ 6:00 PM - Regular Board Meeting

* Any person with a qualifying disability under the Americans with Disabilities Act that requires the meeting or
material to be in accessible format, please contact the District Administrator to request reasonable accommodation.
The meeting room is wheelchair accessible. This meeting is a meeting of the Board of Education in public for the
purpose of conducting the School District's business and is not to be considered a public hearing. There may be a
time for public comment during the meeting as indicated in the agenda.

**Upon request to the District Administrator, submitted twenty-four (24) hours in advance, the District shall make
reasonable accommodations including the provision of informational material in an alternative format for a disabled
person to be able to attend this meeting.
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Book Policy Manual

Section Policies Ready for the BOE, 33-1

Title Copy of HEALTH EDUCATION

Code po2413

Status Proposed to Policy & Human Resources Committee

Adopted October 17, 2016

Last Revised July 17, 2017

2413 - HEALTH EDUCATION
 
The Board of Education, in compliance with State law, has adopted a comprehensive program of health education that will
prepare students to maintain good health and enable them to adapt to changing health problems in our society.
 
The Board recognizes that this program, like others the District offers, may contain content and/or activities that some
parents find objectionable. The District shall notify the parents, in advance of the instruction and about the content of the
instruction and give the parents an opportunity to review the materials to be used. A student may not be required to take
instruction in physiology and hygiene, sanitation, the effects of controlled substances pursuant to State law and alcohol
upon the human system, symptoms of disease, and the proper care of the body if the student's parent files with the
teacher a written objection.

If a student does not take instruction in these subjects as a result of parental objection, the student may not be required
to be examined in the subjects and may not be penalized in any way for not taking such instruction, and the Board
authorizes the District Administrator to determine if the student shall complete an alternative assignment that is similar to
the subjects in the length of time necessary to complete.

If the subjects receive credit toward graduation the Board authorizes the District Administrator to determine if an
alternative assignment is to be completed by the student that is similar to the subjects in the length of time necessary to
complete.

Instruction in physiology and hygiene shall include instruction on sexually transmitted diseases and shall be offered in
every high school.

The District Administrator shall notify parents of planned instruction in the health education curriculum regarding human
growth and development topics as identified and in accordance with Policy 2414 - Human Growth and Development.

 
Students in grades seven (7) through twelve (12) will be provided instruction in cardiopulmonary resuscitation and
cardiocerebral resuscitation including instruction on the psychomotor skills necessary to perform both skills as part of any
health education course offered. 
 
 Students in grades seven (7) through twelve (12) will be provided instruction about automated external defibrillators as
identified in Policy 8452 - Automated External Defibrillators.
 
The District Administrator shall prepare administrative guidelines that require:
 
t The health education program includes appropriate learning experiences related to such topics as use, abuse, and effects
of drugs, alcohol, and tobacco; mental, physical, and dental health; disease prevention and control; accident prevention;
and related health and safety topics. The health education program includes periodic evaluation of student understanding
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and continual analysis of the effectiveness of the program and the accuracy, completeness, and relevancy of the
information and instructional procedures.
 
In implementing the program, the District Administrator may use whatever District and outside resources, including
Department of Education guidelines and consultants, s/he deems deemed appropriate.
 

115.35, 118.01(2)(d)2.c., 118.076, Wis. Stats.

Chapter 961, Wis. Stats.

 

© Neola 201623
 

Legal 115.35, Wis. Stats.

Last Modified by Ryan Peterson on March 19, 2024
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Section Policies Ready for the BOE, 33-1

Title Copy of PURCHASING

Code po6320

Status First Reading

Adopted July 18, 2016

Last Revised February 18, 2019

6320 - PURCHASING
 
Procurement of all supplies, materials, equipment, and services paid for from District funds shall be made in accordance
with all applicable Federal and State statutes, Board policies, and administrative guidelines. Standards of conduct covering
conflicts of interest and governing the actions of its employees engaged in the selection, award, and administration of
contracts as established by Policy 1130, Policy 3230, and Policy 4230 – Ethics and Conflict of Interest.
 
All procurement transactions shall be conducted in a manner that encourages full and open competition and in accordance
with good administrative practice and sound business judgment.
 
It is the policy of the Board of Education that the District Administrator seek at least two (2) price quotations on purchases
of more than $10,000 for a single item, except in cases of emergency or when the materials purchased are of such a
nature that price negotiations would not result in a savings to the District.
 
When the purchase of, and contract for, single items of supplies, materials, or equipment is reasonably anticipated to
reach the amount of $10,000 or more, the Business Manager shall obtain competitive bids. Purchase of and contract for
projects will be subject to a competitive bid process as and when required by law.
 
Bids shall be sealed or may be submitted electronically and shall be opened by the Business Manager in the presence of at
least one (1) Board member. A bidder may be required to submit a sworn statement regarding:
 

A. financial ability to complete the contract;
 

B. nature and quality of equipment to be used in performing the contract;
 

C. experience and past performance in performing the contract;
 

D. such other information the District deems relevant to the protection and welfare of the public in the performance of
the contract.

 
Such statements shall be delivered to the District no later than five (5) days prior to the bid opening and shall be kept
confidential by the District, except upon the written order of the person submitting the statement or on behalf of whom
the statement is submitted, for the necessary use by the District in qualifying the person/bidder or the District. The
statements shall be reviewed and the bidder notified if is qualified to submit a bid.
 
The Board reserves the right to reject any and all bids.
 



3/22/24, 2:37 PM BoardDocs® PL

https://go.boarddocs.com/wi/sdman/Board.nsf/Private?open&login# 2/3

Contracts can be awarded by the Business Manager without Board approval for any single item or group of identical items
costing less than $10,000. All other contracts require Board approval prior to purchase.
 
The Board shall be informed of the terms and conditions of all competitive bids and shall award contracts as a
consequence of such bids.
 
Purchasing Items with Federal Grant Funds
 
When purchasing items with Federal funds a District shall:
 

A. give consideration to whether separating or combining purchases will provide for a more cost-effective approach to
avoid acquisition of unnecessary or duplicative items;
 

B. where appropriate, conduct an analysis of lease versus purchase options and the most economical and beneficial
method shall be pursued;
 

C. conduct an evaluation of the availability and feasibility of entering into inter-governmental agreements to procure
the goods or services required on a shared basis;
 

D. in the case of a time and material contract, make a determination that no other arrangement is suitable and that
the contract places a ceiling price that protects the District.

 
General Provisions
 
The District Administrator is authorized to purchase all items within budget allocations.
 
The Board should be advised, for prior approval, of all purchases of equipment, materials, and services when the purchase
was not contemplated during the budgeting process or if the purchase varies materially from the function or scope as
budgeted.
 
The District Administrator is authorized to make emergency purchases, without prior approval, of those goods and/or
services needed to keep the schools in operation. Such purchases shall be brought to the Board's attention at the next
regular meeting.
 
In order to promote efficiency and economy in the operation of the District, the Board requires that the Business Manager
periodically estimate requirements for standard items or classes of items and make quantity purchases on a bid basis to
procure the lowest cost consistent with good quality.
 
Whenever storage facilities or other conditions make it impractical to receive total delivery at any one time, the total
quantity to be shipped shall be made a part of the bid specifications.
 
Before the employee places a purchase order, s/he shall have the Business Manager check whether: (a) the proposed
purchase is subject to bid, (b) whether sufficient funds exist in the budget and (c) the goods or services might be available
elsewhere in the District. All purchase orders shall be numbered consecutively.
 
In the interests of economy, fairness, and efficiency in its business dealings, the Board requires that:
 

A. items commonly used in the various schools or units thereof, be standardized whenever consistency with
educational goals can be maintained;
 

B. opportunity be provided to as many responsible suppliers as possible to do business with the School District;
 

C. a prompt and courteous reception, insofar as conditions permit, be given to all who call on legitimate business
matters;
 

D. where the requisitioner has recommended a supplier, the Business Manager may make suggestion alternatives to
the requisitioner if, in his/her judgment, better service, delivery, economy, or utility can be achieved by using a
different supplier;
 

E. upon the placement of a purchase order, the Business Manager shall commit the expenditure against a specific line
item to guard against the creation of liabilities in excess of appropriations.

 
The District Administrator shall determine the maximum expenditure allowed without a properly signed purchase order.



3/22/24, 2:37 PM BoardDocs® PL

https://go.boarddocs.com/wi/sdman/Board.nsf/Private?open&login# 3/3

 
Employees may be held personally responsible for anything purchased without a properly signed purchase order or
authorization.
 
The Board may acquire office equipment by lease, installment payments, lease-purchase agreements, or by lease with an
option to purchase, provided the contract sets forth the specific terms, including price, of such a purchase.
 
Debarred Contractors Excluded
 
The District shall not award any contract, agreement or subcontract for goods or services to any party that has been
suspended or debarred from receiving contracts or subcontracts by the Federal Acquisition Regulations (FAR).
 
For any contract or subcontract with a value in excess of $25,000, the District shall include a provision in the contract or
as a condition of any subcontract award that the contracting party attest that it is not at the time of contracting a
suspended or debarred party under the Federal Acquisition Regulations and that, if at any time during performance of the
services or delivery of goods in the applicable contract, said contractor or subcontractor should be identified as a
suspended or debarred entity by the General Services Administration, the contractor or subcontractor shall immediately
notify the District of that fact, which shall serve as sufficient grounds to terminate the contract as the District determines
is appropriate.
 
 
© Neola 2015

Legal 120.12(24), Wis. Stats.

66.0133, Wis. Stats.

2 C.F.R. Section 200.213; 200.318 - 200.326

48 C.F.R. Section 9.4

Last Modified by Ryan Peterson on March 22, 2024
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Book Policy Manual

Section Policies Ready for the BOE, 33-1

Title Copy of SAFETY AND SECURITY

Code po7440

Status

Adopted November 21, 2016

Last Revised March 14, 2024

7440 - SAFETY AND SECURITY
 
Promoting the safety of students, staff and others in the school buildings, as well as providing for the protection of the
significant financial investment in the District's buildings is a critical function of the Board of Education. Proper safety
measures are to be implemented to protect those who use the buildings and to protect the buildings and equipment
owned by the Board from theft and vandalism in order to maintain the optimum conditions for carrying out the educational
program.
 
The District Administrator shall develop and supervise the District's School Safety Plan, in compliance with State and
Federal laws, as described in Policy 8420. 
 
Every effort shall be made to apprehend those who knowingly cause serious physical harm to students, staff, visitors, and
Board property and to require the prosecution of those who bring harm to persons and/or property. The Board will seek to
repair the damage or seek the payment of a fee to cover such repairs.
 
The Board authorizes the District Administrator to conduct searches of non-student visitors or vehicles on school property
when there is a reasonable suspicion of violation of the law or school rules, and the search is reasonable in scope related
to the objectives of the search and not excessively intrusive.
 
Appropriate authorities may be contacted in the case of serious offenses.
 
The District Administrator is authorized to installutilize metal detectors (e.g., walk through detectors and hand-held
wands), video surveillance/electronic monitoring equipment, and other security devices on school property in order to
protect the health, welfare, and safety of students, staff, visitors and Board property, and other security devices that
would assist in the detection of guns and dangerous weapons in school buildings or on District property.
 
The District Administrator shall report to the Board no later than the next regular Board meeting, any significant incident
involving vandalism, theft, personal safety or other security risks and the measures being taken to address the situation.
 
Public Access to School Facilities
 
The Board expects that during regular school hours only students and school staff need to be present in the school
building. The Board also acknowledges that there will be times during the instructional day that members of the public,
including parents, invited guests, or other individuals will for appropriate and legitimate reasons require entry into a
school facility. In such cases, the following guidelines shall be followed:
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A. All exterior doors to every school building shall be locked during the instructional day, preventing entry into the
building and all visitors to the school building during those times will be directed to a single entrance into the
building. This entrance shall be the entrance closest to the school office. Visitors must identify themselves and the
purpose of their visit to the school through the intercom system.
 

B. All persons other than students and building staff shall check in with the school office of the building and shall
complete a visitor log. Each visitor shall be given a visitor tag that shall be worn at all times while in the building.
School office staff must contact the classroom teacher to verify that the visitor is expected.
 

C. All visitors are expected to sign out prior to departing the building.
 

D. Outside of instructional times, no person other than a staff member may be in any school building except for
attendance at a public function (such as a sporting event) or based on an approved facility use request pursuant to
Policy 7510.

 
Any visitor to the school may be refused entry or asked to leave the building at any time if the building administrator
determines that the visitor’s presence is disruptive or is likely to become disruptive to the educational environment, or for
other safety or security reasons. If a visitor refuses to leave upon request by the building administrator or event
supervisor, the building administrator or event supervisor shall contact the school resource officer or local law enforcement
as appropriate. No staff member should attempt to physically remove a visitor unless the visitor poses an imminent safety
threat.
 
Failure to follow the requirements above when entering or remaining in school facilities may be subjected to a fine not
exceeding $1,000. In circumstances tending to provoke a disturbance of the peace, persons may be fined not more than
$10,000 or imprisoned not more than ninety (90) days.
 
Any school staff member that witnesses a visitor in the school building who is not wearing a visitor tag as required shall
report the visitor’s presence to the school office. In the event the school office does not have record of such visitor
properly checking in, the office staff shall immediately contact an aAdministrator or, if an aAdministrator is not available, if
applicable, appropriate law enforcement.
 
Parents as Visitors
 
The Board encourages parental involvement in the education of students in the District. For this reason, it is important to
facilitate the involvement of parents in school activities and the educational process while at the same time preserving the
integrity of the educational environment for all students. As a balance, the Board adopts the following requirements for
parents visiting the school during the instructional day:
 

A. Parents shall make arrangements with their child’s teacher or with the building administrator in advance of visiting
their child at school unless that is not possible.
 

B. Parents, like any other visitor, must enter the building through only the only approved visitor entrance and shall
check-in at the main office in the same fashion as a visitor.

 
Parents visiting District schools shall comply with Policy 9150 - School Visitors, and other relevant policies and
administrative guidelines.
 
Parents who do not follow these guidelines or whose presence is disruptive to the educational environment may be asked
to leave the building by the Building Administrator. Any decision to permanently restrict access of a parent may only be
made by the District Administrator due to the parent’s repeated failure to follow rules causing a disruption to the
educational environment or for overt threats of harm or actual physical contact with any staff or student.
 
Court Imposed Restrictions
 
In any case in which an individual is the subject of a court order restricting the individual’s presence at a school building,
including any restrictions on the individual’s physical proximity to an individual either a student or staff member, the
Building Administrator shall inform staff of the situation and if any staff member sees the individual on school premises,
that staff member shall immediately contact law enforcement and the school office.
 
Sex Offenders on School Property
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Any person who is a registered sex offender under Wisconsin Law is required to notify the District Administrator of the
specific date, time and place of his/her visit to any school facility and must notify the District Administrator of their status
as a registered sex offender.
 
Parents of students enrolled in the District must notify the District Administrator of their status as a registered sex
offender and that they have children enrolled in the District. Notification must occur at the beginning of each school year
or at the time the individual is required to register or whenever the child is first enrolled, whichever occurs first.
 
Notification requirements do not apply if the person will be on school grounds to vote in an election or to attend a non-
school sponsored event occurring on the school grounds.
 
 
© Neola 2023

Legal 120.13(35), Wis. Stats.

175.32(2), (3), Wis. Stat.

301.475, Wis. Stat.

State v. Vang, 2018 AP 1730 (Ct. App. 2021), pet. rev. denied.

Last Modified by Ryan Peterson on March 14, 2024
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Book Policy Manual

Section Policies Ready for the BOE, 33-1

Title Copy of TECHNOLOGY

Code po7540

Status Proposed to Policy & Human Resources Committee

Adopted November 21, 2016

Last Revised March 14, 2024

7540 - TECHNOLOGY
 
The Board of Education is committed to the effective use of technology to both enhance the quality of student learning and
the efficiency of District operations.
 
Students' use of District technology resources (see definition in Bylaw 0100 - Definitions) is a privilege not a right.
Students and their parents must sign and comply with Policy 7540.03 - Student Technology Acceptable Use and Safety.
 
The District Administrator shall develop and implement a written District Technology Procedure (DTP). One (1) of the
primary purposes of the DTP is to evaluate new and emerging technologies and how they will play a role in student
achievement and success and/or efficient and effective District operations.
 
The DTP shall set forth procedures for the proper acquisition of technology. The DTP shall also provide guidance to staff
and students concerning making safe, appropriate and ethical use of District technology resources, as well as inform both
staff and students about disciplinary actions that will be taken if Board technology and/or networks are abused in any way
or used in an illegal or unethical manner. (See Policy 7540.03 and AG 7540.03 - Student Technology Acceptable Use and
Safety, and Policy 7540.04 and AG 7540.04 - Staff Technology Acceptable Use and Safety)
 
 The District Administrator, in conjunction with the Technology Director, shall review the DTP and report any changes,
amendments, or revisions to the Board.
 
This policy, along with the Student and Staff Technology Acceptable Use and Safety policies, and the Student Code of
Conduct, further govern students’ and staff members’ use of their personal communication devices (see Policy 5136 -
Personal Communication Devices and Policy 7530.02 - Staff and School Officials Use of Personal Communication Devices). 
Users have no right or expectation of privacy when using District technology resources (including, but not limited to,
privacy in the content of their personal files, e-mails, and records of their online activity when using the District’s
computer network and/or Internet connection).
 
Further, safeguards shall be established so that the Board's investment in both hardware and software achieves the
benefits of technology and inhibits negative side effects. Accordingly, students shall be educated about appropriate online
behavior including, but not limited to, using social media, which is defined in Bylaw 0100 - Definitions, to interact with
others online; interacting with other individuals in chat rooms or on blogs; and, recognizing what constitutes
cyberbullying, understanding cyberbullying is a violation of Board policy, and learning appropriate responses if they
experience cyberbullying. Social media does not include sending or receiving e-mail through the use of District-issued e-
mail accounts.
 

Equipment Security and Retention Procedures
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The District invests significant resources in making current technology available for staff and students. Individual usage of
devices that are not in a fixed location must be in accordance with these guidelines. The term "device" for purposes of this
guideline includes District-owned computers, tablets, smart devices, and any other hardware or software systems or
equipment owned or leased by the District.

Access to Social Media

Staff use of District-approved social media platforms/sites shall be consistent with Policy 7544 - Use of Social Media.

Students must comply with Policy 7540.03 - Student Technology Acceptable Use and Safety and Policy 5136 - Personal
Communication Devices when using District technology resources to access and/or use District-approved social media
platforms/sites.

Use of District-owned Devices:

No device may be used to access any material that is prohibited by the District's technology usage policies, Policy
7540.03 - Student Technology Acceptable Use and Safety and Policy 7540.04 - Staff Technology Acceptable Use
and Safety. Devices may not be used to access content that is unlawful or potentially harmful to the device and
may never be used to access any "darkweb" content. Specifically, use of devices to access material that poses a
risk of introducing viruses, malware, or other destructive content is strictly prohibited. Users are responsible for
replacing devices that are inoperable due to the introduction of such malicious content while in the user's
possession.
 
 
Requests for Personal Use:

Personal use of devices by students, staff, and others shall be in accordance with Policy 7530 - Lending District-
Owned Equipment.

Additionally, a device shall not be used to access any material that is prohibited by the District's technology usage
policies. (See Policy 7540.03 - Student Technology Acceptable Use and Safety and Policy 7540.04 - Staff
Technology Acceptable Use and Safety)

If allowed for personal use, devices may not be used to access content that is unlawful or potentially harmful to the
device and may never be used to access any "darkweb" content. Specifically, use of devices to access material that
poses a risk of introducing viruses, malware, or other destructive content is strictly prohibited. Users are
responsible for replacing devices that are inoperable due to the introduction of such malicious content while in the
user's possession.

No business use shall be made of any borrowed devices. Software shall not be used in violation of any licensing
agreement, nor shall it be copied.

No software or other applications may be downloaded onto any device except by the District's ( X ) Information
Technology Director and only as authorized by the District Administrator.

Users will be responsible for arranging safe transportation and housing for use off school premises.
 
 
Staff Services:
 
Media staff will instruct the user on the correct operation of devices. Media staff may assist other staff members in
obtaining materials for instructional use by recording and/or copying within copyright guidelines.
 
 
Equipment Inventory and Repair:
 
All devices will be inventoried pursuant to Policy 7450 - Property Inventory.

If a piece of equipment requires repair, it will be sent to the Information Technology Director.
 
 
Report of Loss:

If any device is lost, the Principal shall be notified. The Principal may notify the police if deemed appropriate.
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Similarly, staff must comply with Policy 7544 - Use of Social Media, Policy 7540.04 - Staff Technology Acceptable Use and
Safety, and Policy 7530.02 - Staff and School Officials Use of Personal Communication Devices when using District
technology resources to access and/or use District-approved social media platforms/sites.

Staff must comply with Policy 7544 - Use of Social Media, Policy 7540.04 - Staff Technology Acceptable Use and
Safety, and Policy 7530.02 - Staff and School Officials Use of Personal Communication Devices when using District
technology resources or personally-owned PCDs to access and/or use social media for personal purposes.
 
 
© Neola 2023
 
 

Legal   947.0125, Wis.
Stats.

  

948.11, Wis. Stats.

Legal 947.0125, Wis. Stats.

948.11, Wis. Stats.

Last Modified by Ryan Peterson on March 14, 2024
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Book Policy Manual

Section Policies Ready for the BOE, 33-1

Title Copy of USE OF SOCIAL MEDIA

Code po7544

Status Proposed to Policy & Human Resources Committee

Adopted June 15, 2020

Last Revised March 14, 2024

7544 - USE OF SOCIAL MEDIA
 
Technology is a powerful tool to enhance education, communication, and learning.
 
The Board of Education authorizes the use of social media to promote community involvement and facilitate effective
communication with students, parents/guardians, staff, and the general public.  Social media is defined in Bylaw 0100.
 
The District Administrator is charged with designating the District-approved social media platforms/sites, which shall be
listed on the District’s website.
 
In designating District-approved social media platforms/sites, the District Administrator shall specify which platforms/sites
are appropriate for use at the District-level, the building or department level, for extra-curricular activities, and at the
individual level by employees for professional purposes consistent with the Board's authorization for the official use of
social media by individual buildings, departments, activities, or staff members. 
 
It is critical that students be taught how to use social media platforms safely and responsibly.  Social media (as defined in
Bylaw 0100) are a powerful and pervasive technology that affords students and employees the opportunity to
communicate for school and work purposes, and to collaborate in the delivery of a comprehensive education.  Federal law
mandates that the District provide for the education of students regarding appropriate online behavior, including
interacting with other individuals on social networking websites and in chat rooms, and regarding cyberbullying awareness
and response.  See Board Policy 7540.03 – Student Technology Acceptable Use and Safety.
 
The District recognizes that employees may use social media for personal, as well as professional reasons.  The District
neither encourages nor discourages employees’ use of social media for personal purposes.  The District regulates
employees’ use of social media for purposes related to their District assignment to the same extent as it regulates any
other form of employee communication in that regard.
 
Staff are not permitted to solicit or accept "Friend" requests from enrolled School District of Manawa students on any
personal social media account. Staff that are guardians of School District of Manawa students are exempt from this
requirement as it relates to soliciting or accepting "Friend" requests from their own children.
 
The District uses approved social media platforms/sites as interactive forms of communication and welcomes public
comments.  The District-approved social media platforms/sites are considered limited public forums.  As such, the District
will monitor posted comments to verify they are on-topic, consistent with the posted rules for use of the forum, and in
compliance with the platform/site's applicable terms of service.  The Board’s review of posted comments will be conducted
in a viewpoint neutral manner, and consistent with State and Federal law.  Employees’ personal posts on the public
platforms/sites are limited/restricted to matters of general public interest that are not related to the employee’s specific
employment and wholly unrelated to the employee’s job responsibilities (i.e., matters where it is clear the individual is
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posting not in an official capacity, but simply as a member of the public).  Employees in administrative positions are
ordinarily not permitted to post personal comments on matters of general public interest because to do so could be
misconstrued as Board-sponsored speech.
 
Each District-approved social media account/site must contain a statement that specifies its purpose(s) and limits those
who access the social media account/site to use of the account/site only for that/those purpose(s), and in accordance with
any specified procedures, and applicable terms of service.  Users are personally responsible for the content of their posts.
 
The District Administrator shall maintain the District's social media presence with respect to general announcements,
notices, or other such communications that are disseminated to the public at large or specific audiences within the
community. To the extent individual staff members wish to post information or announcements to a District social media
platform, the staff member or volunteer may request that the District Administrator approve and post such information.
(This provision does not apply to social media communications that are related to instructional and school-sponsored
activities.)
 
Social Media for Instructional and School-Sponsored Activities
 
Staff (including District-approved volunteers) may, with prior approval/authorization from the Principal, District
Administrator, and Technology Director, use social media platforms/sites for communications about classroom instruction
or school-sponsored activities, as well as to support classroom instruction.  When a staff member uses a District-approved
social media platform/site for an educational purpose, it will be considered an educational activity and will not be
considered a limited public forum.  Students’ use of District-approved social media platforms/sites must be consistent with
the Student Code of Conduct, Policy 5722/AG 5722 – School-Sponsored Student Publications and Productions, Policy
7540.03/AG 7540.03 – Student Technology Acceptable Use and Safety, the instructor’s directions/procedures, and the
platform/site's applicable terms of service.  Students are prohibited from posting or releasing personally identifiable
information about students, employees, and volunteers through District-approved social media without appropriate
consent.
 
Staff members must provide parents of students involved in a school-sponsored activity the ability to opt-out of having
their child use social media platforms/sites for communication purposes associated with that activity, and arrange for an
alternative method of communicating with the participating student concerning the school-sponsored activity.
 
Expected Standards of Conduct on District-Approved Social Media
 
Employees who access District-approved social media platforms are expected to conduct themselves in a respectful,
courteous, and professional manner.  Students, parents, and members of the general public who access District-approved
social media platforms are similarly expected to conduct themselves in a respectful, courteous, and civil manner.
 
District-approved social media sites shall not contain content that is obscene; is vulgar and lewd such that it undermines
the school's basic educational mission; is libelous or defamatory; constitutes hate speech; promotes illegal drug use; is
aimed at inciting an individual to engage in unlawful acts or to cause a substantial disruption or material interference with
District operations; or interferes with the rights of others.  The District may exercise editorial control over the style and
content of student speech on District-approved social media if reasonably related to legitimate pedagogical concerns. 
Staff or students who post prohibited content shall be subject to appropriate disciplinary action.
 
The District is committed to protecting the privacy rights of students, parents/guardians, staff, volunteers, Board
members, and other individuals on District-approved social media sites.  District employees are prohibited from posting or
releasing confidential information about students, employees, volunteers, or District operations through social media,
without appropriate consent (i.e., express written consent from the parent of a student, the affected employee or
volunteer, or the District Administrator concerning District operations).  Employees and District-approved volunteers are
prohibited from using District-approved social media platforms/sites to communicate privately with individual students.
 
Retention of Public/Student Records
 
District communications that occur through the use of District-approved social media platforms/sites – including staff
members’ use of social media with school‑sponsored activities, and comments, replies, and messages received from the
general public – may constitute public records or student records, and all such communications will be maintained (i.e.,
electronically archived) in accordance with the Board’s adopted record retention schedule and all applicable State statutes.
 (See AG 8310A –Public Records)
 
Staff members cannot rely on social networking platforms (e.g., Facebook, Twitter, etc.) to sufficiently fulfill potential
records retention requirements because these platforms, in general, do not guarantee retention and are unlikely to assist
in the production of third-party comments and communications that have been edited, deleted, or are otherwise no longer
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available.  Consequently, District employees who use such social media accounts for professional communications must
operate them in accordance with the general archiving practices and technology instituted by the District so records
remain within the District’s control and are appropriately retained.
 
If a staff member uses District-approved social media platforms/sites in the classroom for educational purposes (i.e.,
classroom instruction), the staff member must consult with the Principal concerning whether such use may result in the
creation of public and/or education records that must be maintained (i.e., electronically archived) for a specific period of
time.
 
Employees' Use of District Technology Resources to Access Social Media for Personal Use
 
Employees are permitted to use District technology resources (as defined in Bylaw 0100) to access social media for
personal use, provided the employee's use during work hours does not interfere with his/her job performance.
 
They are reminded that the District may monitor their use of District technology resources.
 
Employees' Use of Personal Communication Devices at Work to Access Social Media for Personal Use
 
Employees are permitted to use personal communication devices to access social media for personal use during work
hours, provided it does not interfere with the employee's job performance.
 
Employees and District-approved volunteers are prohibited from posting or engaging in communication that violates State
or Federal law, Board policies, or administrative guidelines.  If an employee/volunteer's communication interferes with
his/her ability to effectively perform his/her job or violates State or Federal law, Board policies, or administrative
guidelines, the District may impose disciplinary action and/or refer the matter to appropriate law enforcement authorities.
 
This policy and its corresponding administrative guideline will be reviewed and updated as necessary.
 
© Neola 201923
 
 

Legal

Protecting Children in the 21st Century Act, Pub. L. No. 110-385, Title II, Stat. 4096 (2008)

Children's Internet Protection Act (CIPA), Pub. L. No. 106-554 (2001)

Legal Protecting Children in the 21st Century Act, Pub. L. No. 110-385, Title II, Stat. 4096
(2008)

Children’s Internet Protection Act (CIPA), Pub. L. No. 106-554 (2001)

Last Modified by Ryan Peterson on March 22, 2024
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8120 - VOLUNTEERS
 
The Board of Education recognizes that certain programs and activities can be enhanced through the use of volunteers
who have particular knowledge or skills that will be helpful to members of the staff responsible for the conduct of those
programs and activities.
 
The District Administrator shall be responsible for recruiting community volunteers, reviewing their capabilities, and
making appropriate placements. The District Administrator shall not be obligated to make use of volunteers whose abilities
are not in accord with District needs.
 
Any individual who volunteers to work in the schools or on any school-sponsored activity shall submit to a criminal history
records check, prior to being allowed to participate in any activity or program.
 
Any person who volunteers to work with the District shall be screened through the Internet site for the Sex Offenders
Registry (SOR) list prior to being allowed to participate in any activity or program.
 
A Board member may serve as a volunteer coach or supervisor of an extra-curricular activity if the provisions of 120.20,
Wis. Stats., and this policy are satisfied. (See also Bylaw 0144.3 - Conflict of Interest)

Each volunteer:
 

A. shall agree to abide by all Board policies and District guidelines while on duty as a volunteer;
 

B. will be covered under the District's liability policy but the District cannot provide any type of health insurance to
cover illness or accident incurred while serving as a volunteer, nor is the person eligible for workers compensation;
 

C. in accepting the role of a volunteer, agrees to verification that a satisfactory background check may be conducted
through appropriate State agencies or other applicable means.

 
The District Administrator shall also ensure that each volunteer is properly informed of the District's appreciation for
his/her time and efforts in assisting the operation of the schools.
 
Policy 9800.01 - Veterans as Classroom Volunteers outlines veteran volunteer's requirements for recognition from the
District and the Department of Veterans Affairs.
 
 
© Neola 20213
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Legal 120.20, Wis. Stats.

Last Modified by Ryan Peterson on March 22, 2024



3/14/24, 3:16 PM BoardDocs® PL

https://go.boarddocs.com/wi/sdman/Board.nsf/Private?open&login# 1/2

Book Policy Manual

Section Policies Ready for the BOE, 33-1

Title Copy of PUBLIC RECORDS

Code po8310

Status Proposed to Policy & Human Resources Committee

Adopted November 21, 2016

Last Revised April 27, 2020

8310 - PUBLIC RECORDS
 
The Board of Education recognizes its responsibility to maintain the public records of this District and to make such
records available for inspection and reproduction. The Board designates the District Administrator as the District Records
Custodian (DRC), to be the legal custodian of records for the District. The DRC shall safely keep and preserve the public
records of the District and shall have the authority to render decisions and carry out duties related to those public records,
including providing the notice required under 19.34(1) Wis. Stats., identifying the positions of the District that constitute a
local public office pursuant to 19.32(1dm), and 19.42 (7w), Wis. Stats., and other required information. The DRC may
deny access to records only in accordance with the law. The DRC is authorized and encouraged to consult with the
District's legal counsel to determine whether to deny access to a records request in whole or in part.
 
Under the Wisconsin Public Records Law, a "record" is defined as any material on which written, drawn, printed, spoken,
visual, or electromagnetic information or electronically generated or stored data is recorded or preserved, regardless of
physical form or characteristics, that has been created or is being kept by the authority. It includes handwritten, typed, or
printed pages, maps, charts, photographs, films, recordings, tapes, optical discs, and any other medium on which
electronically generated or stored data is recorded or preserved.  A "record" does not include drafts, notes, preliminary
computations, and like materials prepared for the originator's personal use or prepared by the originator in the name of a
person for whom the originator is working; materials that are purely the personal property of the custodian and have no
relation to his/herthe office held; materials to which access is limited by copyright, patent, or bequest; and published
materials in the possession of an authority other than a public library that are available for sale, or that are available for
inspection at a public library.  The personal use exception applies to notes created by the originator solely for the purpose
of refreshing his/her the originator's recollection and as a matter of convenience (not part of his/herassigned job duties),
but does not apply to notes that are distributed to others for the purpose of communicating information or notes that are
created or retained for the purpose of memorializing agency activity.  
 
In addition, records may be exempted from disclosure as a matter of statute or common law or, under the balancing test,
the public interest in disclosure may be outweighed by the public interest in non-disclosure.
 
Any person may make an oral or written request for any public records of the District. The person may inspect or receive
copies of the public record requested. The District will respond as soon as practicable and without delay. The District will
either provide the requested documents, subject to any redactions, or inform the requester of the District's decision to
deny the request.
 
The District will comply with the Safe at Home/Address Confidentiality Program administered by the Wisconsin Department
of Justice. (See Policy 5111 - Eligibility of Resident/Nonresident Students, Policy 8320 - Personnel Records and Policy 8330
- Student Records.)
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The District may charge the requester of a copy of a record of $0.25 per page, that represents the actual, necessary, and
direct cost of reproduction of the record.  In addition, the District may impose a fee upon a requester for the actual time
spent by District employees in locating a record, if the cost is $50.00 or more.  In calculating location costs, the District
will use the applicable employee's hourly rate for salary and benefits. 
 
The District may also charge the requester for any equipment required to fill the request (such as videotapes, computer
disks, etc.)  The District may impose a fee upon a requester for the actual, necessary, and direct cost of mailing or
shipping of any copies which are mailed or shipped to the requester. 
 
The District may require prepayment of fees if the total amount exceeds $5.00.  If payment is required, the District will
calculate the actual cost and charge the requester. If advance payment is required, the District will either invoice the
requester for the difference between the estimate and actual cost or refund any overpayment.
 
No public record may be removed from the office in which it is maintained, except by a Board officer or employee in the
course of the performance of his/hertheir duties.
 
Nothing in this policy shall be construed as preventing a Board member from inspecting in the performance of his/her
official duties any record of this District, except student records and certain portions of personnel records.
 
The District Administrator shall establish administrative guidelines to ensure proper compliance with the intent of this
policy and the public records law.
 
Records Retention Schedule
 
The DistrictBoard has adopted the Wisconsin Department of Public Instruction's guidelines on School District record
retention.
 
It may be accessed at the following web address:
 
https://publicrecordsboard.wi.gov/Documents/DPI%20GS-APPROVED%20June%202015%20v8.1.pdf
 
 
© Neola 20203
 
 

Legal 19.21, Wis. Stats. 19.31-39, Wis.
Stats.

 

19.42, Wis. Stats. 118.125, Wis. Stats.  120.13(12), Wis.
Stats.

Legal 19.21, Wis. Stats.

19.31-39, Wis. Stats.

120.13(12), Wis. Stats.

Last Modified by Ryan Peterson on March 14, 2024

https://publicrecordsboard.wi.gov/Documents/DPI%20GS-APPROVED%20June%202015%20v8.1.pdf


3/19/24, 9:41 AM BoardDocs® PL

https://go.boarddocs.com/wi/sdman/Board.nsf/Private?open&login# 1/6

Book Policy Manual

Section 8000 Operations

Title Copy of STUDENT RECORDS

Code po8330

Status

Adopted November 21, 2016

Last Revised April 24, 2023

8330 - STUDENT RECORDS
 
In order to provide appropriate educational services and programming, the Board of Education must collect, retain, and
use information about individual students. Simultaneously, the Board recognizes the need to safeguard students’ privacy
and restrict access to students’ personally identifiable information.
 
Except for data identified by policy as "directory data," student "personally identifiable information" includes, but is not
limited to: the student's name; the name of the student's parent or other family members; the address of the student or
student's family; a personal identifier, such as the student's social security number, student number, or biometric record;
other indirect identifiers, such as the student's date of birth, place of birth, and mother's maiden name; other information
that, alone or in combination, is linked or linkable to a specific student that would allow a person in the school community,
who does not have personal knowledge of the relevant circumstances, to identify the student with reasonable certainty; or
information requested by a person who the District reasonably believes knows the identity of the student to whom the
education record relates.
 
Reference in this policy to "directory data," includes reference to "directory information," in the context of the Family
Educational Rights and Privacy Act (FERPA).
 
The Board is responsible for the records of all students who attend or have attended schools in this District. Only records
mandated by the State or Federal government and/or necessary and relevant to the function of the School District or
specifically permitted by this Board will be compiled by Board employees.
 
In all cases, permitted, narrative information in student records shall be objectively-based on the personal observation or
knowledge of the originator.
 
Student records shall be available only to students and their parents, eligible students, designated school officials who
have a legitimate educational interest in the information, or to other individuals or organizations as permitted by law.
 
Address Confidentiality Program
 
 Students who are verified participants in the Safe at Home/Address Confidentiality Program administered by the Wisconsin
Department of Justice shall be permitted to use their substitute assigned address for all District purposes. The Board shall
refrain from including the student's actual/confidential residential address in any student records or files (including
electronic records and files) or disclosing the student's actual/confidential residential address when releasing student
records. The Board shall only list the address designated by the Wisconsin Department of Justice to serve as the student's
address in any student records or files, including electronic records and files. Further, the Board shall use the student's
substitute assigned address for any and all communications and correspondence between the Board and the parent(s) of
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the student (or adult student). The student's actual/confidential residential address shall be maintained in a separate
confidential file that is not accessible to the public or any employees without a legitimate purpose. The intentional
disclosure of a student's actual/confidential residential address is prohibited.
 
The Board may enter into a memorandum of understanding with a county department under State statutes (s. 46.215,
46.22 or 46.23) or a tribal organization, as defined under Federal law, that permits disclosure of information contained in
student records as provided under State law in cases in which the student's parent, if the student is a minor, or the
student, if the student is an adult, does not grant permission for such disclosure.
 
The term "parents" includes legal guardians or other persons standing in loco parentis (such as a grandparent or
stepparent with whom the child lives, or a person who is legally responsible for the welfare of the child). The term "eligible
student" or "adult student" refers to a student who is eighteen (18) years of age or older, or a student of any age who is
enrolled in a postsecondary institution.
 
Both parents shall have equal access to student records unless stipulated otherwise by court order or law. In the case of
adult students, parents may be allowed access to the records without the student's consent, provided the student is
considered a dependent under section 152 of the Internal Revenue Code, and provided that the student has not made a
written request to the District that the adult student's parents not be permitted access to personally identifiable
information from the adult student's records.
 
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 tasks
(including volunteers).
 
"Legitimate educational interest" is defined as a "direct or delegated responsibility for helping the student achieve one (1)
or more of the educational goals of the District" or if the record is necessary in order for the school official to perform an
administrative, supervisory, or instructional task or to perform a service or benefit for the student or the student's family.
The Board directs that reasonable and appropriate methods (including but not limited to physical and/or technological
access controls) are utilized to control access to student records and to make certain that school officials obtain access to
only those education records in which they have legitimate educational interest.
 
The Board authorizes the administration to:
 

A. forward student records, including disciplinary records with respect to suspensions and expulsions, upon request to
a private or public school or school district in which a student of this District is enrolled, seeks or intends to enroll,
or is instructed to enroll, on a full-time or part-time basis, upon condition that:
 

1. a reasonable attempt is made to notify the student's parent or eligible student of the transfer (unless the
disclosure is initiated by the parent or eligible student; or the Board's annual notification - Form 8330 F9 -
includes a notice that the Board will forward education records to other agencies or institutions that have
requested the records and in which the student seeks or intends to enroll or is already enrolled so long as
the disclosure is for purposes related to the student's enrollment or transfer);
 

2. the parent or eligible student, upon request, receives a copy of the record;
 

3. the parent or eligible student, upon request, has an opportunity for a hearing to challenge the content of
the record; and
 

4. no later than the next working day, the District shall transfer to another school, including a private or tribal
school, or school district, all student records relating to a specific student if the transferring school district or
private school has received written notice from the student (if  an adult) or their parent or guardian if the
student is a minor that the student intends to enroll in the other school or school district or written notice
from the other school or school district that the student has enrolled or from a court that the student has
been placed in a juvenile correctional facility, as defined in s. 938.02(10p), or a secured residential care
center for children and youth, as defined in s. 938.02(15g);

In this subsection, “school" and “school district" include any juvenile correctional facility, secured residential
care center for children and youth, adult correctional institution, mental health institute, or center for the
developmentally disabled that provides an educational program for its residents instead of, or in addition
to, that which is provided by public, private, and tribal schools.
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B. forward student records, including disciplinary records with respect to suspensions and expulsions, upon request to
a juvenile detention facility in which the student has been placed, or a juvenile court that has taken jurisdiction of
the student;
 

C. disclose student records that are pertinent to addressing a student's educational needs to a caseworker or other
representative of the department of children and families, a county department under s. 46.215, 46.22, or 46.23,
or a tribal organization, as defined in 25 USC 450b(L), that is legally responsible for the care and protection of the
student, if the caseworker or other representative is authorized by that department, county department, or tribal
organization to access the student's case plan;
 

D. provide "personally-identifiable" information to appropriate parties, including parents of an eligible student, whose
knowledge of the information is necessary to protect the health or safety of the student or other individuals, if
there is an articulable and significant threat to the health or safety of a student or other individuals, considering
the totality of the circumstances;
 

E. report a crime committed by a child to appropriate authorities, and, with respect to reporting a crime committed by
a student with a disability, to transmit copies of the student's special education and disciplinary records to the
authorities for their consideration;
 

F. release de-identified records and information in accordance with Federal regulations;
 

G. disclose personally identifiable information from education records, without consent, to organizations conducting
studies "for, or on behalf of" the District for purposes of developing, validating or administering predictive tests,
administering student aid programs, or improving instruction;

Information disclosed under this exception must be protected so that students and parents cannot be personally
identified by anyone other than a representative of the organization conducting the study, and must be destroyed
when no longer needed for the study. In order to release information under this provision, the District will enter
into a written agreement with the recipient organization that specifies the purpose of the study.
 

H. disclose personally identifiable information from education records without consent, to authorized representatives
of the Federal government, as well as State and local educational authorities. The disclosed records must be used
to audit or evaluate a Federal or State-supported education program, or to enforce or comply with Federal
requirements related to those education programs. A written agreement between the parties is required under this
exception.

The District will verify that the authorized representative complies with FERPA regulations.
 

I. request each person or party requesting access to a student's record to abide by Federal regulations and State laws
concerning the disclosure of information.

 
 The Board will comply with a legitimate request for access to a student's records within a reasonable period of time but
not more than forty-five (45) days after receiving the request or within such shorter period as may be applicable to
students with disabilities. Upon the request of the viewer, a record shall be reproduced, unless said record is copyrighted,
or otherwise restricted, and the viewer may be charged a fee equivalent to the cost of handling and reproduction. Based
upon reasonable requests, viewers of education records will receive explanation and interpretation of the records.
 
The Board shall maintain a record of each request for access and each disclosure of personally identifiable information.
Such disclosure records will indicate the student, person viewing the record, their legitimate interest in the information,
information disclosed, date of disclosure, and date parental/eligible student consent was obtained (if required).
 
Only "directory information" regarding a student shall be released to any person or party, other than the student
or theirparent, without the written consent of the parent, or, if the student is an eligible student, without the written
consent of the student, except as provided by applicable law.
 
DIRECTORY DATA
 
Each year, the District Administrator shall provide a public notice to students and their parents of the District's intent to
make available, upon request, certain information known as "directory data." The Board designates as student
"directory data":
 

A. a student's name;
 

B. photograph;



3/19/24, 9:41 AM BoardDocs® PL

https://go.boarddocs.com/wi/sdman/Board.nsf/Private?open&login# 4/6

 
C. participation in officially-recognized activities and sports;

 
D. height and/or weight, if a member of an athletic team;

 
E. date of graduation;

 
F. degrees and awards received.

 
( ) Directory data may also include a student ID number, user ID, or other unique personal identifier used by the student
when accessing or communicating in a District's electronic systems, if, standing alone, it cannot be used to access student
education records (i.e. a pin number, password, or other factor is also needed).
 
Parents and eligible students may refuse to allow the Board to disclose any or all of such "directory data" upon written
notification to the Board within fourteen (14) days after receipt of the District Administrator's annual public notice or
enrollment of the student into the District if such enrollment occurs after the annual public notice.
 
In accordance with Federal and State law, the Board shall release the names, addresses, District assigned e-mail
addresses (if available), and telephone listings of secondary students to a recruiting officer for any branch of the United
States Armed Forces or an institution of higher education who requests such information. A secondary school student or
parent of the student may request in writing that the student's name, address, District assigned e-mail addresses (if
available), and telephone listing not be released without prior consent of the parent(s)/eligible student. The recruiting
officer is to sign a form indicating that "any information received by the recruiting officer shall be used solely for the
purpose of informing students about military service and shall not be released to any person other than individuals within
the recruiting services of the Armed Forces." The District Administrator is authorized to charge mailing fees for providing
this information to a recruiting officer.
 
Whenever consent of the parent(s)/eligible student is required for the inspection and/or release of a student's health or
education records or for the release of "directory data," either parent may provide such consent unless agreed to
otherwise in writing by both parents or specifically stated by court order. If the student is under the guardianship of an
institution, the District Administrator shall appoint a person who has no conflicting interest to provide such written
consent.
 
The Board may disclose "directory data," on former students without student or parental consent unless the parent or
eligible student previously submitted a request that such information not be disclosed without their prior written consent.
 
The Board shall not collect or use personal information obtained from students or their parents for the purpose of
marketing or for selling that information.
 
INSPECTION OF INFORMATION COLLECTION INSTRUMENT
 
The parent of a student or an eligible student has the right to inspect upon request any instrument used in the collection
of personal information before the instrument is administered or distributed to a student. Personal information for this
section is defined as individually identifiable information including a student or parent's first and last name, a home or
other physical address (including street name and the name of the city or town), a telephone number, or a Social Security
identification number. In order to review the instrument, the parent or eligible student must submit a written request to
the building principal at least fourteen (14) business days before the scheduled date of the activity. The instrument will be
provided to the parent or eligible student within fourteen (14) business days of the principal receiving the request.
 
The District Administrator shall directly notify the parent(s) of a student and eligible students, at least annually at the
beginning of the school year, of the specific or approximate dates during the school year when such activities are
scheduled or expected to be scheduled.
 
This section does not apply to the collection, disclosure, or use of personal information collected from students for the
exclusive purpose of developing, evaluating, or providing educational products or services for, or to, students or
educational institutions, such as the following:
 

A. college or other postsecondary education recruitment, or military recruitment
 

B. book clubs, magazines, and programs providing access to low-cost literary products
 

C. curriculum and instructional materials used by elementary and secondary schools
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D. tests and assessments used by elementary and secondary schools to provide cognitive, evaluative, diagnostic,
clinical, aptitude, or achievement information about students (or to generate other statistically useful data for the
purpose of securing such tests and assessments) and the subsequent analysis and public release of the aggregate
data from such tests and assessments
 

E. the sale by students of products or services to raise funds for school-related or education-related activities
 

F. student recognition programs
 
 The District Administrator is directed to prepare administrative guidelines so that students and parents are adequately
informed each year regarding their rights to:
 

A. inspect and review the student's education records;
 

B. request amendments if the parent believes the record is inaccurate, misleading, or violates the student's privacy
rights;
 

C. consent to disclosures of personally identifiable information contained in the student's education records, except to
those disclosures allowed by the law;
 

D. challenge Board noncompliance with a parent's request to amend the records through a hearing;
 

E. file a complaint with the United States Department of Education;
 

F. obtain a copy of the Board's policy and administrative guidelines on student records.
 
 The District Administrator shall also develop procedural guidelines for:
 

A. the proper storage and retention of records including a list of the type and location of records;
 

B. informing Board employees of the Federal and State laws concerning student records.
 
 The Board authorizes the use of computer data storage for the recording, filing, maintaining, and preserving of records.
 
No liability shall attach to any member, officer, or employee of this Board as a consequence of permitting access or
furnishing student records in accordance with this policy and regulations.
 
Any entity receiving personally identifiable information pursuant to a study, audit, evaluation or enforcement/compliance
activity must comply with all FERPA regulations. Furthermore, such an entity must enter into a written contract with the
Board delineating its responsibilities in safeguarding the disclosed information. Specifically, the entity must demonstrate
the existence of a sound data security plan or data stewardship program, and must also provide assurances that the
personally identifiable information will not be redisclosed without prior authorization from the Board. In addition, the entity
conducting the study, audit, evaluation or enforcement/compliance activity is required to destroy the disclosed information
once it is no longer needed or when the timeframe for the activity has ended, as specified in its written agreement with
the Board.
 
 
© Neola 20223

Legal 46.215 Wis Stats.

46.22 Wis. Stats.

46.23 Wis. Stats.

115.298 Wis. Stats.

118.125, Wis. Stats.

118.125(2)(q) Wis. Stats.

20 U.S.C. Section 1232f (FERPA)

20 U.S.C. Section 1232g (FERPA)
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20 U.S.C. Section 1232h (FERPA)

20 U.S.C. Section 1232i (FERPA)

20 U.S.C. 1400 et seq., Individuals with Disabilities Education Improvement Act

20 U.S.C. 7165(b)

20 U.S.C. 7908

25 U.S.C. 450b(L)

26 U.S.C. 152

34 C.F.R. Part 99

Last Modified by Ryan Peterson on March 19, 2024
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Book Policy Manual

Section Policies Ready for the BOE, 33-1

Title Copy of PREPAREDNESS FOR TOXIC HAZARDS

Code po8431

Status Proposed to Policy & Human Resources Committee

Adopted November 21, 2016

8431 - PREPAREDNESS FOR TOXIC HAZARDS
 
The Board of Education is concerned for the safety of the students and staff members and will attempt to comply with all
Federal and State statutes and regulations to protect them from hazards that may result from industrial accidents beyond
the control of school officials.
 
TOXIC HAZARDS
 
These hazards exist in chemicals, pesticides, and other substances used in the school setting such as in laboratories,
science classrooms, kitchens, and in the cleaning of rooms and equipment.
The Board will appoint an employee to serve as Toxic Hazard Preparedness (THP) Officer. The THP Officer will:
 

The District Administrator, or another designated and qualified person designated by the District Administrator, will serve
as the Toxic Hazard Preparedness (THP) Officer. 

 

( X ) The THP Officer will:

A. identify potential sources of toxic hazard in cooperation with material suppliers who shall supply the THP Officer
with Safety Date Sheets (SDS’s);
 

B. ensurerequire that all incoming materials, including portable containers, are properly labeled with the identity of
the chemical, the hazard warning, and the name and address of the manufacturer or responsible party;
 

C. maintain a current file of SDS for all hazardous materials present on District property;
 

D. design and implement a written communication program that:
 

1. lists hazardous materials present on District property;
 

2. details the methods used to inform staff and students of the hazards;
 

3. describes the methods used to inform contractors and their employees of any hazardous substances to
which they may be exposed and of any corrective measures to be employed;
 

E. conduct a training program for all District employees on such topics as detection of hazards, explanation of the
health hazards to which they could be exposed in their work environment, and the District’s plan for
communication, labeling, etc.;
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F. ( ) ensurerequire that any staff memberindividual who applies pesticides on District property is certified in
accordance with State law. In the event of pesticide application, notice of such application shall be posted by the
individual who applies pesticides prior to application; including the following information: 1) a pesticide is to be
applied, 2) type of pesticide and its potential side effects, 3) location of the application, and 4) the date of the
application.

 
In fulfilling these responsibilities, the THP Officer may enlist the aid of county and municipal authorities and, if possible,
the owners or operators of identified potential sources of toxic hazard.
 
In accordance with Federal law, the District will designate a Chemical Hygiene Officer (CHO) to maintain safety standards
regarding chemical usage within classrooms and other instructional areas. The CHO, who is qualified by training or
experience, will provide technical guidance in the development and implementation of the Chemical Hygiene Plan. ( X
) The Board authorizes the District Administrator to designate the CHO.
 
Nothing in this policy should be construed in any way as an assumption of liability by the Board for any death, injury, or
illness that is the consequence of an accident or equipment failure or negligent or deliberate act beyond the control of the
Board or its officers and employees.
 
The District will comply with any lead-screening requirements promulgated developed by the Wisconsin Department of
Health and Social Services.
 
© Neola 2015

Legal 101.58 et seq, 254.162, 254.20, Wis. Stats.

15 U.S.C. 2601

20 U.S.C. 4022

20 U.S.C. 4014

20 U.S.C. 4011

20 U.S.C. 4011 et seq.

29 C.F.R. 1910.1450(b)

OSHA Brief – Hazard Communication Standard: Safety Data Sheets

Last Modified by Ryan Peterson on March 19, 2024
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Book Policy Manual

Section Policies Ready for the BOE, 33-1

Title Copy of PUBLIC REQUESTS, SUGGESTIONS, OR COMPLAINTS

Code po9130

Status Proposed to Policy & Human Resources Committee

Adopted April 23, 2018

Last Revised June 26, 2023

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 of Education. At the same time, the Board
reserves the right to protect District staff and students from harassment, disclosure of confidential information, and other
violations of the staff's or student's rights. It is the intent of this policy to provide a process 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 - Nondiscrimination
and Equal Employment Opportunity. 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 - Grievance
Procedure.
 
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. 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.
 
Guidelines for Consideration of Matters Brought Forward Under this Policy
 

A. First Level

Generally, if the matter raised involves a staff member, the individual(s) should discuss the matter with the staff
member, if appropriate. The staff member shall take appropriate action within their 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 aAdministrator 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 pPrincipal 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 their



3/19/24, 10:22 AM BoardDocs® PL

https://go.boarddocs.com/wi/sdman/Board.nsf/Private?open&login# 2/4

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 a District Compliance Officer for further review. 

Matters not resolved at the Second 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.

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 (1) 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 refer the
individual(s) to this policy or the District Administrator for further assistance.

 
Guidelines for Matters Regarding Classroom Instructional Materials
 
The District Administrator shall inform 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 5780
- Student/Parent Rights, Policy 2414 - Human Growth and Development, and AG 9130A.
 

Parents of children attending school in the District and District residents may request formal reconsideration of the
inclusion of specific instructional materials.
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Concerns about specific textbooks or other classroom materials should be raised first with the classroom teacher and then
the Principal if necessary, in an effort to resolve the matter informally. ( X ) Concerns about specific library materials
should be raised first with the library media specialist, then with the Principal, if necessary, in an effort to resolve the
matter informally. If a satisfactory resolution is not reached, requests for consideration of removal of any instructional
materials, ( X ) including library materials, shall be submitted in writing to the ( X ) District Administrator. ( ) Director of
Instructional Services ( ) _______________________ [END OF OPTION].  

 
If the request, suggestion, or complaint relates to classroom instructional materials, the following procedure shall be
followed:
 

A. The request, suggestion, or complaint is to be addressed to the Curriculum Director/Principal, in writing, and shall
include:
 

1. author;
 

2. title;
 

3. publisher;
 

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

5. sections objected to by page and item;
 

6. reasons for objection.specific concerns upon which the request to reconsider is based. This should include a
specific description of the offending material (e.g. contains content that is harmful to minors or prohibited
under State law, violates the District's policy on nondiscrimination, is not age-appropriate or
developmentally appropriate for the grade level for which the material is used, or some other specified
reason). This should include specific references to the text of the material by page number and excerpted
text if known.

B. Upon receipt of the information, the Principal 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, consisting of:
 

1. one (1) or more professional staff members;
 

2. one (1) or more laypersons knowledgeable in the area.
 

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 - Human Growth and Development).

D. The c 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.The
material being reviewed based on a request under this policy shall remain available during the review process
unless the District Administrator determines that the subject material poses a threat of harm to students
considering the grade level involved and provided the determination is not made solely because the material
presents ideas that may be unpopular or offensive to some. Any temporarily removed materials will be promptly
returned if the final determination is to retain the material. Any action to remove material following a request
reviewed under this policy will be explained in the review process records.

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

7.  
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shall also advise the Board of the cCommittee's recommendation and their District Administrator's decision.
 

G. The individual(s) may submit an appeal of 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 consideration.
 

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 conducted based on written submissions, or only on the record produced by the Committee
and/or District Administrator.

 
Decisions on reconsidered materials will stand for 2 years before new requests for reconsideration of those items will be
entertained.
 
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.
 
 
© Neola 20232

I. The decision of the Board is final.

Legal 118.01, Wis. Stats.

118.019, Wis. Stats.

20 U.S.C. 1232h

Last Modified by Ryan Peterson on March 19, 2024
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Book Policy Manual

Section Vol. 33, No. 1, Dec. 2023

Title Copy of CITIZENS' ADVISORY COMMITTEES

Code po9140

Status Proposed to Policy & Human Resources Committee

Adopted November 21, 2016

Last Revised April 23, 2018

9140 - CITIZENS' ADVISORY COMMITTEES
 
The Board of Education, in its discretion, may establish citizens' advisory committees and assign to each committee a
particular function for which the committee has been formed. All appointments of citizens to advisory committees shall be
approved by the Board, except as otherwise provided in policy or as required by law. All appointments of staff members to
citizens' advisory committees shall be made by the District Administrator, except as may be expressly required by law.
Staff members shall never constitute more than a minority of any such committee. Every effort shall be made to ensure
that the makeup of an advisory committee is as truly representative of the community as possible. The chairperson of an
advisory committee shall be chosen from among the lay members. Board members may be ex-officio members of an
advisory committee.
 
Specific topics for study or well-defined areas of activities shall be assigned in writing to each committee immediately
following its appointment. Upon completing its assignment, a committee either shall be given a new assignment or shall
be dissolved promptly. No advisory committee shall be permitted to continue for prolonged periods without a definite
assignment. Each committee shall be instructed as to the length of time each member is asked to serve, the resources the
Board intends to provide, the approximate dates on which the Board wishes it to submit reports, and the approximate
date on which the Board wishes it to dissolve. Furthermore, the committee shall be instructed as to the relationship it has
to the Board, to individual Board members, to the District Administrator, and to the remainder of the professional staff.
 
The structure and organization of an advisory committee shall be determined by the Board as appropriate to the
assignment. Advisory committees shall be encouraged to draw upon a wide variety of resources both inside and outside
the School District. Each committee shall be encouraged to draw upon the talents of other local residents and to
recommend to the Board the official appointment of any such additional member(s) as the committee may desire.
 
Expenditure of District funds by an advisory committee shall be made only upon the prior approval of the District
Administrator. Supplies, equipment, and personnel from within the School District may be obtained through the appointed
staff resource person.
 
Correspondence between the Board and its committees shall ordinarily be conducted by the District Administrator with the
advice of the President.
 
The District Administrator shall transmit the contents of any communication from a committee to the Board at the next
meeting of the Board.
 
When a committee is ready to submit a report on its assigned topic, the District Administrator shall arrange a meeting for
the purpose of receiving the report.
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The Board shall have the sole power to dissolve any of its advisory committees and shall reserve the right to exercise this
power at any time during the life of any committee.
 
All advisory committees created by the Board are subject to the notice provisions of the Open Meetings Law.
 
© Neola 201723

Legal 19.81 et seq., Wis. Stats.

Last Modified by Ryan Peterson on March 19, 2024
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Book Administrative Guideline Manual

Section AGs Ready for the BOE 33-1 (and extras)

Title Copy of ADMINISTRATION OF MEDICATIONS

Code ag5330

Status Proposed to Policy & Human Resources Committee

Adopted August 20, 2018

Last Revised April 25, 2022

5330 - ADMINISTRATION OF MEDICATIONS
 
For purposes of this guideline:
 

A. "Practitioner" shall include any physician, dentist, podiatrist, optometrist, physician assistant, and advanced
practice nurse prescriber who is licensed in any State.“Practitioner" means any physician, naturopathic doctor,
dentist, optometrist, physician assistant, advanced practice nurse prescriber, or podiatrist licensed in any state.
 

B. "Medication" shall include all drugs including those prescribed by a practitioner and any nonprescription drug
products.
 

C. "Administer" means the direct application of a nonprescription drug product or prescription drug, whether by
injection, ingestion, or other means, to the human body.
 

D. "Nonprescription drug product" means any non-narcotic drug product which may be sold without a prescription
order and which is prepackaged for use by consumers and labeled in accordance with the requirements of State
and Federal law.

Nonprescription drug products include cough drops that contain active ingredients. These cough drops must be
handled in the same manner as aspirin, Advil and Tylenol. If a cough drop contains only sugar, water, and some
menthol, the procedures for handling nonprescription drug products are not required.

 
Prescribed Medications
 
In those circumstances where a student must take prescribed medication during the school day, the following guidelines
are to be observed:
 

A. Parents should determine with their practitioner’s counsel whether the medication schedule can be adjusted to
avoid administering medication during school hours.
 

B. The Medication Request and Authorization Form must be filed with the Principal's Office before the student will be
allowed to begin receiving any medication during school hours. This written and signed request form is to be
submitted on an annual basis, or more often if changes in dosage occur, and will include:
 

1. student's name and date of birth;
 

2. medication and dosage or procedure required;
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3. times required;
 

4. special instructions including storage and sterility requirements;
 

5. date prescribed medication will be started;
 

6. date prescribed medication will no longer be needed;
 

7. practitioner's name, address, and telephone number;
 

8. authorization for trained and authorized school staff to administer the prescribed medication;
 

9. agreement to notify the school in writing if the medication, dosage, schedule, or procedure is changed or
eliminated. A new request form must be submitted each school year or for each new medication.
 

C. For each prescribed medication, the medication shall be in the original pharmacy-labeled package with the
following information in a legible format:
 

1. student’s name
 

2. practitioner’s name
 

3. date
 

4. pharmacy name and telephone
 

5. name of medication
 

6. prescribed dosage and frequency
 

7. special handling and storage directions
 

D. All medications to be administered during school hours must be registered with the Principal's office. Upon receipt
of the medication, the health aide shall verify the amount of medication brought to the school and indicate that
amount on the student's medication log sheet.
 

E. Medication that is brought to the office will be properly secured. Medication may be conveyed to school directly by
the parent. Two to four (2-4) weeks’ supply of medication is recommended. Medication MAY NOT be sent to school
in the student's lunch box, pocket, or other means on or about the student's person. An exception to this would
be prescriptions for emergency medications.

 
Nonprescription Drug Products
 
In those circumstances where a student must take a Nonprescription Drug Product during the school day, the following
guidelines are to be observed:
 

A. The Nonprescription Drug Product Request and Authorization Form must be filed with the school nurse before the
student will be allowed to begin taking any medication during school hours.
 

B. For each nonprescription drug product, the container shall be the original manufacturer’s package and the package
must list in a legible format the ingredients and recommended therapeutic dose.
 
The parents request to administer a nonprescription drug product shall contain the following information:
 

1. student's name
 

2. date
 

3. name of medication
 

4. dosage and frequency
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5. special handling and storage directions
 

6. authorization for trained and authorized school staff to administer the medication
 

7. health care practitioner's note authorizing administering medication in a dosage that varies from the label's
recommended dosage, if applicable

 
General Procedures
 

A. A Medications Administration Daily Log recording the administration of each prescribed medication and
nonprescription drug product shall be maintained. The log will note the personnel giving the medication, the date,
the exact dosage administered, and the time of day. The log will include each error in the administration of the
medication and each missed administration of the medication. This log will be maintained along with the
practitioner's written request and the parent's written release.
 

B. Written documentation of the Department of Public Instruction approved training provided for each person
authorized to administer a prescribed medication or treatment will show:
 

1. what training was given;
 

2. the trainer’s name and professional status:
 

3. when the training was given;
 

4. the duration of the training.
 

C. The staff member administering the medication shall make a reasonable effort to see that the student takes the
medication properly.
 

D. If a student does not take the medication at the proper time, the staff member responsible for administering the
medication shall take appropriate steps to locate the student and administer the medication.
 

E. A medication error includes any failure to administer medication as prescribed for a particular student, including
failure to administer the medication within appropriate time frames, in the correct dosage, in accordance with
accepted practice, and to the correct student. In the event of a medication error, the school nurse shall notify the
parent(s) immediately. If there is a question of potential harm to the student, the nurse shall also notify the
student's practitioner.
 
The school nurse shall document medication errors on the Medications Log. The school nurse shall review reports of
medication errors and provide consultation to ensure appropriate medication administration in the future.
 

F. If a student is exhibiting behavior which causes the teacher to be concerned about his/hertheir medical status, this
behavior must be reported to the building Principal. A designated person may then contact the parent and advise
that they seek medical attention for the child.
 

G. Student with Severe Asthmatic Symptoms
 
Use of Metered Dose or Dry Powder Inhalers
 
Asthmatic students may, while in school, at a school-sponsored activity, or under the supervision of a school
authority, possess and use a metered dose inhaler or dry powder inhaler when the following three (3) conditions
are met.
 

1. The student is required to carry an inhaler for use prior to physical activity to prevent the onset of asthmatic
symptoms or for use to alleviate asthmatic symptoms, and
 

2. the completed Parent Consent form for a minor student has been submitted to the Principal, and
 

3. the practitioner's order for medication administration has been submitted to the Principal authorizing the
student to possess and use an inhaler.
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Asthmatic students who are not required to carry an inhaler shall follow the guidelines which apply to all other
prescription medications and their administration.
 

H. Students with Severe Allergic Reactions

Use of Epi-pen

Students who may suffer from severe allergic reactions may, while in school, at a school-sponsored activity, or
under the supervision of a school authority, possess and use an epi-pen when three (3) conditions are met.
 

1. The student is required to carry the epi-pen for use to prevent the onset of an allergic reaction, and
 

2. the completed Parent Consent form for a minor student has been submitted to the Principal, and
 

3. the practitioner's order for medication administration has been submitted to the Principal authorizing the
student to possess and use the epi-pen.
 

Students who may suffer from severe allergic reactions but are not required to carry an epi-pen shall follow the
guidelines which apply to all other prescription medications and their administration.

School personnel are not required to administer a nonprescription drug product or prescription drug by means
other than ingestion. However, personnel designated to administer medications may indicate a willingness to
provide medications, in an emergency or special situation, by means other than ingestion. This is done only under
the direction and delegation of the school nurse. The school nurse shall provide instruction and written protocols,
as well as documentation that both were provided.
 

I. Dispensing of nonauthorized, nonprescription drug products by District employees to students served by the
District is prohibited. Where investigation confirms such conduct, prompt corrective action shall be taken, up to and
including dismissal.
 

J. To minimize health and safety risks to student-athletes and maintain ethical standards, school personnel, coaches,
athletic trainers, and lay coaches should never dispense, supply or recommend the use of any drug, medication, or
food supplement for performance-enhancing purposes.

 
School personnel trained to administer medications shall keep a copy of the Administration of Medication Policy and
Guidelines in an accessible spot for quick reference and have the right to refuse to administer medication to students
when the required authorization forms and signatures have not been completed.
 
© Neola 2020
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Adopted August 20, 2018

Last Revised April 25, 2022

5540 - RELATIONSHIP WITH GOVERNMENTAL AGENCIES
 
On occasion, principals will need assistance from law enforcement but should avoid unnecessary and inappropriate law
enforcement involvement. Principals are expected to be proactive in calling law enforcement when necessary, and not to
leave the decision to the discretion of other staff members, except by delegation in their temporary absence. The
situations listed below are examples of situations in which it is appropriate to call law enforcement. The District
Administrator should be advised of any such situation as soon as feasible.
 

A. refusal of a person to leave school property after being requested to do so by the appropriate school authority
 

B. willful destruction of school property--particularly if the District is likely to seek restitution
 

C. theft--particularly if items are of value and insurance claims will be filed
 

D. obvious crime
 

E. arson
 

F. assaults or serious fighting--if not controlled or if serious injury results
 

G. forgery--if assistance is needed in determining whether it is forgery
 

H. possession of a dangerous weapon
 

I. possession of alcohol or drugs
 

J. sale or distribution of controlled substances
 

K. blackmail, threatening, or extortion of students or staff members
 

L. bona fide threat against a person's life or threats of terrorist acts, bomb scares, etc.
 

M. illegal or inappropriate operation of a motor vehicle
 

N. child abuse or molestation
 

O. mass walkout from or sit-in on school property--if not controlled or if property damage or personal injury result
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P. setting off firecrackers, pulling fire alarms and similar mischief (discretionary, but advised if reoccurring or the
situation is getting out of hand)behaviors;

Q. a student leaving school property without permission, a missing person situation, or a self-inflicted injury
by a student

 
Interview Procedures
 
School officials stand in loco parentis (in place of the parent) in respect to the child. This will require the aAdministrator
to strive to maintain a standard of care and concern similar to that of a parent.
 

A. All attempts to notify the parent(s) should be documented according to District procedures.
 

B.  Law enforcement and other governmental authorities should investigate alleged law violations off of school
property if at all possible. The investigation can take place immediately on school property, at the request of the
principal, if the alleged law violation took place on school property or at school-related event.
 

C. When law enforcement or other governmental authorities arrive at the school and wish to interview a student or
investigate an alleged law violation, they will contact the principal indicating the nature of their investigation and
their desire to question a student or students. Access will be granted consistent with Policy 5540 - The Schools and
Governmental Agencies or Policy 5540.01 - Investigations Involving Suspected Child Abuse.
 

D. If the principal concurs that the questioning is appropriate, s/he will send for the student, move him/her to an
unoccupied room and, if appropriate and a parent is not present, remain in the room during the questioning. If the
situation involves suspected child abuse or an emergency requiring prompt action, notification of parents will be
determined by the investigator (see also the investigation procedure in AG 8462 – Student AbuseMandatory
Reporting of Child Abuse of Neglect and Threats of Violence).
 

E. Should a student be taken into custody or removed from the school premises by law enforcement, the
principal shall attempt to notify the student's parents as soon as practicable. 

 
© Neola 201923

Last Modified by Ryan Peterson on March 22, 2024
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Book Administrative Guideline Manual

Section AGs Ready for the BOE 33-1 (and extras)

Title Copy of SUPERVISION OF RENTED FACILITIES

Code ag7510C

Status Proposed to Policy & Human Resources Committee

Adopted August 21, 2017

7510C - SUPERVISION OF RENTED FACILITIES
 
Each non-school sponsored group requesting the use of District facilities may be required to use the services of a District
custodian and must pay for such services.
 
Each group requesting the use of District facilities must indicate an individual, satisfactory to the aAdministrator in charge
of the building, who will serve in a supervisory capacity during the use of the District facilities.
 
Supervisors are responsible for the enforcement of all rules and procedures regarding the use of District facilities.
 
The custodian on duty is directed not to open the facility until the supervisor for the sponsoring group is on duty.
 
© Neola 201523

Legal

Last Modified by Ryan Peterson on March 22, 2024
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Book Administrative Guideline Manual

Section AGs Ready for the BOE 33-1 (and extras)

Title Copy of TECHNOLOGY EQUIPMENT SECURITY PROCEDURES - RESCIND

Code ag7530A

Status Proposed to Policy & Human Resources Committee

Adopted January 21, 2019

7530A - TECHNOLOGY EQUIPMENT SECURITY PROCEDURES
 

A. Identification:
 

1. A label with the District's name and an identification number will be placed on each piece of equipment.
 

2. Records of the identification number, serial number, model, etc. for each piece of audiovisual equipment
shall be maintained by the Technology Director.
 

3. Records on each piece of software, organized by title and course or program, shall be maintained by the
Technology Director.
 

B. Use of Hardware and Software:

All audiovisual equipment and software to be used either in the District or off-school premises shall be checked out
through the Technology Director. Use of equipment and software may not be used for the purpose of copying
materials in violation of copyright laws. (See AG 2531)

The person checking out the item is responsible for the condition of the equipment/software until checked back in.

Students will use only audiovisual equipment or software preapproved for student use by the Technology Director.

Where an exceptional instructional need is demonstrated, permission to use equipment and software off the school
premises shall be granted by the principal after consulting the Technology Director or Library Media Specialist.

Exceptional instructional needs include, but are not limited to:
 

1. increasing teacher proficiency in the operation of equipment or enlarging knowledge of particular software
necessary for classroom instruction;
 

2. producing/preparing instructional materials or classroom lessons;
 

3. developing new or additional applications of the computer or software;
 

4. allowing students to do homework assignments or self-tutoring.
 

C. Requests for Personal Use:

Personal use of equipment and software, including computers and peripherals, by students and staff, shall be in
accordance with Policy 7530 and the accompanying guidelines. No business use shall be made of any borrowed
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© Neola 2012

equipment or software. Software shall not be used in violation of any licensing agreement, nor shall it be copied.

Requests to use audiovisual equipment and software for personal use off school premises will require written
permission from the Technology Director.

Students must receive permission from their instructor, based on a legitimate instructional purpose, prior
to submitting a written request to the prior to the intended use two (2) days be submitted at least should. A
request Technology Director

All requests will be maintained by the Technology Director.

Users will be responsible for arranging safe transportation and housing for equipment and software used off school
premises.

The borrower will not be held responsible if repair is required as a result of equipment malfunction or unavoidable
circumstances but will be responsible for damages resulting from negligence. In no instance should an attempt be
made to repair equipment or software. The defective item should be returned to the Technology Director as is. The
District will repair the equipment and, if appropriate, bill the user.

D. Staff Services:

Media staff will instruct the user on the correct operation of equipment and software prior to receiving the material.
The Technology Director will designate appropriate staff to assist in moving and setting up equipment and software
for instructional purposes on school premises.

Media staff may assist other staff members in obtaining materials for instructional use by videotaping or audio
taping within copyright guidelines.
 

E. Equipment Inventory and Repair:

All audiovisual software and hardware will be inventoried at the end of each school year. An accurate inventory of
all District computers and other audio-visual equipment in the District will be maintained by the Technology
Director. Inventory of computers, other audiovisual equipment, and software will also be maintained in the school
or department in which they are located.

If a piece of equipment or software requires repair, it will be sent to the Technology Director. An "out for repair" file
is to contain a repair card detailing the characteristics of the problem, date requested, and the repairer.
Subsequently, repair information including the type of repair, date repaired, and the cost shall be recorded in an
electronic file by the Technology Director.
 

F. Report of Loss:

If any equipment or software is lost, the school principal and the Technology Director shall be notified. The principal
may notify police if deemed appropriate. A complete inventory of all other equipment and/or software located in
the same area as the lost items shall be taken. Inventory logs for all missing equipment/software shall be kept in a
separate file for use in giving information to the police and/or the insurance company.

Last Modified by Ryan Peterson on March 22, 2024
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Book Administrative Guideline Manual

Section AGs Ready for the BOE 33-1 (and extras)

Title Copy of NON-SCHOOL USE OF DISTRICT EQUIPMENT AND FACILITIES BY STUDENTS
- RESCIND

Code ag7530B

Status Proposed to Policy & Human Resources Committee

Adopted January 21, 2019

7530B - NON-SCHOOL USE OF DISTRICT EQUIPMENT AND FACILITIES BY STUDENTS
 
The following guidelines describe the nature and extent of student use of District equipment and facilities for non-school
purposes.
 
TELEPHONES
 
Students may use the telephones to make brief, local (non-toll) calls provided such calls are made with adult approval and
are not for conducting private business.
 
No long-distance calls are to be made without adult permission.
 
COPY MACHINES
 
Students may use a District copier to make copies of assignments and personal documents providing such copying is done
with staff approval.
 
With staff permission, a student may make multiple copies of one (1) or more documents for a per page/per side fee of
two cents ($0.02) for black/white, ten cents ($0.10) for color which includes the cost of paper.
 
The number of copies is to be recorded and submitted, together with the fee payment, to the Business Office.
 
FAX transmissions are free and must be approved in advance by a staff member.
 
COMPUTERS
 
District computers and printers may be used for personal reasons as long as the student does not violate the acceptable
use policy.
 
STUDENT USE OF FACILITIES/EQUIPMENT/SUPPLIES
 
Students may not use any of the District’s facilities, equipment or supplies for non-school reasons.
 
Students under the auspices of an approved organization may use District facilities/equipment/supplies for non-school
purposes providing they follow the guidelines established in AG 7510 – Use of District Facilities.
 
STUDENT USE OF ATHLETIC UNIFORMS AND OTHER APPAREL (e.g., athletic pads, athletic headgear)
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Students may not use any of the District’s athletic uniforms and other apparel in training or non- school competition
outside the designated school season of a sport.
 
Students will not be charged a fee for the use of athletic uniforms and other apparel.
 
The fee schedule will be established by the District Administrator and approved annually by the Board.
 
© Neola 2004

Last Modified by Ryan Peterson on March 22, 2024
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Book Administrative Guideline Manual

Section AGs Ready for the BOE 33-1 (and extras)

Title Copy of CELLULAR PHONES - RESCIND

Code ag7530C

Status Proposed to Policy & Human Resources Committee

Adopted January 21, 2019

7530C - CELLULAR PHONES
 
District-owned cellular phones may be issued to the following staff members:
 

 
The phones are to be used primarily for:
 

 
Telephones are not to be used:
 

C. by students at any time unless specifically authorized by the teacher or principal for school-related purposes only.

A. administrators
 

B. school secretaries
 

C. custodians

A. emergency situations;
 

B. communicating with the administration, other staff members, or parents concerning classroom, school, or District
activities.

A. to transact personal business or non-school-related business unless this purpose has been preapproved by the
Business Office and the approval usage fee is applied;
 

B. during classroom instructional time unless it is for an emergency or the call is an integral part of a learning activity;
 

Last Modified by Ryan Peterson on March 22, 2024
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