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5130 - WITHDRAWAL/DROPOUT FROM SCHOOL 

The Board of Education affi rms that, while Wisconsin law requires attendance of students until eighteen (18) years of age, it is in 
the best interests of both students and the community that they complete the educationa l program that wi ll equip them with skills 
and increase their chances for a successful and fu lfilling life beyond the schools. 

When a student wishes to withdraw from school. efforts should be made to determine the underlying reasons for withdraw. District 
resources shou ld be used, when and as appropriate, to assist students in reaching his/her career goa ls and for compliance with 
compulsory attendance requirements. 

No student under the age of eighteen (18) will be permitted to withdraw without the written consent of a parent and the approval 
of the Di strict Administrator . The withdrawal of any student under the age of eighteen (18) must comply with the requirements for 
participation in a program leading to the child's high school graduation or leading to a high school equiva lency diploma, consistent 
with State law. 

Tl=le Beafcl clifects tl=lat wl=lm=ievef a stucleAt wisl=les te witi=lclfaw ffeffi scl=leel, a WfitteA sufvey te cletefffiiAe tl=le uAclefl•tiA!'J feaseA 
fef sucl=l actieA will ee seAt te l=lis/i=lef 13aFeAts aAcl tl=le reseuFces ef tl=le Dlstfict sl=leulcl ee usecl, wi=leA aAcl as a1313re13riate, te assist 
tl=le stucleAt IA Feaci=liAg l=lls/i=lef cafeer !Jeals. Pie stucleAt uAcler tl=le a§e ef ei§l=lteeA (18) will ee 13erffilttecl te wltl=lclraw witl=leut tl=le 
WfltteA eeAseAt ef a 13afeAt aAcl tl=le a1313reval ef tl=le Distfiet AclFAIAistfatef. TRe witl=lelfawal ef aA'J' stucleAt uAcler tl=le age ef 
ei!ji'lteeA ( 18) ffiUSt ceFA13ly 'Nitl=l tl=le fe~UifeffieAts fef 13aFtici13atieA iA a l3f8!'Jfaffi leaeiA!'J te !'JFacluatieA, ceAsisteAt witl=l State law. 

The District Administrator sha ll develop administrative guidelines for withdrawal from school which: 

A. make counseling services ava ilable to any student who wishes to withdraw; 

B. attempt to satisfy the student's educational needs through alternative programs such as the G.E.D.; 

C. advise students of their right to return prior to their twentieth (20th birthday or if students with disabilities, unt il their 
twenty-first (21st) birthday; 

D. assure the timely return of all District-owned suppl ies and equipment in the possession of the student. 
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5330 - ADMINISTRATION OF MEDICATION/EMERGENCY CARE 

The Board of Education shall not be responsible for the diagnosis and treatment of student illness. The administration of 
medica tion to a student during school hours will be permitted only when failure to do so would j eopardize the health of the 
student, the student would not be able to attend school if the medication were not administered during school hours, or the child is 
disabled and requires medication to benefit from his/her educational program. 

For purposes of this policy, "practitioner" shall include any physician, dentist, podiatrist, optometrist, physician assistant, and 
advanced practice nurse prescriber who is licensed in any state. "Medication" shall include all drugs including those prescribed by a 
practitioner and any nonprescription drug products. "Administer" means the direct application of a nonprescription drug product or 
prescription drug, whether by injection, ingestion, or other means, to the human body. "Nonprescription drug product" means any 
nonnarcotic drug product that may be sold without a prescription order and that is prepackaged for use by consumers and labeled 
in accordance with the requirements of State and Federal law. 

Before any prescribed medication may be administered to any student during school hours, the Board sha ll require the written 
instructions from the child's practitioner accompanied by the written authorization of the parent. 

Nonprescription drug products may be administered to any student during schoo l hours only with the prior written consent of the 
parent. Substances, which are not FDA approved (e.g. natural products, food supplements), will require the written instruction of a 
practitioner and the written consent of the parent. 

The document authorizing the administration of both prescribed medication and nonprescription drug products shall be kept on file 
in the administrative offices. 

Parents/guardians must provide prescribed medication and nonprescription drug products in the original manufacturer's package 
that lists the ingredients and dosage in a legible format. Any dosage other than that listed on the medication's packaging must be 
authorized in writing by a medical practitioner. 

Prescribed medication must bear a date and the student's name. 

Parents, or students authorized in writing by their practitioner and parents, may administer prescribed medication or 
nonprescription drug products. 

No student is allowed to provide or sell any type of medication to another student. Violations of this rule will be considered 
vio lations of Policy 5530 - Drug Prevention and of the Student Code of Conduct. 

Medications will be administered and the instruction and consent forms will be maintained in accordance with the District 
Administrator's guidelines. 

Any bus driver, staff member or volunteer, authorized in writing by the District Administrator or a principal, is immune from 
liability for his/her acts or omissions in administering medication including, but not limited to glucagon and epin ephrine, unless the 
act or omission constitutes a high degree of negligence. Such immunity does not apply to health-care professionals. 

All prescription medication shall be kept in a locked storage case in the school office, unless the medication is an emergency 
medication that the student is authorized to carry and self-admini ster by authorization of both the parent and the practitioner, and 



the possession of such medication by the student in sch ool is not prohibited by law or regulation. 

The Board shall permit the administration by staff of any medication requiring a delivery method other than oral ingestion when 
both the medication and the procedure are prescribed by a practitioner and the delivery is under the supervision of a licensed 
nurse, provided that the staff member has completed any necessary training and that staff member voluntarily agrees to deliver 
the medication . No staff member, other than a health care professional, shall be required to administer medications that are 
administered by means other than oral ingestion. 

Any staff member or volunteer who, in good fai th, renders emergency care to a student is immune from civil liability for his/ her 
acts or omissions in rendering such emergency care. 

Any ei5tficl administrator or principal who authorizes an employee or volunteer to administer a nonprescription drug product or 
prescri ption drug to a student is immune from civil liability for the act of authorization unless it constitutes a high degree of 
negligence or the administrator or principal authorizes a person who ha s not received the required Department of Public 
Instruction train ing to administer the nonprescription drug product or prescription drug to a student. School nurses are regulated 
by the Wisconsin Nurse Practice Act and are therefore not necessarily immune from civil liability. 

The school nurse(s) providing serv ices or consultation on the District's Emerg ency Nursing Services Plan has assisted in the 
development of this policy and will also provide a periodic review of the written instructions and consent forms and the Medications 
Administration Daily Log(s). 

( X} OPTION [Note: if the Board adopts th is option regard ing the provision of epinephrine auto-injectors and staff 
administration, it must adopt a plan with the approval of a physician before any school nurse or designated 
personnel can provide to a student or administer epinephrine to a student] 

Epinephrine Auto-Injectors 

The Board intends to adopt and maintain a plan for managing students with life-threaten ing allergies so as to permit each school 
to obtain a school prescription for epinephrine auto-injectors and to permit each school nurse and designated school personnel t o 
administer them. According ly, the Board directs ( ) the District Administrator ( ) the school nu rsing staff in consultation with the 
District Administrator [END OF OPTIONS] t o develop a plan that meets the fo llowing: 

1. specifies those designated school personnel that have agreed t o receive training and that wi ll be tra ined and authorized to 
perform the functions of the plan : 

2. identifies the specific trai ning prog ra m that will be implemented to prepare each school nurse and designated school 
personnel to identify the signs of anaphylaxis and to provide or administer epinephrine auto-injectors accordingly: 

3. delineates the permissible scope of usage to include providing District-owned epinephrine auto-injectors to students who 
have a prescription on file with the school in the event the student is experiencing an anaphylactic event and/or 
administering epinephrine auto-injectors to such students, and/ or administering epinephrine auto-injector treatment to any 
student. regardless of whether the student has a prescription on file or the staff member so trained is not aware of whether 
the student has a prescription on fil e, but believes in good faith the student is suffering from anaphylaxis. provided that the 
staff member immediately contacts emergency medical services : 

4. identifies the number and t ype of epinephrine auto-injectors each school will keep on site and identifies a member of the 
nursing staff or other school official who wi ll be responsible for maintaining the epinephrine auto-injectors supply: 

5. is approved by a physician licensed in the State of Wisconsin: 

6. notes that the school and any school nurse or designated school personnel that provide or administer epinephrine auto­
injectors under this plan are immune from civil liability for any harm that may result. regardless of whether there is a 
parental or medica l provider authorization, unless the administration was a result of gross negligence or willfu l or wanton 
m isconduct: 

7. is published on the District's website or the website of each school ( ) is made available to any person upon request unti l 
such time as the District has website on which it can be published. [NOTE: the plan has to be publ ished on the 
District or school internet sites unless there is no such site. This option should be selected only if the District 
does not have a website.] 

[END OF OPTION] 

TRe District AEIFfl iAistrater stlall ~rqiare aEIFfliAistrative §uieleliAes te eAsure tRe ~re~er iffl~leffleAtatieA ef tRe reeiu ireffieAts ef tRis 
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5421 - GRADING 

The Board of Education recognizes its responsibility for providing a system of grading student achievement that can help the 
student, teachers, and parents judge properly how well the student is achieving the goals of the District's program. 

The Board believes that the District's grading system shou ld be a reliable system and one that ensures each student's grades 
signify accurately his/her degree of accomplishment of those expected learning outcomes which are to be stated for each program 
at every grade level. 

The Board directs the District Administrator to develop procedures for grading in accordance with Policy 2260 - Nondiscrimination 
and Access to Equal Educational Opportunity which: 

A. develop clear, consistent criteria and standards particularly when grades are based on subjective assessment; 

B. help each student understand in each course or program what behavior and/or achievement is needed to earn each grade 
as well as what will produce a failing grade; 

C. provide frequent opportunities for each student to obtain information as to his/her progress toward the learning goals of 
his/her courses or programs; 

D. provide for a pass/fail grade in programs where appropriate; 

E. provide students the opportunity to assess both their own achievements and their areas of difficulty. 

The grading system should be subject to continual review by staff. Revisions shall be made on ly when changes will assure a more 
valid or reliable or clearer system of grading. 

The teacher responsible for a student's instruction in a particular course or program shall determine the student's grade. That 
grade may not be changed without the teacher's consent unless overruled by the District Administrator. 

Wis. Admin Code PI 9.03(1)(f) 
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5517 - STUDENT ANTI-HARASSMENT 

Prohibited Harassment 

It is the policy of the Board of Education to maintain an educational environment that is free from all forms of harassment, 
including sexual harassment. This commitment applies to all District operations, programs, and activities. All students, 
administrators, teachers, staff, and all other school personnel sha re responsibili ty for avoiding, discouraging, and reporting any 
form of harassment. This policy applies to conduct occurring in any manner or setting over which the Board ca n exercise control, 
including on school property, or at another location if such conduct occurs during an activity sponsored by the Board . 

The Board wi ll not tolerate any form of harassment and will take all necessary and appropriate actions to eliminate it, including 
suspension or expulsion of students and disciplinary action aga inst any other individual in th e Schoo l District community. 
Additionally, appropriate action wi ll be taken to stop and otherwise deal with any third party who engages in harassment against 
ou r students. 

The Board will vigorously enforce its prohibit ion against harassment based on the traits of sex (including transgender status, 
change of sex, or gender identity), race, co lor, national origin, re ligion, creed, ancestry, marital or parental st atus, sexual 
orientation or physical, mental, emotional or lea rning d isability, or any other characteristic protected by Federal or state civi l rights 
laws (hereinafter referred to as "Protected Characteristics"), and encourages those with in the School District community as well as 
th ird parties, who feel aggrieved to seek assistance to rectify such prob lems. Additionally, the Board prohibits harassing behavior 
directed at students for any reason, even if not based on one of the Protected Characteristics, through its policies on bullying (See 
Policy 5517.01 - Bullying). 

Harassment may occur stud ent-to-student, student-to-staff, sta ff-to-student, male-to-female, female-to-male, male-to-male, or 
female- to-female. The Board wi ll investigate all allegations of harassment and in those cases where hara ssment is substantiated, 
the Board will take immediate steps designed to end the harassment, prevent its reoccurrence, and remedy its effects. Individuals 
who are found to have engaged in harassment will be subject to appropriat e disciplinary action. 

For purposes of thi s policy, "School District community" means individua ls students, administrators, teachers, staff, and as well as 
Board members, agents, volunteers, contractors, or other persons subject to the control and supervision of the Board. 

For purposes of thi s policy, "third parties" include, but are not limited to, guests and/or visitors on District property (e.g., visiting 
speakers, partic ipants on opposing athletic t ea ms parents), vendors doing business with, or seeking to do business with the Board, 
and other individuals who come in contact with members of the School District community at school-related events/activities 
(whether on or off District property). 

other Violations of the Anti-Harassment Policy 

The Board will also take immediate steps to impose disciplinary action on individuals engaging in any of the following prohibited 
acts: 

A. Retaliating against a person who has made a report or fil ed a comp laint alleging harassment, or wh o has participated as a 
witness in a harassment investigation. 



B. Filing a malicious or knowingly false report or complaint of harassment. 

C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of harassment, when responsibility 
for reporting and/or investigating harassment charges comprises part of one's supervisory duties 

Definitions 

Bullying 

Bullying is prohibited by Board Policy 5517.01 - Bullying. It is defined as deliberate or intentional behavior using words or actions, 
intended to cause fear, intimidation, or harm. Bullying may be a repeated behavior and involves an imbalance of power. 
Furthermore, it may be serious enough to negatively impact a student's educational, physical, or emotional well-being. Bullying 
need not be based on any Protected Characteristic. Bullying behavior rises to the level of harassment when the prohibited conduct 
is based upon the student's sex (including transgender status, change of sex, or gender identity), race color, national origin, 
religion, creed, ancestry, marital or parental status, sexual orientation of physical, mental, emotional or learning disability, or any 
other characteristic protected by Federal or State civil rights. 

Harassment 

Harassment means any threatening, insulting, or dehumanizing gesture, use of data or computer software, or written, verbal or 
physical conduct directed against a student-based on one or more of the student's Protected Characteristics that: 

A. places a student in reasonable fear of harm to his/her person or damage to his/her property; 

B. has the effect of substantially interfering with a student's educational performance, opportunities, or benefits; or 

C. has the effect of substantially disrupting the orderly operation of a school. 

Sexual Harassment 

"Sexual harassment" is defined as unwelcome sexual advances, requests for sexual favors, sexually motivated physical conduct or 
other verbal or physical conduct or communication of a sexual nature when: 

A. submission to that conduct or communication is made a term or condition, either explicitly or implicitly, of access to 
educational opportunities or program; 

B. submission or rejection of that conduct or communication by an individual is used as a factor in decisions affecting that 
individual's education; 

C. that conduct or communication has the purpose or effect of substantially or unreasonably interfering with an individual's 
education, or creating an intimidating, hostile, or offensive educational environment. 

Sexual harassment may involve the behavior of a person of either gender against a person of the same or opposite gender. 

Prohibited acts that constitute sexual harassment may take a variety of forms. Examples of the kinds of conduct that may 
constitute sexual harassment include, but are not limited to: 

A. unwelcome verbal harassment or abuse; 

B. unwelcome pressure for sexual activity; 

C. unwelcome, sexually motivated or inappropriate patting, pinching, or physical contact, other than necessary restraint of 
students by teachers, administrators, or other school personnel to avoid physical harm to persons or property; 

D. unwelcome sexual behavior or words including demands for sexual favors, accompanied by implied or overt threats 
concerning an individual's educational status; 

E. unwelcome sexual behavior or words, including demands for sexual favors, accompanied by implied or overt promises of 
preferential treatment with regard to an individual's educational status; 



F. unwelcome behavior or words directed at an individual because of gender; 

Examples are: 

1. repeatedly asking a person for dates or sexual behavior after the person has indicated no interest; 

2. rating a person's sexuality or attractiveness; 

3. staring or leering at various parts of another person's body; 

4. spreading rumors about a person's sexuality; 

5. letters, notes, telephones calls, or materials of a sexual nature; 

6. displaying pictures, calendars, cartoons, or other materials with sexual content. 

G. inappropriate boundary invasions by a District employee or other adult member of the District community into a student's 
personal space and personal life. 

H. remarks speculating about a person's sexual activities or sexual history, or remarks about one's own sexual activities or 
sexual history; and 

I. verbal, nonverbal or physical aggression1 intimidation 1 or hostility based on sex or sex-stereotyping that does not involve 
conduct of a sexual nature. 

It is also the policy of the Board that a sexual relationship between staff and students is not permissible in any form or under any 
circumstances1 in or out of the work place, in that it interferes with the educational process and may involve elements of coercion 
by reason of the relative status of a staff member to a student. 

Not all behavior with sexual connotations constitutes sexual harassment. Sex-based or gender-based conduct must be sufficiently 
severe, pervasive, and persistent such that it adversely affects, limits, or denies an individual's education, or such that it creates a 
hostile or abusive educational environment, or such that it is intended to 1 or has the effect of, denying or limiting a student's 
ability to participate in or benefit from the educational program or activities. 

Ethnicity/Race/Color Harassment 

Prohibited racial harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an individual's race or 
color and when the conduct has the purpose or effect of interfering with the individual's educational performance; of creating 
an intimidating, hostile, or offensive learning environment; or of interfering with one's ability to participate in or benefit from a 
class or an educational program or activity. Such harassment may occur where conduct is directed at the characteristics of a 
person's ethnicity, race or color, such as ethnic or racial slurs, nicknames implying stereotypes, epithets, and/or negative 
references relative to ethnic or racial customs. 

Religious (Creed) Harassment 

Prohibited religious harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an individual's 
religion or creed and when the conduct has the purpose or effect of interfering with the individual's work or educational 
performance; of creating an intimidating, hostile, or offensive learning environment; or of interfering with one's ability to 
participate in or benefit from a class or an educational program or activity. Such harassment may occur where conduct is directed 
at the characteristics of a person's religious tradition, clothing, or surnames, and/or involves religious slurs. 

National Origin Harassment 

Prohibited national origin harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an individual's 
national origin and when the conduct has the purpose or effect of interfering with the individual's educational performance; of 
creating an intimidating, hostile 1 or offensive working and/or learning environment; or of interfering with one's ability to participate 
in or benefit from a class or an educational program or activity. Such harassment may occur where conduct is directed at the 
characteristics of a person's national origin, such as negative comments regarding customs, manner of speaking 1 language1 

surnames, or ethnic slurs. 

Disability Harassment 

Prohibited disability harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an individual's 
physical, mental, emotional or learning disability and when the conduct has the purpose or effect of interfering with the individual's 



educational performance; of creating an intimidating, hostile, or offensive learning environment; or of interfering with one's ability 
to participate in or benefit from a class or an educational program or activity. Such harassment may occur where conduct is 
directed at the charact eristics of a person's disabling condition, such as negative comments about speech patterns, movement, 
physical impairments or defects/appearances, or the like. 

Reporting Procedures 

Students and all other members of the School District community, as well as third parties, are encou raged to promptly report 
incidents of harassing conduct to a teacher, administrator, supervisor, or District employee or offi cial so that the Board may 
address the conduct before it becomes severe, pervasive, or persistent. Any teacher, administrator, supervisor, or other District 
employee or official who receives such a complaint shall file it with the District's Anti-Harassment Compliance Officer at hi s/her 
first opportunity. 

Students who believe they have been subjected to harassment are entitled to utilize the Board's complaint process that is set forth 
below . Init iating a complaint will not adversely affect the compla ining individual's participation in educational or extra-curricular 
programs unless the complaining individual makes the complaint maliciously or with knowledge that it is false. 

If, during an investigation of a reported act of bullying in accordance with Policy 551 7.01 - Bullying, the principal determines that 
the reported misconduct may have created a hostil e learning environment and may have constituted harassment based on sex 
(including transgender status, change of sex, or gender id entity), race, color, nat ional origin, religion, creed, ancestry, marital or 
parental status, sexual orientation or physical, mental, emotional or lea rning disability, or any other charact eristic protected by 
Federal or state civil rights laws, the principal will report the act of bullying to one of the Compliance Officers who shall assume 
responsibility to investigate the allegation in accordance with this policy. 

Reporting procedures are as follows: 

A. Any student who believes s/he has been the victim of harassment prohibited under this policy will be encouraged to report 
the alleged harassment t o any District employee, such as a teacher, administrator or other employee. 

B. Any parent of a student who believes the student has been the victim of harassment prohibited under this policy is 
encouraged t o report the alleged harassment t o the student's teacher, building administrator or Distri ct Administrator. 

C. Teachers, administrators, and other school officials who have knowledge or rece ived notice that a student has or may have 
been the victim of harassment prohibited under this policy shal l immediately report the alleged ha rassment t o the 
Compliance Officer and the building principal or District Administrator. 

D. Any other person with knowledge or belief that a student has or may have been the victim of harassment prohibited by this 
policy shall be encouraged t o immediately report the all eged act s to any District employee, such as a t eacher, administrator 
or other employee. 

E. The reporti ng party or complainant shall be encouraged to use a report form available from the principal of each building or 
available from the District office, but oral reports shall be considered complaints as well. Use of formal reporting fo rms shall 
not be mandated. However, all oral complaints shall be reduced to writing. 

F. To provide individuals with options for reporting harassment to an individual of the gender with which they feel most 
comfortable, each school's building principal shall be advised to designate both a male and a female Compliance 
OfficerCeFF113laiF1t CeeFeiFtateF for receiving reports of harassment prohibited by thi s policy. At least one ( 1) Compliance 
OfficerCeFF113laiF1t CeeFeiFtateF or other individual shall be avai lable outside regular school hours t o address complaints of 
harassment that may require immediate attention. 

District Compliance Officers 

The Board designates the following individuals to serve as the District's "Compliance Officers" (hereinafter referred to as the 
"COs") . 

Carmen O'Brien 

Director of Curriculum & Assessment 

School District of Manawa 

800 Beech Street 

Manawa, WI 54949 

920-596-5840 

Daniel Wolfgram 

High School/Junior High School Principal 

School District of Manawa 

800 Beech Street 

Manawa, WI 54949 

920-596- 5310 



cobrien@manawa.k12.wi.us dwolfgram@manawa.k12.wi.us 

The names, titles, and contact information of these individuals will be published annually in the student handbooks and on the 
School District's web site. 

A CO will be available during regular school/work hours to discuss concerns related to harassment, to assist students, other 
members of the School District community, and third parties who seek support or advice when informing another individual about 
"unwelcome" conduct, or to intercede informally on behalf of the student. 

Any Board employee who directly observes harassment of a student is obligated, in accordance with this policy, to report such 
observations to one of the COs within two (2) business days. Thereafter, the COs must contact the student, if over age eighteen 
(18) or the student's parents if under the age eighteen (18), within two (2) business days to advises/he/them of the Board's 
intent to investigate the alleged misconduct, including the obligation of the compliance officer to conduct an investigation following 
all the procedures outlined in the complaint procedures. 

The COs are assigned to accept complaints of harassment directly from any member of the School District community or a visitor 
to the District, or to receive complaints that are initially filed with a school building administrator. Upon receipt of a complaint, 
either directly or through a school building administrator, a CO will begin review and investigation or the CO will designate a 
specific individual to conduct such a process. The CO will prepare recommendations for the District Administrator or will oversee 
the preparation of such recommendations by a designee. All members of the School District community must report incidents of 
harassment that are reported to them to the Compliance Officer as soon as possible, but always within no more than two (2) 
calendar days of learning of the incident. 

Investigation and Complaint Procedure 

Any student who believes thats/he has been subjected to harassment may seek resolution of his/her complaint through the 
procedures described below. Furthermore, a process for investigating claims of harassment and a process for rendering a decision 
regarding whether the claim of harassment was substantiated are set forth below. 

Due to the sensitivity surrounding complaints of harassment, time lines are flexible for initiating the complaint process; however, 
individuals should make every effort to file a complaint within thirty (30) days after the conduct occurs while the facts are known 
and potential witnesses are available. Once the complaint process is begun, the investigation will be completed in a timely manner 
(ordinarily, within fifteen (15) calendar days of the complaint being received). 

If at any time during the investigation process the investigator determines that the complaint is properly defined as Bullying, under 
Policy 5517.01 Bullying and not Harassment, because the conduct at issue is not based on a student's Protected Characteristics, 
the investigator shall transfer the investigation to the appropriate building principal. 

Complaint Procedure 

A student who believes s/he has been subjected to harassment hereinafter referred to as the "complainant", may file a complaint, 
either orally or in writing with a teacher, principal, or other District employee at the student's school, the CO, District 
Administrator, or other District employee who works at another school or at the District level. Due to the sensitivity surrounding 
complaints of harassment, time lines are flexible for initiating the complaint process; however, individuals should make every 
effort to file a complaint within thirty (30) days after the conduct occurs while the facts are known and potential witnesses are 
available. If a complainant informs a teacher, principal, or other District employee at the student's school, the CO, District 
Administrator, or other District employee, either orally or in writing, about any complaint of harassment, that employee must 
report such information to the CO within two (2) business days. 

Throughout the course of the process as described herein, the CO should keep the parties informed of the status of the 
investigation and the decision making process. 

All complaints must include the following information to the extent it is available: the identity of the individual believed to have 
engaged in, or to be actively engaging in, harassment; a detailed description of the facts upon which the complaint is based; and a 
list of potential witnesses. 

If the complainant is unwilling or unable to provide a written statement including the information set forth above, the Compliance 
Officer shall ask for such details in an oral interview. Thereafter the CO will prepare a written summary of the oral interview, and 
the complainant will be asked to verify the accuracy of the reported charge by signing the document. 

Upon receiving a complaint, the CO will consider whether any action should be taken in the investigatory phase to protect the 
ekomplainant from further harassment or retaliation including, but not limited to, a change of class schedule for the complainant 
or the alleged harasser, or possibly a change of school for either or both of the parties. In making such a determination, the 
Compliance Officer should consult the Principal, or the District Administrator if the principal is the CO, prior to any action being 
taken. The Complainant should be notified of any proposed action prior to such action being taken. 



As soon as appropriate in the investigation process, the CO will inform the individual alleged to have engaged in the harassing 
conduct, hereinafter referred to as the "respondent", that a complaint has been received. The respondent will be informed about 
the nature of the allegations and a copy of these administrative procedures and the Board's anti-harassment policy shall be 
provided to the respondent at that time. The respondent must also be provided an opportunity to respond to the complaint. 

Within five (5) business days of receiving the complaint, the CO will initiate a formal investigation to determine whether the 
e,komplainant has been subject to offensive conduct/harassment. A principal will not conduct an investigation unless directed to do 
so by the Compliance Officer. 

Although certain cases may require additional time, the Compliance Officer will attempt to complete an investigation into the 
allegations of harassment within fifteen (15) calendar days of receiving the formal complaint. The investigation will include: 

A. interviews with the e,komplainant; 

B. interviews with the respondent; 

C. interviews with any other witnesses who may reasonably be expected to have any information relevant to the allegations; 

D. consideration of any documentation or other evidence presented by the complainant, respondent, or any other witness 
which is reasonably believed to be relevant to the allegations 

At the conclusion of the investigation, the CO shall prepare and deliver a written report to the District Administrator which 
summarizes the evidence gathered during the investigation and provides recommendations based on the evidence and the 
definition of harassment as provided in Board policy and State and Federal law as to whether the complainant has been subject to 
harassment. In determining if harassment occurred, a preponderance of evidence standard will be used. The CO's 
recommendations must be based upon the totality of the circumstances, including the ages and maturity levels of those involved. 
The CO may consult with the Board Attorney before finalizing the report to the District Administrator. 

Absent extenuating circumstances, within ten (10) business days of receiving the report of the CO, the District Administrator must 
either issue a final decision regarding whether or not the complaint of harassment has been substantiated or request further 
investigation. A copy of the District Administrator's final decision will be delivered to both the complainant and the respondent. 

If the District Administrator requests additional investigation, the District Administrator must specify the additional information 
that is to be gathered, and such additional investigation must be completed within ten (10) business days. At the conclusion of the 
additional investigation, the District Administrator must issue a final written decision as described above. 

The decision of the District Administrator shall be final. If the complainant feels that the decision does not adequately address the 
complaints/he may appeal the decision to the State Superintendent of Public Instruction. 

The Board reserves the right to investigate and resolve a complaint or report of harassment regardless of whether the member of 
the School District community or third party alleging the harassment pursues the complaint. The Board also reserves the right to 
have the complaint investigation conducted by an external person in accordance with this policy or in such other manner as 
deemed appropriate by the Board. 

Additional School District Action 

If the evidence suggests that the harassment at issue is a crime or requires mandatory reporting under the Children's Code (Sec. 
48.981, Wis. Stat.), the CO or District Administrator shall report the harassment to the appropriate social service and/or law 
enforcement agency charged with responsibility for handling such investigations and crimes. 

Any reports made to the local child protection service or to local law enforcement shall not terminate the CO's obligation and 
responsibility to continue to investigate a complaint of harassment. While the cos may work cooperatively with outside agencies to 
conduct concurrent investigations, in no event shall the harassment investigation be inhibited by the involvement of outside 
agencies without good cause after consultation with the District Administrator. 

Confidentiality 

The District will make all reasonable efforts to protect the rights of the complainant and the respondent. The District will respect 
the privacy of the complainant, the respondent, and all witnesses in a manner consistent with the District's legal obligations under 
State and Federal law. Confidentiality cannot be guaranteed however. All complainants proceeding through the investigation 
process should be advised that as a result of the investigation, the respondent may become aware of the complainant's identity. 



During the course of an invest igation, the CO will instruct all members of the School District comm unity and third parties who are 
interviewed about the importance of maintaining confidentiality. Any individual who is interviewed as part of a harassment 
investigation is expected not to disclose any information that s/he learns or that s/he provides during the course of the 
investigation. 

All public records created as a part of an investigation of a complaint of harassment will be maintained by the CO in accordance 
with the Board's records retention policy ( see Policy 8310} . Any records which are considered student records in accordance with 
the state or Federal law will be maintained in a manner consistent with the provisions of the law. 

Sanctions and Monitoring 

The Board shall vigorously enforce its prohibitions against harassment by taking appropriate action reasonably calculated t o stop 
the harassment and prevent further such harassment. While observing the principles of due process, a violat ion of this policy may 
result in disciplinary action up to and including the discharge of an employee or the suspension/expulsion of a student. All 
disciplinary action will be taken in accordance with applicable law. When imposing discipline, the District Administrator shall 
consider the totality of the circum stances involved in the matter, including the ages and maturity levels of those involved . In those 
cases where harassment is not substantiated, the Board may consider whether the alleged conduct nevertheless warrants 
discipline in accordance with other Board policies. 

Where the Board becomes aware that a prior rem edia l action has been taken against a member of the School District community, 
all subsequent sanctions imposed by the Board and/or District Administrator shall be reasonably calculated to end such conduct, 
prevent its reoccurrence, and remedy its effects. 

Reprisal 

Submission of a good faith complaint or report of harassment will not affect the complainant's status or educational environment. 
However, the Board also recognizes that false or fraudulent claims of harassment or false or fraudulent information about such 
claims may be filed. The Board reserves the right to discipline any person filing a false or fraudulent claim of harassment or false 
or fraudulent information about such a claim. 

The District wi ll discipline or take appropriate action against any member of the School District community who retaliates against 
any person who reports an incident of harassment prohibited by this policy or participates in a proceeding, investigation, or 
hearing relating to such harassment. Retaliation includes, but is not limited to, any form of intimidation, reprisal, or harassment. 

Education and Training 

In support of this policy, the Board promotes preventative educational measures to create greater awareness of discriminatory 
practices. The District Administrator will develop a method of discussing this policy with the School District community. Training on 
the requirements of non-discrimination and the appropriate responses to issues of harassment will be provided to the School 
District community at such times as the Board in consultation with the District Administrator determines is necessary or 
appropriate. 

This policy shall be reviewed at least annually for compliance with local, State, and Federal law. 

The District sha ll conspicuously post a notice including this policy against harassment in each school in a place accessible to the 
School District community and members of the public. This notice shall also include the name, mailing address and telephone 
number of the Compliance OfficersCeffi13laiAt CeereliAaters, the name, mailing address and telephone number of the State agency 
responsible for investigating allegations of discrimination in educationa l opportunities, and the mailing address and telephone 
number of the United States Department of Education, Office for Civil Rights. 

A summary of this policy shall appear in the student handbook and sha ll be made avai lable upon request of parents, students, and 
other interested parties. 
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5540 - THE SCHOOLS AND GOVERNMENTAL AGENCIES 

The Board of Education is committed to maintaining the educational atmosphere of the schools and restricting access by 
ind ividuals not part of the school system but also recognizes its responsibility to cooperate with law enforcement agencies and its 
need for assistance from law enforcement in certain ci rcumstances. 

When law enforcement requests permission to interview a student at school, the District Administrator or building administrator 
shall be contacted prior to any further action by law enforcement. The administrator shall determine whether it is appropriate to 
provide access to the student based on the officer's purpose, whether the officer has stat ed that there is an emergency involving 
imminent threat, or whether the officer is in possession of a valid warrant. A warrant shall be deemed valid if executed by a 
judicial officer and describing the school premises. 

If law enforcement is contacted by the administration for assistance, administration shall maintain the lead role in the investigation 
and shall be present or contact a parent t o be present for any interview, t o the extent reasonable. 

When an agency requests permission to remove a student, or does remove a student without prior permission, t he build ing 
administrator shall notify the District Administrator. 

Law enforcement investigations on school premises fall into two (2) primary categories. First, some investigations will occur at the 
request of school administration due to suspicion of a vio lation of school policy that may a lso be criminal. Second, law enforcement 
investigations may occur without the in itiation of school officials and may or may not involve activity on school grounds. 

Different procedures are to be followed in each instance as outl ined below: 

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

1. An adm inistrator may exercise his/her discretion in determining whether to request assistance of law 
enforcementpeij€e in invest igating a crime, or allegation of a crime, committed in his/her school building or school 
grounds during school hours. If assistance is so request ed, it sha ll be directed to the local law enforcement agency 
and the administration shall remain the primary invest igator with assistance from law enforcement. When 
determining whether t o contact law enforcement, a school administrator sha ll consid er the mandatory reporting 
requirements of Section 48.981 in the event the allegations involve suspected child abuse or neglect. 

2. If the administrator requests assistance, a law enforcementpeij€e officer may conduct an investigation within the 
school building and interv iew student s as witnesses in school during the school day. Administrators shall take steps 
to assure that students are not removed from classes if at all possible. The admi nistrator shall be present during the 
interview unless the law enforcement officer, student or his/her parent requests that the school official not be 
present. The student may request other representation such as legal counsel. If a student requests legal counsel, 
the administrator will make an effort to cont act the parent(s) and the student will be put in custody of the law 
enforcement agencypeij€e. The administrator shall attempt to contact the parent(s) of any student prior to 
questioning by police. A decision whether to take a student into custody is the decision of the law enforcement 

officer~ . 



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

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

B. By law enforcement personnel without request of school authorities 

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

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

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

3. According ly, the administrat or shall do the fo llowing: 

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

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

c. Notify the law enforcement officer that the school official wi ll be contacting the student's parent(s) prior to 
questioning, unless specifically requested not t o because such contact would unduly impede the 
investigation. 

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

In the event a law enforcement officer seeks to execute a warrant on school grounds, the officer is t o be directed to 
bui lding administration. The admin istration sha ll att empt to assist in executing the warrant by directing the student 
to report to the office. The school administration shall then (1) contact the student's parent if the student is a minor; 
and (2) contact the District Administrator. This process shall be followed unless the law enforcement official states 
that s/he has reason to believe that the subject of the warrant poses an immediat e threat to the health and safety 
of others while in the school. In such a case, school officials shall grant access to the faci li ty for execution of the 
warrant. 

The District Ad ministrator shall prepare guidelines to promote understanding and cooperation between staff members and students 
and these agencies. 
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5610 - SUSPENSION AND EXPULSION 

The Board of Education recognizes that exclusion from educationa l programs of the School District, by suspension or expulsion, is 
a substant ia l sanction and that such action must comply with the student's due process rights. 

SUSPENSION 

For purposes of this policy, "suspension" sha ll be the short-term exclusion of a student from a regular District program. 

The District Administrator, the principal, or a t eacher designated by the District Administrator may suspend a student for up to five 
(5) school days or, if a notice of expulsion hearing has been sent, for up to fifteen (15) consecutive school days, or ten (10) 
consecutive school days for each incident if the student is eligible for special education services under Chapter 115, Wis. Stats . 

The suspension must be reasonably justified based upon the grounds authorized under Sec. 120.13, Wis. Stats., that include, but 
are not limited to: noncompliance with school rules or Board rules; knowingly conveying any threat or false information concerning 
an attempt or alleged attempt being made or to be made t o destroy any school property by means of explosives; conduct by the 
student whi le at school or while under the supervision of a school authority tha t endangers the property, health, or safety of 
others; conduct while not at school or while not under the supervision of a school authority that endangers the property, health, or 
safety of others at school or under the supervision of a school authority; or conduct whi le not at school or whi le not under the 
supervision of a school authority that endangers the property, health, or safety of any employee or School Board member of the 
District in which the student is enrolled . 

The District Administrator, the principal, or a teacher designated by the School District Adm inistrator sha ll suspe nd a student if the 
student possessed a firearm, as defined in 18 U.S.C. 921(a)(3), while at school or whil e under the superv ision of a school 
authority. 

The parent of a suspended minor must be g iven prompt notice of the suspension and the reason for the suspension. The student's 
suspension from school shall be entered in the student's record as required by the rules adopted by the Board concerning the 
content of the stud ent records. The suspended student or the student's parent or guardian may, within five (5) school days 
following the commencement of the suspension, have a confe rence with the District Administrator, t o discuss removing from the 
student's records. Reference to the suspension on the student's school record shall be removed if the Distri ct Administrator finds 
that : the student was suspended unfairly or unj ustly; the suspension was inappropriate, given the nature of t he alleged offense; or 
the stud ent suffered undue consequences or penalti es as a result of the suspension. 

A suspended student shall not be denied the opportunity to take any quarterly, semester, or grading period examinations or to 
complete course work missed during the suspension period. Such work shall be completed pursuant to the procedures established 
by the Board. 

In the event a student is classified as Homeless, the building principal sha ll consult with the Homeless Coordinator to determine 
whether the conduct is a result of homelessness. The Homeless Coordinator will assist administration and the student's parents or 
guard ian in correcting conduct subject to disciplinary action that is caused by homelessness. 

EXPULSION 



Under this policy, expulsion shall mean the Board wi ll not permit a student to attend school at all , including any school-sponsored 
events or activities, for a specified period of time. If the student is expel led, the Board wi ll determine the length of t he expu lsion 
period, which may extend at a maximum to the student's 21st birthday. The Board's expulsion order may include the opportunity 
for the student to return to school prior to expiration of the t erm of expul sion under a specified set of early reinstatment 
condition(s) which are related to the conduct for which the student was expelled . The condition (s). once set forth in an expulsion 
order, shall be administered at the discretion of the District Administrator who shall have the authority to deny early reinstatement 
if any early reinstatement condition is not met prior to reinstatement or to revoke it for the remainder of the expulsion period if 
any enrollment conditions applicable t o the student 's attendance during a period of expu lsion under earl y reinstatement, or 
condit ional enrollment, are deemed by the District Administrator to have been violated . The decision to revoke a student's 
conditional enrollment shall be explained in writing . The student or student's parent may request a conference with the District 
Administrator within five (5) school days of a decision to revoke early reinstatement. The District Administrator shall meet with the 
student and/or parents within fi ve (5) school days of a request. The District Administrator's decision is final. 

The District Adm inistrator may designate another School Distri ct employee to perform the functions pertaining to a student's early 
reinstatement. but may not designate someone th at is an administrator or teacher in the student's school. 

The Board may expel a student only when it is satisfied that the interest of the school demands the student's expulsion and on ly 
when the student: repeatedly refused or neglected to obey the ru les established by the School District; knowingly conveyed or 
caused to be conveyed any threat or false information concerning an attempt or alleged attempt being made or to be made to 
destroy any school property by means of explosives; engaged in conduct whi le at school while under the supervision of a school 
authority that endangered the property, health, or safety of others; engaged in conduct while not at school or while not under the 
supervision of a school authority that endangered the property, health, or safety of others at school or under the supervision of a 
school authority or endangered the property, health, or safety of any employee or Board member of the School District in wh ich 
the student is enrolled; or was at least sixteen (16) years old and had repeatedly engaged in conduct wh ile at school or while 
under the supervision of a school authority that disrupted the ability of school authorities to maintain order or an educational 
atmosphere at school or at an activ ity supervised by a school authority and that such conduct did not otherwise constitute grounds 
for expu lsion. For purposes of this policy, conduct that endangers a person or property includes making a threat to the health or 
safety of a person or making a threat to damage property. 

The School Board shall hold an expu lsion hearing in the event a student is in possession of a firearm while at school or under the 
supervision of school authorities and shall expel a student from school for not less than one (1) year whenever it finds that the 
student brought a firearm to school or, while at school or whi le under the supervision of a school authority, possessed a firearm, 
as defined in 18 U.S.C. 921(a) (3), unless the Board finds that the punishment should be reduced based upon the circumstances of 
the incident. Any such finding by the Board shall be in writing. This does not include any circumstance in which a student 
possessed a firearm while lawfully hunting on school forest land . 

The District shall refer any student who brings a firearm (as defined in 18 U.S.C. 921(a)(3)) or a weapon to school to law 
enforcement. U=ie eFlffilAal justiee eF ju·reAile elellAtiUeAE'( S','steFA. 

As required by 20 U.S. C. 7151, the District Administrator will ensure that the following information is sent to the Wisconsin 
Department of Public Instruction: a copy of this policy; a description of the circumstances surrounding any expu lsion(s) for 
vio lating the above- stated firearms policy; the name of the school; the number of students expelled; and the types of firearms 
involved . 

Prior to expelling a student, the Board shall provide the student with a hearing. Prior written notice of the hearing must be sent 
separately to both the student and if the student is a minor, to his/her parent(s) or guardian(s). The notice must be sent at least 
five (5) days prior to the date of hearing, not counting the date notice is sent. The notice must also satisfy the requirements of 
Sec. 120.13(1) (c)4, Wis. Stats. 

An expelled student or, if the student is a minor, the student's parent(s) or guardian(s) may appeal the Board's expulsion decision 
to the Wisconsin Department of Public Instruction . An appeal from the decision of the Department may be taken within thirty (30) 
days to the circuit court for the county in which the school is located. 

In the event a student is classified as Homeless, the building principal shall consult with the Homeless Coordinator to determine 
whether the conduct is a result of homelessness. The District will not expel a homeless student for conduct that is caused by the 
student's homelessness. The Homeless Coordinator will assist administration and the student's parents or guardians in correcting 
conduct subject to disciplinary action that is caused by homelessness. If the conduct in question is determined not to be caused by 
the student's homelessness, the District shall proceed with expu lsion proceedings as outlined in this policy. 

© Neola 2017{» 



Legal 119.25, 120.13, Wis. Stats. 

18 U.S.C. 921(a)(3) 

20 u.s.c. 7151 

42 U.S.C. 11431 et seq. 

Last Modified by Steve LaVallee on October 17, 2017 



Book 

Section 

Title 

Number 

Status 

Adopted 

Policy Manual 

School District of 

Manawa ~ ·~t 
"Students Choosing to Excel, Real/zing thalr Strengths" 

Board Review - Vol. 26, No. 2 

Copy of SEARCH AND SEIZURE 

po5771 

June 20, 2016 

5771 - SEARCH AND SEIZURE 

The Board of Education has charged school authorities with the responsibility of safeguarding the safety and well-being of the 
students in their ca re. In the discharge of that responsibility, school authorities may search school property (e.g. desks and 
lockers) used by students or the person or property, includ ing vehicles, of a student, in accordance with the fol lowing policy. 

School Property 

The Board acknowledges the need for in-school storage of student possessions and shall provide storage places, including desks 
and lockers, for that purpose. Desks and lockers are public property and school authorities may make reasonable regulations 
regarding their use. The District retains ownership and proprietary control of student desks and lockers and the sa me may be 
sea rched at random by school personnel at any time. A showing of reasonable cause or suspicion is not a necessary precondition 
to a search under this paragraph. Students shall not have an expectation of privacy in lockers, desks, or other school property as 
to prevent examination by a school official. The Board directs the school principals to provide students with written notice of this 
policy at least annually and that routine inspections be done at least annually of all such storage places. 

The Board directs that the searches may be conducted by the District Adm inistrator, and/or building principals as well as others 
designated by the District Administrator.,. 

Student Person and Possessions 

The Board recognizes that the privacy of students or his/her belongings may not be violated by unreasonable search and seizure. 
The Board di rects that no student be searched without reasonable suspicion that the search wi ll turn up evidence of either school 
or law vio lation. Any search under this paragraph must be reasonable in scope and reasonable in the manner in which it is 
conducted. The extent of the search will be governed by the seriousness of the suspected infraction, the student's age and gender, 
the student's discipli nary history, and any other relevant circumstances or information. The Principal may arrange for a breath 
test for blood-alcohol to be conducted on a student whenever s/he has individua lized reasonable suspicion to believe the student 
has consumed or is under the influence of an alcoholic beverage while on school premises or while participating in a school­
sponsored activity. If the result indicates a vio lation of school rules as described in the student handbook, the disciplinary 
procedure described in the student handbook will be followed. If the student refuses to take the test, the Principal wi ll inform the 
student that refusal to participate implies admission of guilt leading to disciplinary action consistent with the student handbook. 

This authorization to search shall also apply to all situations in which the student is under the jurisdiction of the Board. 

In a situation in which a search of a student's person or possessions is appropriate, school administrators should first attempt to 
contact a police officer to conduct the search under the administrator's direction. If an officer is not available, the administrator 
may proceed with the search, unless the information justifying the search suggests that the student is in possession of dangerous 
materials thus justifying the expe rtise of law enforcement . In such a case, the school officia l shall contact law enforcement and 
request th eir assistance . 

Under no circumstances shall a school official ever conduct a strip search of a stud ent. 

Parking Permit Required 

Any vehicle permit issuance carries with it consent to search. 



Except as provided below, a request for the search of a student or a student's possessions will be directed to the principal. S/He 
shall attempt to obtain the free-offered, written consent of the student to the inspection; however, provided there is reasonable 
suspicion pursuant to the above paragraphs, s/he may conduct the search without such consent. Whenever possible, a search will 
be conducted by the principal in the presence of the student and a staff member other than the principal. An administrator may 
contact the police liaison officer or law enforcement agency for assistance in conducting a search. A search prompted by the 
reasonable suspicion that health and safety are immediately threatened will be conducted with as much speed and dispatch as 
may be required to protect persons and property. 

Search of a student's person or intimate personal belongings shall be conducted by a person of the student's gender, in the 
presence of another staff member of the same gender, and in a manner that is minimally intrusive to the student based on the 
reasonable suspicion justifying the search. 

Use of Dogs 

The Board authorizes the use of specially-trained dogs to detect the presence of drugs and devices such as bombs on school 
property under the following conditions: 

A. The presence of the dogs on school property is authorized in advance by the District Administrator, except in emergency 
situations, or is pursuant to a court order or warrant. 

B. The dog must be handled by a law enforcement officer or certified organization specially trained to safely and competently 
work with the dog. 

C. The dog is under the aegis of the Sheriff or Chief of the law enforcement agency providing the service as capable of 
accurately detecting drugs and/or devices. 

The District Administrator may request the assistance of a law enforcement agency in implementing any aspect of this policy. 
Where law enforcement officers participate in a search on school property or at a school activity pursuant to a request from the 
District Administrator, the search shall be conducted by the law enforcement officers at the direction of a District official. Law 
enforcement searches conducted independently of any District official request or direction shall be conducted based on standard 
applicable to law enforcement. 

Anything found in the course of a search that constitutes evidence of a violation of a particular law or school rule or that endangers 
the safety or health of any person shall be seized and properly cataloged for use as evidence if appropriate. Seized items shall be 
returned to the owner if the items may be lawfully possessed by the owner. Seized items that may not lawfully be possessed by 
the owner shall be turned over to law enforcement. 
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5830 - STUDENT FUNDRAISING 

The Board of Education acknowledges that the solicitation of funds from students must be limited since compulsory attendance 
laws make the student a captive donor and may also disrupt the program of the schools. 

For purposes of this policy, "student fundraising" shall include the solicitation and collection of money from students for any 
purpose and shall include the collection of money in exchange for ticket s, papers, or any other goods or services for approved 
student activit ies. 

The Board will permit student fundraising by students in school, on school property, or at any school-sponsored event only wh en 
the profit is to be used for school purposes or for an activity connected with the schools. The Board requires that fundraisers by 
student clubs and organizations that involve the sale to students of food it ems and/or beverage that will be consumed on ca mpus, 
the food and/or beverages items to be sold comply wi th the current USDA Dietary Guidelines for Americans and the Smart Snack 
Rules. Each student organization shall be permitted two (2) fundraising exceptions per school year where foods and beverages not 
allowable under the Smart Snack Rules can be sold. If approved, fundraisers that involve the sale to students of food items or 
beverages to be consumed on District property shall not compete directly wi th the sale of reimbursa ble meals. 

Fundrai sing by approved school organizations, whose funds are managed by the Di strict, may be permitted in school by the 
Principal. 

Fu nds raised by any student organization, club or class shall be processed through the appropriate financial accounting system and 
in accordance with the District's stud ent activity funds management policy and procedures. 

Fundraising off school grounds may be permitted by the District Administrator. 

[ x J I n accordance with Policy 2430. use of t he name. logo, or any assets of the District. incl uding but not limited to f acilities. 
technology. or communication net works. is prohibited without the specific permission of the 

( ) Boa rd. 

( x ) District Administrator. 

[OPTION #1] 

[ J The Board of Education does not permit or sanction the use of crowdfunding for District or specific school programs or 
activities. including co-curricular or ext ra-curricular activit ies . 

[END OF OPTION #1 ] 

[OPTION #21 



[ x J Crowdfundinq act ivities aimed at raising funds for a specifi c classroom or school activity, including extra-curricu lar act ivity, or 
to obtain supplemental resources (e .g .• supplies or equipment) that are not requi red to provide a free. appropriate. public 
education to any students in t he classroom may be permitted, but only with the specific approval 

C ) of t he Superintendent. 

( x ) of the Board upon the recommendation of the District Administrator. 

All crowdfund ing activities are subject to AG 6605. 

[ END OF OPTION #21 

Fundraising by students on beha lf of school-related organizations whose funds are not managed by the District may be permitted 
on school grounds by the District Administrator. I f the fundraising activity involves students under age twelve (1 2) such students' 
parents must provide written permission fo r the student to parti ci pate in the fundraising activity. Any student under nine (9) years 
of age, or each group containing one ( 1) or more students under nine (9) years of age, must be physically accompanied by a 
parent or a person at least sixteen (1 6) years of age. 

All other fundraising shall be done in accordance with Boa rd Policy 9700. 
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6605 - CROWDFUNDING 

This policy applies to the use of any form of crowdfunding utilizing an onli ne service or website-based platform for the financia l 
benef it or gain of the District - be it a specific classroom, grade level, department, school, or curricular or extra-curricu lar activity. 
"Crowdfunding" refers to a campaign to collect typically sma ll amounts of money from a large number of individuals to finance a 
project or fundraise for a specific cause. Through the use of personal networking, social media platforms, and other Internet 
based resources, funds are solicited or raised to support a specific campaign or project. 

[DRAFTING NOTE: SELECT OPTION #1 or OPTION #2] 

[ ] [OPT ION # 1 ] 

The Board of Education does not permit or sanction the use of crowdfunding for Dist rict or specific school programs or activities, 
including co-curri cular or extra-curricular activities. 

[END OF OPTION #1; END OF POLICY] 

OR 

[~M ] [OPTION #2] 

Crowdfunding activities aimed at raising funds for a specific classroom or school activity, including ext ra-curricu lar activity, or to 
obtain supplemental resources ( e.g., supplies or equipment) that are not required t o provide a free, appropriate, public education 
to any students in the classroom may be permitted, but only with the specific approva l 

( ) of the Superintendent. 

OR 

(~ ) of the Board upon the recommendation of the District Administrator. Su13eFIAtCAaeAt. 

All crowdfunding activities are subject to AG 6605. 

[END OF OPTION #2; END OF POLICY] 
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6800 - SYSTEM OF ACCOUNTING 

As specified by the Department of Public Instruction, the Board of Education follows the Wisconsin Uniform Financial Accounting 
Requirements (WUFAR) as a listing of account classifications by which it keeps an accounting of all District funds. The Board has by 
resolut ion designated institutions to serve as depositories of all District funds and may, by resolution. designate addit ional or 
different institutions. The District's financia l records shall show sources of revenue, amounts received, amounts expended, and the 
disposition of public property. The Business Manager shall complete an accounting of all capital assets to protect the financial 
investment of the District against catastrophic loss. Further, th e Business Manager shall establish procedures and regulations 
necessary to properly account for capital assets and comply with generally accepted accounting principles (GAAP) and ensure that 
the District's ca pital assets are properly insured. 

The District's system of accounting shall comply with all requirements of the Governmental Accounting Standards Board, 
Statement No. 54 (GASB 54). In accordance with GASB 54, the District will report its fund balances in the following ca tegories: 

A. Nonspendable fund balance - amounts that cannot be spent because they are either (a) not in a spendable form {which 
includes items that are not expected to be converted to cash - e.g., inventories or prepaid amounts) or (b) legally or 
contractually required to be maintained intact (e.g., the corpus of an endowment fund ) . 

B. Restricted fund balance - amounts constrained to specific purposes by their providers (such as grantors, bondholders, 
and higher levels of government), through constitutional provisions, or by enabling legislation. 

C. Committed fund balance - amounts constra ined to specific purposes by the Board; to be reported as committed, 
amounts cannot be used for any other purpose unless the Board takes action to remove or change the constraint. 

D. Assigned fund balance - amounts the Board intends to use for a specific purpose but are neither restricted nor 
committed; intent can be expressed by the Board or by an officia l or committee t o which the Boa rd delegates the authority. 

E. Unassigned fund balance - amounts that are availabl e for any purpose; these amounts are reported only in the general 
fund. 

The Board authorizes its audi tors and directs its administrative staff to take all st eps necessa ry to comply with the requirements of 
GASB 54. All revenue and funds will be designated to one of th e above categories. 

The Business Manager shall maintain a proper accounting of a ll District funds. S/He shall ensure that expenditures are budgeted 
under and charged against those accounts that most accurat ely describe the purpose for which such monies are t o be or have 
been spent. Wherever appropriate and practicable, salaries of individua l employees, expenditures for single pieces of equipment, 
and the like shall be prorated under the several accounts that most accurately describe the purposes for which such moni es are t o 
be or have been spent. 

The Business Manager shall receive all vouchers for payments and disbursements made to and by the Board, and preserve them 
for the statut orily required period. 

The Business Manager sha ll implement procedures and practices that will determine: ( 1) Capitalizat ion policies for District assets 
(i.e., which assets will be capitalized and depreciated over their estimated useful life versus which assets will be expensed in year 



of purchase); (2) Methods for calculating annual and accumulated depreciation expense for assets including estimates for asset 
lives, residual asset values, and depreciation methodology; and (3) Procedures for recording gain or loss on sale of capital assets 
and proceeds from the sale of capital assets in compliance with GAAP Reporting of estimated cash values or replacement values to 
District insurance providers. 

The Business Manager shall report to the Board on a monthly basis (or more often if required) the revenues and expenditures in 
the fund reporting categories established above. The Business Manager's statement shall show revenues and receipts from 
whatever source derived, the various appropriations made by the Board, the expenditures and disbursements therefrom, the 
purposes thereof, the balances remaining in each appropriation, and the District's assets and liabilities. At the end of the fiscal 
year such statement shall be a complete exhibit of the District's financial affairs and may be published and distributed with 
approval of the Board. 

The Business Manager is responsible for filing in a timely manner, on behalf of the Board, an annual report with the Department of 
Public Instruction, on prescribed forms, that states the following: 

A. amount of collections and receipts, and accounts due from each source 

B. amount of expenditures for each purpose 

C. amount of the District's debt, the purpose for which each item of such debt was created, and the provision made for the 
payment thereof, and 

D. other information as required by the Department, along with the audit report as approved by the Board 

The Board's annual financial statements shall also include information such as: (1) beginning and ending balances of capital 
assets; (2) beginning and ending balances of accumulated depreciation, and (3) total depreciation expense for the fiscal year. 

Such reporting shall include description of significant capital asset activity during the fiscal year including: acquisitions through 
purchase or donation, sales or dispositions including the proceeds and gains or losses on the sale, changes in methods of 
calculating depreciation expense or accumulated depreciation, such as, estimates of useful life, residual values, depreciation 
methodology (e.g., straight line or other method). 

Before implementing procedures or changing procedures, the Business Manager will review the proposed procedure with the 
auditor appointed by the Board to conduct the Board's financial audit. The procedures established shall comply with all statutorily 
required standards and generally accepted accounting procedures. 
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7530.02 - STAFF USE OF PERSONAL COMMUNICATION DEVICES 

Use of personal com munication devices ("PCDs") has become pervasive in the workplace. For purposes of this policy, "personal 
communication device" includes computers, tablets (e.g., iPads and similar devices), electronic readers ("e-readers"; e.g . Kindles 
and simi lar devices), ce ll phones (e.g., mobile/cellular telephones, smartphones [e.g., BlackBerry, iPhone, Android devices, 
Windows Mobile devices, etc .], and/or other web-enabled devices of any type . Whether the PCD is Board-owned and assigned t o a 
specific employee, or personally-owned by the employee (regardless of who pays for service), the employee is responsible for 
using the device in a safe and appropriate manner. 

Safe and Appropriate Use of Personal Communication Devices, Including Cell Phones 

UsiAg a cell 13AeAc er etAcr PCD WAilc e13cratiAg a 't'CAiclc is streAgly cl iseeuragccl . EFA13leyccs sAeulcl 13laA tAcir werk accercliAgly se 
tAat calls are 13lacccl , text FAessa§es/iAstaAt FAessa§es/e FAai ls reacl aAEl/er scAt, aAEl/er tt=tc IAtcrnct erewsccl citi'leF 13rier te 
travcliAg er wi'l ilc eA rest brcal<s. IA ti'lc iAtercst ef safety fer 19et"1 Beare CFA13leyces aAEl eti'ler Elrlvcrs, cFA13leyees arc Fetjulrccl te 
ceFA13I·, witi'l all a1313lieaele laws WAiie clri't'iAg (iAclucliA§ aAy laws ti'lat 13re"1ielt textiA§ er usiA§ a cell 13AeAe er eti'lcr PCD WAiie 
SFi't'iA§), 

Employees are responsible for operating Board-owned vehicles and potentially hazardous equipment in a safe and prudent 
manner. and therefore, employees are prohibited from using PCDs while operating such vehicles or eq uipment. In the interest of 
safet y for both Board employees and other drivers, employees are required to comply with all applicable laws while driving. 

Employees may not use a PCD in a way that might reasonably create in t he mind of another person an impression of being 
threatened, humiliated, harassed, embarrassed or intimidated. 

Duty to Maintain Confidentiality of Student Personally Identifiable Information - Public and Student Record Requirements 

Employees are subject to all applicable policies and gu idelines pertaining to protection of the security, integrity and availability of 
the data stored on their PCDs. 

Cellular and wire less communications, including calls, text messages, instant messages, and e-ma ils sent from PCDs, may not be 
secure. Therefore, employees shou ld use discretion in relaying confidential information , particularly as it relates to students. 

Additionally, cellular/wireless communications, including text messages, instant messages and e-mai ls sent and/or received by a 
public employee or school official using his/her PCD may constitute public records if the cont ent of the message concerns District 
business, or an education record if the content includes personally identifiable information about a student. Cellular/wireless 
commu nicat ions that are public records are subject to retention and disclosure, upon request, in accordance with Policy 8310 -
Public Records. Cellular/wireless communications that are student records should be maintained pursuant to Policy 8330 -
Students Records. Fina lly, ce llular/wireless communications and other electronica lly st ored information (ESI ) stored on the staff 
member's PCD may be subject to a Li t igat ion Hold pursuant to Policy 8315 - Information Management. Staff are required to 
comply with District requests to produce copies of cellular/wireless communications in their possession that are either public 
records or education records, or that constitute ESI that is subject to a Litigation Hold. 

At the conclusion of an individual's employment (whether through resignation, nonrenewal, or termination), the employee is 
responsible for verifying all public records, student records and electronically stored information (ESI) subject to a Litigation Hold 
that are maintained on the employee's PCD are transferred to the District's custody (e.g., server, alternative storage device). The 



District's IT department/staff is available to assist in this process. Once all public records, student records and ESI subject to a 
Litigation Hold are transferred to the District's custody, the employee is required to delete the records/ES! from his/her PCD. The 
employee will be required to sign a document confirming that all such records/information has been transferred to the District's 
custody and deleted from his/her PCD before the Board will issue any final compensation that is owed to the employee. 

Similarly, if an employee intends to dispose of, or otherwise stop using, a personal PCD on which s/he has maintained public 
records, student records and/or ESI that is subject to a Litigation Hold, the employee must transfer the records/ES! to the 
District's custody before disposing of, or otherwise ceasing to use, the personal PCD. The employee is responsible for securely 
deleting such records/ES! before disposing of, or ceasing to use, the personal PCD. Failure to comply with these requirements may 
result in disciplinary action. 

If a PCD is lost, stolen, hacked or otherwise subjected to unauthorized access, the employee must immediately notify the 
District Administrator so a determination can be made as to whether any public records, students records and/or ESI subject to a 
Litigation Hold has been compromised and/or lost. The District Administrator shall determine whether any security breach 
notification laws may have application to the situation. Appropriate notifications will be sent unless the records/information stored 
on the PCD was encrypted. 

The Board prohibits employees from maintaining the following types of records and/or information on their PCDs: 

A. student personally identifiable information 

B. student information required to be kept confidential pursuant to the Americans with Disabilities Act {ADA) 

C. student health information as defined by the Health Insurance Portability and Accountability Act (HIPAA) 

Employees are responsible for making sure no third parties (including family members) have access to records and/or information, 
which is maintained on a PCD in their possession, that is confidential, privileged or otherwise protected by State and/or Federal 
law. 

Privacy Issues 

Except in emergency situations or as otherwise authorized by the District Administrator or as necessary to fulfill their job 
responsibilities, employees are prohibited from using PCDs to capture, record and/or transmit the words or sounds (i.e., audio) 
and/or images (i.e., pictures/video) of any student, staff member or other person in the school or while attending a school-related 
activity. Using a PCD to capture, record and/or transmit audio and/or pictures/video of an individual without proper consent is 
considered an invasion of privacy and is not permitted. 

PCDs, including but not limited to those with cameras, may not be activated or utilized at any time in any school situation where a 
reasonable expectation of personal privacy exists. These locations and circumstances include, but are not limited to, locker rooms, 
shower facilities, rest/bathrooms, and any other areas where students or others may change clothes or be in any stage or degree 
of disrobing or changing clothes. The District Administrator and building principals are authorized to determine other specific 
locations and situations where use of a PCD is absolutely prohibited. 

Personal Use of PCDs While at Work 

During work hours personal communications made or received, regardless of whether on a PCD or a regular telephone or network 
computer, can interfere with employee productivity and distract others. Employees are expected to use discretion in using PCDs 
while at work for personal business. Employees are asked to limit personal communications to breaks and lunch periods, and to 
inform friends and family members of the Board's policy in this regard. 

A. Excessive use of a PCD or cell phone for personal business during work hours is considered outside the employee's scope of 
employment and may result in disciplinary action. 

B. Employees are personally and solely responsible for the care and security of their personally-owned PCDs. The Board 
assumes no responsibility for theft, loss, or damage to, or misuse or unauthorized use of, personally- owned PCDs brought 
onto its property, or the unauthorized use of such devices. 

Potential Disciplinary Action 

Violation of this policy may result in disciplinary action up to and including termination. Use of a PCD in any manner contrary to 
local, State or Federal laws may also result in disciplinary action up to and including termination. 
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8146;B7G - NOTIFICATION OF EDUCATIONAL OPTIONS 

The Board of Education recognizes t he need to provide alternative means by which students achieve the goals of the Distri ct . 

On an annual basis, a list of a ll educational o ptions avai lable t o chi ldren who reside in the District, including public school, priva te 
schools participating in a parental choice program , char ter schools, v irtual schools, fu ll tim e open enrollment, youth options, 
course options, and options for students enrolled in a home-based priva te education program. w ill be prov ided to pa rents. 

AA e19tieAal 19laA ta ffieet U:ie FeeegAizee eeueatieAal Aeees ef a stueeAt sl'lall ee a1919Fevee e·,· tl'le Distrlet AeFAIAlstrater. Tl'le 
Dlstriet AeFAiAistrater sl'lall 19re19are a 19laA ef eeueatieAal e19tleAs fer use IA FAeetiAg s19eelal Aeees. 

Suel'I e19tleAs sl'lall ee eeAsisteAt witl'I Cl'la19ter 118 aAe ffiay IAeluee, eut Aet ee liFAltee te, tuterial 19regraFAs, iAee19eAeeAt stue·y«, 
eerres19eAeeAee eeurses, weri< stuey er sel'leel werl< traiAiAg 19regraFAs, l'ligl'l sel'leel eeiui·~aleAe;· 19regraFAs, teel'IAieal eellege 
19regraFAs, suFAFAer sel'leel, early eellege eAtraAee, ete. 

CFeeit FAay 13c graAtee te tl'le stueeAt u19eA eeFA19lete evaluatieA ef tl'le 19regraFA. 

Tl'le ereeit sl'lall ee 19laeee eA tl'le stueeAt's traF1seri19t. Tl'le affieuAt ef ereeit eeuAtiAg teware graeuatieA sl'lall eeFA19l·t witl'l tl'le 
graeuatieA reeiulreffieAts ef tl'le State a As tl'le Distriet. 

Tl'le Distriet AeFAiAistrater sl'lall estaelisl'I aeFAiAistrative guieeliAes wl'lere eael'I eeueatieAal e19tieA is 19re19erly aAaiyzee, 19iaAAee, 
aAe iFA19leFAeAtee aAe eeFA19lies wltl'l all a1919lieaele reeiuireFAeAts ef tl'le State . 

A 11st ef tl'le eeueatieAai e19tieAs available te stueeAts wl'le resiee IA tl'le Distriet sl'lall ee 19revieee te all 19areAts eA aA aAAual easis. 
Tl'le list sl'lall iAeluee 19uelie sel'leels, 19rivate sel'leels 19artiei19atiAg iA a 19areF1tal el'leiee 19regraFA, el'larter sel'leels, virtual sel'leels, full 
tiFAe e19eA eArellFAeAt, yeutl'I e19tieAs, aAe eeurse e19tieAs . Suel'I Aetlee sl'lall ee 19uelisl'lee as a Class 1 Netiee, 19ursuaAt te State law 
reeiuireFAeAts, aAe 19estee eA Its website Re later tl'laA JaAuary 31st eael'I year. Tl'lis Aetiee sl'lall IAeluee tl'le 19erferFAaAee eategery« 
assigAee te eael'I sel'leel witl'liA tl'le Distriet, iAelueiAg el'larter sel'leels aAe 19rivate sel'leels 19artlei19atiAg iA 19areAtal el'leiee aAe sl'lall 
iAferFA 19areAts tl'lat tl'le full re19erts aeserieea iA Peliey 2605 are a-.•ailaele eA tl'le ·n·eesite. 
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November 21, 2016 

8310 - PUBLIC RECORDS 

The Board of Education recognizes its responsibility to maintain the public records of this District and to make such records 
avai lable for inspection and reproduction. 

The public records of this District include any writing prepared, owned, used, in the possession of, or retained by the District, its 
Board, officers, or employees, to the extent such writings are within the definition of public records under applicable law. "Public 
records" do not include notes from the personal use of the author, medical records, documents containing genetic information, trial 
preparation records, confidentia l law enforcement investigatory records, records the release of which is prohibited by State or 
Federal law. 

Any person may make an oral or written request for any public records of the District. The person may inspect, copy, or receive 
copies of the public record requested. The District shall respond as soon as practicable and without delay to the requester, 
providing the requested documents or informing the requestor of the District's intent to deny access with specific explanation 
regarding the decision to deny access. 

No public records. including. but not limited t o, personnel records. personnel fi les. or staff directories or student records shall 
include the actual/con fidential addresses of students. parents. or employees who are participating in the Safe at Home/Address 
Confidentiality Program administered by the Wisconsin Department of Justice . Such public records and student records shall only 
contain the address designated by the Wisconsin Department of Justice to serve as the student's, parent 's, or employee's address. 
(See Policy 5111 - Eligibility of Resident/Nonresident Students. Policy 8320 - Personnel Records and Policy 8330 - Student 
Records.) 

A resident may receive copies of the District's public records upon payment of a fee. In cases where the cost of locating and 
reproducing the requested record is estimated to exceed $50, the District Administrator may require advance payment of the 
estimated cost from the requester prior to fulfilling the request. The District may charge fees for the actual time spent by District 
employees in locating the record at the applicable employee's hourly rate for salary and benefits, as well as a reproduction cost 
of $0.25 per page as well as postage if applicable. The District may also charge the requester for any equipment required to fill the 
request (such as DVDs, computer disks, etc.). If payment is required, the District will calculate the actual cost and charge the 
requester. If advance payment is required, the District wi ll 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/her duties. 

Nothing in this policy shall be construed as preventing a Board member from inspecting in the performance of his/her offic ial 
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 District will follow the Wisconsin Department of Administration's gu idelines on School District record retention. 



The most recent edition of the guidelines is dated May, 2010. It may be accessed at the following web address: 

http ://publicrecordsboard . wi.qov /docview.asp?docid= 15892&1ocid = 165 

Revises 11/21/16 
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8320 • PERSONNEL RECORDS 

Maintaining accurate personnel records is critical to effective human resource management and to the Board of Education 
satisfying its legal obligations. In addition, such records frequen tly contain confidential information that must be managed 
appropriately. According ly, the Board has developed the following policy relating to personnel records. 

District Records Officer Designation and Responsibilities 

The Board designates the Business Manager as the District Record s Officer (DRO). The DRO wi ll maintain a personnel f ile, a payroll 
fil e, an I-9 file, and a medical file for each employee. The files will be maintained in separate, secure locations. Supervisors and 
other administrators should forward all personnel reco rds, I-9 records, payroll records, and medical records to the DRO to ensure 
that they are properly fil ed and maintained. Supervisors and other administrators shall not maintain fil es containing an employee's 
personnel records, payroll records, I-9 records, or medical records. The DRO will also ensure that the following personnel records, 
if applicable, are maintained in separate, secure fil es : 

A. criminal conviction history request s and reports 

B. employee assistance program records 

C. employee relations complaints including, for example, discrimination complaints 

D. investigative and deliberative records re lating to employee relations matters 

E. privileged and confidentia l communications including, but not limited to, attorney-client co mmunications 

Any indiv idua l who reviews personnel records wi ll sign and date a log , which shall be kept in a secure location. 

Content of Personnel Record Files 

The content of the fi les maintained by the District shall be determined by the DRO consistent with the requirements of State and 
Federal law and sound principles of human resource management. 

Thi rd-Party Access to Personnel Records - Confidential ity 

It is the Board's policy to respect individual privacy and to ma intain in confidence all information and records pertaining to 
employees to the extent practicable in keeping with the Board's interest. Information in an employee's personnel file, medical file, 
payroll fil e, I-9 file and all other employment-relat ed fil es will not be disclosed to any third party without an employee's written 
consent, except to meet the legitimate business needs of the Board or as required by law (e.g. subpoena or publ ic record request) . 
Further, neither the Board nor any individual employed by the Board shall access an employee's personnel record s except for 
legitimate business purposes. 

Address Confidentiality Program 



Employees who are verified participants in the Safe at Home/Address Confidentiality Program administered by the Wisconsin 
Department of Justice shal l be permitted to use their substitute assigned address for all District purposes. The Board shall on ly list 
the address designated by the Wisconsin Department of Justice to serve as the employee's address in any personnel records, 
personnel files, or staff directories. Further. the Board shall use the employee's substitute assigned address for any and all 
communications and correspondence between the Board and the employee. The employee's actual/confidential residential address 
shal l be maintained in a separate confidentia l file that is not accessible to the public or any employees without a legitimate 
purpose. The intentional disclosure of an em ployee's actual/confidential residential address is prohibited . 

Access to Personnel Documents, Employee and Designated Representative 

A. Covered Documents 

Upon the written request of an employee or former employee (the "employee"), the District shall permit the employee to 
inspect any medical records and personnel documents that are used or which have been used in determining that 
employee's qualifications for employment, promotion, transfer, additional compensation, termination or other disciplinary 
action. The employee, however, has no right to inspect the following: 

1. records relating to the investigation of possible criminal offenses committed by that employee 

2. letter of reference for that employee 

3. any portion of a test document, except that the employee may see a cumulative total test score for either a section 
of the test document or for the entire test document 

4. materials used by the District for staff management planning, including judgments or recommendations concerning 
future salary increases and other wage treatments, management bonus plans, promotions, and job assignments or 
other comments or ratings used for the District's planning purposes 

5. information of a personal nature about a person other than the employee if disclosure of the information would 
constitute a clearly unwarranted invasion of the other person's privacy 

6. records relevant to any other pending claim between the District and the employee that may be discovered in a 
judicial proceeding 

7. medical records that the District believes would have a detrimental effect on the employee 

In this instance, the District may release the medical records to the employee's physician or through a physician designated 
by the employee, in which case the physician may release the medical records to the employee or to the employee's 
immediate family. 

B. Request and Review Procedure 

The District sha ll grant at least two (2) requests by an employee in a ca lendar year, to inspect the employee's records as 
provided in this policy. 

The District sha ll provide the employee with the opportunity to inspect the employee's records within seven (7) working 
days after the employee makes the request for inspection. The inspection shall take place at a location reasonably near the 
employee's place of employment and during normal working hours. If the inspection during normal working hours would 
require an employee to take time off from work, the District may provide some other reasonable time for the inspection. In 
any case, the District may allow the inspection to take place at a time other than working hours or at a place other than 
where the records are maintained if that time or place would be more convenient for the employee. The records will be 
reviewed in the presence of the DRO or a designee. 

The employee shall not make any alterations or additions to the record nor remove any material from the record. A copy of 
the employee's request to review personnel records shall be filed in the employee's personnel file. 

C. Designated Representative 

An employee may designate a representative to inspect the employee's personnel records. The designation shall be in 
writing. The District shall allow such a designated representative to inspect that employee's personnel records in the same 
manner as the employee is permitted to inspect them under this guideline. 

D. Copy Charges 



The District wil l not charge employees who wish to copy or receive a copy of records. 

Personnel Record Correction 

If an employee disagrees with any information contained in the personnel records, a removal or correction of that information may 
be mutually agreed upon by the District and the employee. If an agreement cannot be reached, the employee may submit a 
written statement explaining the employee's position . The District shall attach the employee's statement to the disputed portion of 
the personnel record. The employee's statement sha ll be included whenever that disputed portion of the personnel record is 
released to a third party as long as the disputed record is a part of the file. 

103.1 3. Wis. Stats. 
165.68. Wis. Stats. 
The Americans with Disabi li ties Act of 1990 

© Neola 201Z~ 
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8320.01 - UNAUTHORIZED ACQUISITION OF STAFF PERSONAL INFORMATION 

The District Records Offi cer (DRO) will maintain a personnel file, a payroll file, an 1-9 file, and a medical fil e for each employee . 
The files will be maintained in separate, secure locations. The files will be maintained ( ) in paper format ( ) electronically only 
consistent with applicable law (x ) in both electronic and paper format. 

If the DRO becomes aware of the unauthorized acquisition of "Personal Information" the DRO shall make reasonable efforts to 
notify each affected staff member that their persona l information has been accessed. "Personal Information" includes the 
individual's social security number, driver's license number, State identification number, the number of financia l accounts or access 
codes, the individual's deoxyribonucleic acid (DNA) profile, or the individual's unique biometric data including fingerprint, voice 
print, retina or iris image, or any other unique physical representation. 

No such notification is required if either (a) the acquisition of data does not create a material risk of identity theft or fraud to the 
individual: or (b) the personal information was acquired in good faith by a District employee or agent, and was used only for lawful 
purposes. 

The notice shall be issued within a reasonable time, not to exceed forty-five ( 45) days after the District learns of the unauthorized 
acquisition of the personal information. The notice sha ll indicate that the District knows of the unauthorized acquisition of persona l 
information pertaining to the staff member. The notice shall be by mail or by a method the District has previously employed to 
commu nicate with the staff member. 

Required Notice for Unauthorized Acquisition of Information 

If, as the result of a single incident, the District is required to notify 1,000 or more ind ividua ls, the DRO sha ll without unreasonable 
delay, notify all consumer reporting agencies that compile and maintain fi les on consumers on a nationwide basis of the timing, 
distribution, and content of the notices sent to the staff members. 

Upon written request from a staff member who has received a notice, the District shall identify the personal information that was 
acquired . 

A law enforcement agency may, in order to protect an investigation or homeland security, ask th e Dist rict not to prov ide a notice 
for any period of t ime and the District's notificat ion process shall begin at the end of that time period. 

© Neola 201799 
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8330 - STUDENT RECORDS 

In order to provide appropriate educational services and programming, the Board of Education must collect, retain, and use 
information about indiv idual student s. Simultaneously, the Board recognizes the need t o safeguard stud ents' 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. 

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 ava il able only to students and their parents, eligible students, designated school officials who have a 
legitimate ed ucational 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 sha ll be permitted to use their substitute assigned address for all District purposes. The Board sha ll refrain 
from including the student's actual/confidential residential address in any student records or fil es (including electronic records and 
files) or disclosing the student's actual/confident ial residential address when releasing student records. The Board sha ll 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 the student (or adult student) . The student's 
actual/confidential residentia l address shall be maintained in a separate confidential fil e that is not accessible to the public or any 
employees without a leg itimate 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" 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 eligible 
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. 

A school official is a person employed by the Board as an administrator, supervisor, teacher/instructor (including substitutes), or 
support staff member (including health or medical staff and law enforcement unit personnel); a person serving on the Board; a 
person or company with whom the Board has contracted to perform a special task (such as an attorney, auditor, or medical 
consultant); a contractor, consultant, volunteer or other party to whom the Board has outsourced a service otherwise performed 
by Board employees (e.g. a therapist); or a parent or student serving on an official committee, such as a disciplinary or grievance 
committee, or assisting another school official in performing his/her tasks (including volunteers). 

"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; and 

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

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 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. (See Form 8330 F14.) 

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. (See Form 8330 F16) 

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 his/her parent, 
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 INFORMATION 

Each year the District Administrator shall provide public notice to students and their parents of the District's intent to make 
available, upon request, certain information known as "directory information." The Board designates as student "directory 
information": 

A. a student's name; 

B. photograph; 

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. 

Parents and eligible students may refuse to allow the Board to disclose any or all of such "directory information" upon written 
notification to the Board within fourteen (14) days after receipt of the District Administrator's annual public notice. Any parent or 
eligible student who refuses to allow disclosure of directory data and participates in extra-curricular activity must complete Form 
2431 Fl - Parent Acknowledgement of Risk and Release, which includes a limitation on the refusal to disclose directory information 
obtained during the course of the student's participation in extra-curricular activities. 

In accordance with Federal and State law, the Board shall release the names, addresses, 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, 
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 information," 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 information," 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, magazine, and programs providing access to low-cost literary products 

C. curriculum and instructional materials used by elementary and secondary schools 

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 the microfilm process or electromagnetic processes of reproduction 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. See Form 8330 Fl4 and Form 8330 F16 
for additional contract requirements. 

Revised 11/21/16 
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8350 - CONFIDENTIALITY 

State and Federal law requires that student education records be maintained as confidential. See Policy 8330. State law further 
exempts certain information and records from public disclosure. See Policy 8310. The Board of Education is thus obligated to take 
appropriate steps to maintain certa in information and records as confidential. Individuals who have access to student education 
records may not remove them from Board property without express permission from their building principal or supervisor. An 
individual authorized to remove student education records from school property is responsible for the safety and security of the 
records and for returning them to the e.Qistrict intact. Confidential information and records may not be disclosed except as 
authorized by Board policy and administrative guidelines. Individuals who have access to confidentia l information and records 
while employed by the Board are reminded that their legal obligation to maintain such confidences extends beyond their term of 
employment in the District and they are prohibited from releasing, disclosing, or otherwise disseminating confidential information 
or records subsequent to leaving the Board's employ. The Board directs the District Administrator to prepare guidelines concerning 
Board employees' duties to maintain certain information and records as confidential. 

When the District information identified to be confidential or exempt from disclosure under the Public Records Law, Common Law, 
Privilege Case Law, or Federa l Law, from a public agency, the District will maintain the confidentiality of said information to 
prohibit its unauthorized disclosure. The District wi ll comply with the requireme nts of the Safe at Home/Address Confidentiality 
Program administered by the Wisconsin Department of Justice . (See Policy 5111 - Eligibi lity of Resident/Nonresident Students, 
Policy 8310 - Public Records, Policy 8320 - Personnel Records and Policy 8330 - Student Records.) 

The following portions of this policy apply only to identified confidential information received from a public agency. 

In order to prohibit the unauthorized disclosure of information identified as confidential by the sending public agency, the Board 
may seek to obtain court protection by: 

A. denying requests for release of such information absent subpoena or court order; 

B. pursuing motions to quash or protective orders to prohibit unauthorized disclosure. 

When possible, the Board will att empt to notify the sending public agency of the request fo r release of such information prior to 
complying with the request. 

© Neola 201792 
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8452 - AUTOMATED EXTERNAL DEFIBRILLATORS (AED) 

The Board of Education has determined that it may enhance school safety to have an automated externa l defibrillator (AED) placed 
in building(s) within the School District. 

An AED is a heart monitor and defibrillator that: 

A. is capable of recognizing the presence or absence of ventricular fibrillation or rapid ventricular tachycardia and determining 
without intervention by an operator, whether defibrillation should be performed; 

B. charges and, at the command of the operator, delivers an electrica l impulse to an individua l's heart. 

The BeaFE:l aiFects tl~e District Administrator shall~ develop guidelines that govern AEDs, including the use of the AED, placement 
of the AED, training and oversight by a medical director or by the loca l EMS Medical Director. The Board also directs the District 
Administrator, in conjunction with the Medical Director, to review the guidelines, as appropriate. The AED device(s) will be located 
at school buildings for use by individuals with proper AED training. 

I n accordance with Wisconsin Statute 118.076(3)(b) . students in grades seven (7) to twe lve (1 2) will be provided instruction 
about automated external defibrill ators (see Policy 241 3 - Hea lth Education). Be§iARIA§ iA tRe 2911 2912 seReel yeaF stuaeAts iA 
tRe Ri§R seReel will ee eHeFea iAstructieA iA earaie13ulFAeAary resuscitatieA aAa earaieeereeral resuseitatieA, aAa will ee 13reviaea 
iAstruetieA aeeut auteFAatea external aefierillateFs. 
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Wellness Committee - DPI Wellnes Policy Builder 
8510 - WELLNESS 

The District is committed to providing school environments that promote and protect children's health, well-being and ability to 
learn by supporting healthy eating, physical activity, and a hea lthy school environment. Therefore, it is the policy of the District 
that: 

A. The District will engage students, parents, teachers, Board members, food service professionals, health professionals, and 
other interested community members in developing, implementing, monitoring, and reviewing the District-wide nutrition 
and physical activity policy and procedures. 

All students in grades Pre-K through 12 will have opportunity, support and encouragement to be physically active on a 
regular basis. 

B. The District supports and promotes a healthy school nutrition environment, which includes the following: 

1. Quality school meals with an emphasis on nutrient-dense foods 

2. Other healthy food choices 

3. Pleasant eating experience 

4. Marketing health and nutrition within the community 

5. Adherence to the District Nutrition Guidelines {refer to District Nutrition Guidelines in procedures) 

C. Schools will offer nutrition and physical education to foster lifelong habits of healthy eating and physical activity. 
Incorporating the t eaching of healthy lifestyle habits will be encouraged across the curriculum spectrum. 

D. The District assures that guidelines for reimbursable school meals sha ll not be less restri ctive than regu lations and guidance 
issued by the Wisconsin Department of Public Instruction {which complies with regulations mandated by the U.S. Secretary 
of Agriculture) 

E. The District's Wellness Policy Committee has developed action plans to include goals, strategies, person{s) responsible for 
implementation and measurements of implementation. The plan outlines interventions for nutrition education, physical 
activity, action s to maintain and foster a healthy school environment, and other school-based activities that are designed to 
promote student, staff, and community wellness. 

Lega l Child Nutrition and WIC Reauthorization Act of 2004 (Public Law 108-265) 
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8605 - USE OF ELECTRONIC WIRELESS COMMUNICATION DEVICES BY DISTRICT EMPLOYEES WHO OPERATE BOARD­

OWNED OR OPERATED VEHICLES 

Personal communication devices ("PCDs"), including PCDs equipped with ear pieces, ear buds, headsets, and/or Bluetooth, sha ll 
not be used for sending or receiving text messages, or sending or readinqFeeei't'iA!J e-mail s or any other data, anytim e t he 
operator is actively driving a District school bus or other Board -owned vehicle during the course of employment, with or without 
students on board. No driver may use a handheld mobile telephone anytime • except for direction navigation purposes. while 
operating a { x ) Board-owned vehicle { ) Board-vehicle for which a CDL is required [E ND OF OPTIONS) whil e operating a vehicle 
including any time where the vehicle is in operation even if temporarily stopped due to traffic or traffic control situation, except to 
communicate with law enforcement or other emergency services if necessa ry. 

For purposes of this policy, electronic PCDs include, but are not limited to, cellular and wireless t elephones, pagers/beepers, 
personal digital assistants (PDAs), Blackberries/Smartphones, any text-messaging device, and other WI-FI-enabled or broadband 
access devices, including computers , but does not include Cit izens Band Radio or other two-way device which is installed in the 
vehicle and communicates directly with District transportation officia ls and other District vehicles only .. 

Safety is always the priority while driving a school bus or other vehicle in the course of employment. Any deviation to the above 
policy wi ll result in disciplinary action as set forth in Board policy up t o and in cluding termination from employment. 

© Neola 20176 
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8800 - RELIGIOUS AND/ PATRIOTIC CEREMONIES AND OBSERVANCES 

The Board acknowledges that it is prohibited from adopting any policy or rule respecting or promoting an establishment of religion. 

The Board may not prohibit any student from the free, indiv idual, and voluntary exercise or expression of the student's religious 
beliefs. 

District staff members shall not use prayer, religious readings, or religious symbols as a devotional exercise or in an act of worship 
or celebration. 

Ti'le Distrlet si'lall Aet fuAetieA as a eisseffiiAatiAg ageAt fer aA't 13erseA er eutslee agcAey fer aA't religieus er aAti religleus 
eeeuffieflt, eeel<, er aftielc . Distribution of any outside organization's materials. including a request by any person wishing to 
facilitate dissemination ofstteh material s on District property may make a regueste·t afl',' 19aFty si'lall ee in accordance with Policy 
7510 and AG 7510A - Use of District Facilities and Policy 9700 - Relations with Special I nterest Groups and AG 9700A -
Distribution of Materials to Students. 

Observance of religious holidays through devotional exercises or acts of worship is also prohibited. Acknowledgment of, 
explanation of, and teaching about religious holidays of various religions is encouraged. Celebration activities involving 
nonreligious decorations and use of secular works are permitted, but it is the responsibility of all faculty members to ensure that 
such activities are strictly voluntary, do not place an atmosphere of social compulsion or ostracism on minority groups or 
individua ls, and do not interfere with the regular school program. 

The Board shal l not conduct or sanction a baccalaureate service in conjunction with graduation ceremonies. 

The Board shall not include religious invocati ons, benedictions, or formal prayer at any school-sponsored event. 

The flag of the United States shall be raised above each school and/or at other appropriate places during all school sessions, 
weather permitting. The flag shall be raised before the opening of school and taken down at its close every day. 

Professional staff members are authorized to lead students in the Pledge of Allegiance or the National Anthem at an appropriate 
time each school day. No student or staff may be compelled to recite the !:}f ledge or sing the Af::l.ational aAnthem. 

Every school in the District sha ll offer the Pledge of Allegiance or the National Anthem each school day in grades 1 through 12. 

Revises 11/21/16 
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9700 - RELATIONS WITH NON-SCHOOL AFFILIATED GROUPS 

It is the pol icy of the Board of Education that students, staff members, and District facilities not be used for advertising or 
promoting the interests of any non-school related agency or organization, public or private, without the approval of the Board or 
its delegated representative; and any such approval, shall not be construed as an endorsement of any cause or group by this 
Board . 

School District Referendum Advocacy 

This policy applies expressly t o any outside org anization's advocacy concerning School District referenda. Any such organization . 
whether advocating in favor of or in opposit ion to a referendum question must clearly identify themselves as independent of the 
School District and may not. under any circumstances. use School District logos. mascots. slogans or other such items that are 
protected by or regularly used and identified with the District. School District offi cials may not advocate for a position on a 
referendum in any manner in which such advocacy is in the individual's capacity as a School District official or may reasonably be 
perceived as such. School District officials may always provide factual information concerning any referendum question . 

A. Materials or Activiti es 

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

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

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

B. Contests/Exhibits 

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

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

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

3. interrupt the regular school program; 

4. involve any direct cost to the District; 



5. cause the participants to leave the School District. 

All contests and exhibits may take place if: 

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

b. The District Administrator has granted special permission ; 

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

C. Distribution/Posting of Literature 

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

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

D. Solicitation of Funds 

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

E. Prizes/Scholarships/Other Awards 

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

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

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

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

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

The District will periodi ca lly review the ir procedures for awarding scholarships, prizes, and other awards. This review will 
require that the District's procedure does not discriminate on the basis of sex, race, color, national origin, or di sability in 
the overall effect of t he scholarships, pr izes, and other awards given to students. 

F. Surveys and Questionnaires 

Distribution of Surveys and Questionnaires to Students is governed by Policy 2416 - Surveys, Analyses, Evaluation. 

Re•.«iseel 11/21/16 
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