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101 GENERAL DISTRICT ORGANIZATION

The organization of a school district is an important first step in the formation of a
successful school system. The school system must receive its constitutionality
and direction from legal sources. The school system deistmine the kind of
educational structure it will form. The name of the district must be established.
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Administrative Regulations for Policy 101 (General District Organization)

101-01 The legal basis for the Board of Education in the Richland School Disrict
derived from the will of the people as expressed in the Constitution of the State of
Wisconsin, in the statutes pertaining to education, and the court interpretation of
the validity of these laws and the powers implied in them. The Board, therefore,
ads as an agent of the State in developing an educational program in accordance
with the Constitution and Laws of the State.

101-02 This school district is a common district organized on alRKasis as set forth in
Wisconsin Statutes.

101-03 This school district isfficially designated as Richland School District.

101-04 The District operates on the general-BK6-8, 9-12 plan.

11/1/04



102 DISTRICT EDUCATIONAL PHILOSOPHY

In order for the Richland School District to function, it is necessary that the
philosophy of the District be established. This philosophy should contain a
Vision Statement, Belief(s), and a Mission. The philosophy wilidg the

District through the task of educating all students in the Richland School District.
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Administrative Regulations for Policy 102 (District Educational Philosophy)

10201 The Board of Education believes that the Richland School District should provide
the finest administrative, instructional, and classified staff members working in
the best physical facilities and with the finest educational materials the Board can
provide within the limitations of its available resources.

102-02 The Board of Education recogngéhat the guardianship of public education is a
trust and an obligatioh that the goals of education are fundamentally the goals of
our constitutional republic.

102-03 The Board of Education also believes the function of the educational process is to
provide eah student with the knowledge, experience, and skills best preparing
him/her to compete successfully in, and to contribute more fully to, our ever
changing society.

102-04 The Board of Education believes that the mission of the people of the Richland
School Distict is to provide educational opportunities that foster high
achievement, develop social responsibility and inspire the lifelong love of
learning through the shard involvement of the entire community.

102-05 The Board of Education adopts the following belietasments:

A. We believe all persons have the ability to learn, and our District is responsible
for maximizing the potential for each student.

B.:H EHOLHYH WKH SDUHQW LV WKH VWXGHQWY{V QXF
involvement is key to achieving sucees school.

C. :H EHOLHYH WKH TXDOLW\ DQG VXFFHVV RI RXU VF|
involvement.

D. We believe everyone is entitled to a safe school environment.

E. We believe seeking knowledge and skills is a lifelong process.

F. We believe education is portant to the future and to the quality of life.

G. We believe in developing responsibility, integrity and respect for others.

H. We believe in fostering success through structure, commitment, and
encouragement.

I.  We believe high expectations foster high achieseim

J. We believe schools are accountable to the public.

11/1/04



103 BOARD GOALS FOR THE DISTRICT

The Board of Education is responsible for establishing-tamge goals for

the District. These goals should be limited in number, reachable and
assessable. The Board directs the District Administrator or Designee to
develop administrative regulations for this policy.
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Administrative Regulations for Policy 103 (Board Goals for the District)

10301

103-02

103-03

10304

103-05

103-06

The Board shall discuss District goals every two years following the
administrative evaluation.

The Board shall edtdish District goals in February of alternative years.

The administrators shall establish goals based upon the Board established
goals by March of alternative years.

Building level goals and program goals shall be established in May of
alternativeyears.

All goals shall be presented at the Annual Meeting.

Administrators, teachers and staff shall make regular progress reports to the
Board on the established goals.

11/1/04



104

BOARD ORGANIZATION

The Board of Education will have a proportional representation board
consisting of seven (7) members. Apportionment is as follows: one (1)
member from the East Section; one (1) member from the West Section; two
(2) members fronthe City of Richland Center; and three (3) members At
Large. Board members shall meet the State Statute of Eligibility. Elections
shall be held as per State Statute.

Approved 11/1/04
Revised 9/18/06



Administrative Regulations for Policy 104 (Board Apportionment)

10401

104-02

104-03

The severmember SchddBoard is proportionately represented on an area
basis as follows:

A. EAST SECTION (Area 1):One member representing Henrietta, Orion,
Rockbridge, Richland, Buena Vista, and Willow Townships.

B. WEST SECTION (Area 2): One member representing the Village of
Boaz and the townships of Bloom, Sylvan, Marshall, Akan, Dayton,
Richwood, and Eagle.

C. CITY OF RICHLAND CENTER (Area 3):.Two members.

D. AT-LARGE (Area 4): Three (3) members (includes all property within
the boundaries of the Richland School District).

The election plan, beginning in 1972, is as follows:
1972: Two Board members elected from Area 4{4&trge).

1973: OneBoard member from Area 4 (Atarge),Onefrom Area 3 (City of
Richland Center), an@nefrom Area 1 (East).

1974: Onefrom Area 2 (West), an@nefrom Area 3 (City of Richland
Center).

Any elector of the District may be a candidate for school board membership if
he/she fulfills all of the following:

A. Is eighteen (18) years or more old;
B. Is a citizen of the United States;
C. Is aresident of the State of Wisconsin for at least six (6) months; and

D. Is a resident from the area from which he/she is a candidate for at least ten
(10) days preceding the election.

Approved 11/1/04
Revised 9/18/06



105 DISTRICT ELECTIONS

All District elections, whether for board members or elections seeking approval of
the populace of the District, will follow State Statutes. The location and time for
voting will be established by the Board if not determined layeS$tatutes. The

voting, canvass, recounts and other details will be outlined by the District

Administrator or Designee.
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Administrative Regulations for Policy 105 (District Elections)

10501

10502

10503

10504

10505

10506

10507

Each Board member of the Richland School District is elebtedballot at a
regular spring election for a thrgrear term of office.

The first Tuesday in April is the spring election at which Board members are
elected.

The School District Clerk shall receive all ballots after they have been counted
reported, and secured. Secured ballots shall be received at the School District
Central Office.

The School District Clerk shall choose two reputable citizens prior to the date of
the election who shall, with the Clerk, constitute the Board oiv@ssers. If the

Clerk is a candidate, the Clerk may not serve on the Board of Canvassers, and the
other two members of the Board shall designate a third member to replace the
Clerk £s120.06(8)(f)(1).

The Board of Canvassers shall canvass thaiefereturns, pursuant to s7.60(3),
Wis. State., insofar as applicable, starting within 24 hours after the polls close.
The canvass shall continue without adjournment until completed.
$120.06(8)(f)(2).

The Board of Canvassers shall:

A. Review tte poll/registration list to verify number of persons voting.

B. Count the number of votes reported on the tally sheet to be sure the votes are
added correctly to obtain the total votes for each candidate, and that the
number of ballots cast does not exceedlrtmber or voters.

C. Complete the Statement of the Board of Canvassers.

D. Complete the Certificate of Determination of Persons Nominated.

E. The School District Clerk shall supervise a recount, if any, pursuant to s9.01,
Wis.Stats., by the Board of Canvassery K 6HH 33URFHGXU
5HFRXQW (OHFWLRQ DYDLODEOH IURP WKH &RXQ
Board.)

F. The School District Clerk shall retain and supervise the destruction of election
materials pursuant to s.7.23,Wis.Stats., insofar ascaiybéi +5.120.06(8)(Q).

The official oath must be taken and filed with the School District Clerk on or

before taking office on the™Monday in April. The District Clerk or any person
authorized may administer the oath.

11/1/04



106 BOARD OFFICERS

The Board of Education will be organized by State Statute and the following
officers will be elected: President, Vice President, Clerk, Treasurer, and Acting
Clerk. The District Administrator or Designee will establish voting proecedad
establish duties for each officer.

11/1/04



Administrative Regulations for Policy 106 (Board Officers)

10601

106-02

The officers of the Board shall consist of a President, Vice President, Clerk,
Treasurer, and Acting Clerk.

At a meeting of the Board @ducation held on or within 30 days after the fourth
Monday in April, there shall be elected a President, Vice President, Clerk, Acting
Clerk and Treasurer to hold office for a term of one year. These elections shall be
by nomination with written ballotand the Board member receiving a majority of
the votes cast shall be declared elected.

A.

The President presides at all meetings, receives communications, signs
documents on behalf of the Board, appoints committees as necessary, and
performs all other dutgincident to his/her office as prescribed by law.

The Vice President shall chair Board meeting and otherwise fulfill the duties
of the President in case of absence or incapacity on the part of the President.

. The Clerk is responsible for recording the mewiof School Board meetings.

He/she countersigns all orders for the disbursement of District funds. He/she
signs documents requiring his/her signature. He/she gives legal notices to the
District as required from time to time, and he/she performs hératuties
incident to his/her office as required by law.

. The Treasurer is responsible for the receipt of all District monies, the

recording of all receipts and disbursements, the signing of all pay vouchers,
and the performance of such other duties aslmagquired by law.

The Acting Clerk shall perform the duties of the Clerk whenever that
individual is absent.

11/1/04



107 BOARD VACANCIES

The Board of Education occasionally will lose members because of resignation,
removal from office, or other reasons. The vacancies need replacement in an
orderly fashion and in a timely manner. The Board directs the District
Administrator or Designee to develop administrative regulations for this policy.

11/1/04



107-01

10702

107-03

107-04

107-05

Administrative Regulations for Policy 107 (Board Vacancies)

Board members may resign or be removed from office as provided in Wisconsin
Statutes 17.26. When resignation @moval from office does occur, the
remaining members of the Board shall appoint a replacement.

When a Board seat vacancy occurs, these procedures shall be followed:

A

B.

I®

. A deadline for filing a declaration of candidacy for appointment to the Board
shallbe established by the Board.
$ SXEOLF QRWLFH RI WKH YDFDQF\ VKDOO EH
newspaper.
Candidates shall file a Declaration of Candidacy with the Board by the
deadline set by the Board.
Prospective candidates shall be given gooojunity to speak on behalf of the
candidacy and be interviewed by the Board at a regular or special Board
meeting.
The remaining Board members shall vote to select the new Board member.
The vote shall be taken by roll call vote.
In case of multiple candates (more than two) the candidate receiving the
least number of votes shall be eliminated from further consideration.
. Voting shall continue until one candidate receives a majority of the votes cast.
. The candidate appointed to the vacancy shall, peratngptance and filing
the oath of office, be seated as determined by the Board.
The appointed Board member shall fill the term as per Wisconsin Statutes
17.26(2).

Filling an office position

A.

N

Absence of the president shall be filled by the vice pretid@ther office
vacancies must be filled by remaining members. Vice president and acting
clerk offices may be filled at the discretion of the Board.

Board member appointed to fill an officer position of the Board shall hold

such office until thenext organizational meeting of the Board.

o duly elected or appointed member of the Board of Education shall be excluded

from any meeting of the full Board of Education.

Board members leaving the Board shall be expected to return the books and

manuals purchased as reference materials for his/her use while serving as a Board

member.

11/1/04
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108

POWER AND DUTIES OF THE BOARD OF EDUCATION

The Board of Education provides for the needs of the district and establishes
general policies in keeping with the wishes of the citizens, the rules and
regulations of the Department of Public Instructiomg #he requirements set
forth in the Wisconsin State Statutes. The Board directs the District
Administrator or Designee to develop administrative regulations for this

policy.

11/1/04



Administrative Regulations for Policy 108 (Power and Duties of the Board aiaidn)
10801 The Board has three general duties:

A. Formulating and interpreting educational policies.
B. Delegating administrative duties.
C. Making continuous appraisal of the school system.

10802 Specific powers and duties of the Board are enumerlatéde Wisconsin
State Statutes 119.4¥B. These include management of the district; levying
taxes to support the schools; repair and use of buildings; the making of rules
and the provision of services.

10803 All district business is transactedategally constituted meeting of the Board
of Education. No member or committee has the power to act in the name of
the Board outside a legal board meeting.

10804 The Board of Education shall provide continuous appraisal of the school
system. This apprsal will be in the form of data summaries, various
assessments, and surveys to determine the comparability and effectiveness of
the District. The Board will provide for the resources for this appraisal.

11/1/04



109 AUDIT

The Richland School Board shall, at the close of each school year, employ a
licensed accountant to audit the District accounts and certify the audit. The audit
shall include all District record keeping areas required to be audited by lagv. T

Board directs the District Administrator or Designee to develop administrative
regulations for this policy.

11/1/04



Administrative Regulations for Policy 109 (Audit)

10901

10902

10903

10904

10905

The Audit shall be scheduled before September 1, unless extenuating
circumstances prevent it

The audit report will be distributed to the Board members one meeting prior to the
Audit Report being presented to the public. The accepted audit report will be
given to Members of the Board, appropriate central office staff, required financial
institutions upon request, and to the file.

The administration will bring suggestions to the Board of Education on the
necessary steps that will need to be taken to execute corrections recommended in
the audit.

The audit contract will be bid for a thryear peiod. Extensions may be
negotiated, not to exceed a total of five years.

Members of the Budget/Finance Committee will be notified of the exit interview
date, time and location.

11/1/04



110 MEETINGS

The Board of Education shall conduct its business in public. These public
PHHWLQJV VKDOO FRQIRUP WR 6WDWH 6WDWXWHYV L
The reorganized Board of Education shall set the meeting dates, times, and
locations. All meetings shall have an agenda that has been duly posted and
delivered to the Board members. The agenda shall provide a place for delegates

to address the Board. The Board directs the District Administrator or Designee to
develop administrative retations for this policy.

11/1/04



Administrative Regulations for Policy 110 (Meetings)

11001

11002

11003

11004

11005

Board meeting dates, times, and locations for the ensuing school year shall be
determined by the Board at it-oeganizational meeting on the fourth Monday in
April or within 30 days thereatfter.

The agenda is prepared for each meeting by the District Administrator in
consultation with the President of the Board. Individual Board members who
desire to have items placed on the agenda should inform the District
Administrator by won on the Monday prior to the Board meeting.

Citizens/Delegations who wish to address the Board at a meeting shall attend the
meeting and fill out the appropriate form provided at the meeting. Time will be
reserved on the agenda for citizen delegations.

At each regularly scheduled School Board meeting there will be foninbte
presentations. The Board shall establish a list and order for group presentations
within 30 days of the rerganizational meeting.

Public notice of meetings required:

A. Public notice shall be given for all meetings of the Board of Education.
Public notice shall also be given for all meetings of the Board of Education
Committees, Subcommittees, and Ad Hoc Committees. For purposes of this
VHFWLRQ WKH WHUP aRhiHnaetiQbf BéddraetberQBro X G
the purpose of exercising the responsibilities, authority, power or duties
delegated to or vested in the Board of Education.

B. Public notice shall not be required for meetings involving any of the
following:

1. Meetings fo the purpose of collective bargaining with a labor
organization; however public notice shall be given for the first meeting of
reopened labor contract negotiations and for any meeting of the Board of
Education to consider ratification of an agreementtergly reached with
a labor organization.

2. Meetings for the purpose of hearing a grievance brought under a collective
bargaining agreement between the District and a labor organization.

3. Any other meeting not requiring notice as governed by Wis. Stats.

4. Socal or chance meetings of Board members.

11/1/04



C. Public notice of meetings: who shall give the notice.

1. Where a public notice is required, the Board President shall provide such
notice.

2. Public notice of meetings may also be given by the District Admatestr
by the chairperson of any sub unit of the Board of Education for meetings
of that sub unit, or by such other persons as the President of the Board of
Education may designate from time to time.

D. Public notice of meetings: how provided.

1. Public noti@ of meetings shall be provided for publication to the official
newspaper and to the official radio station for public announcement.

2. Public notice of meeting shall be provided to any news media who have
filed a written request for such notice with the Dcdt

3. Public notice of meetings shall be posted at the District offices. An
outdoor bulletin board is provided for these notices. Notices will be
posted at each school building during the school year.

11006 All public notices of meetings shall include theléaing information:

A. The time of the meeting.

B. The date of the meeting.

C. The place where the meeting will be held.

D. The subject(s) to be considered at the meeting, subject to the following:

1. Open session: Public notice shall set forth all matters which tts®rpe
giving notice knows will be considered in any open session. General
QRWLFH SURYLVLRQV VXFK DV 3VXFK RWKHU PDW
%RDUG” PD\ EH LQFOXGHG LQ SXEOLF QRWLFHV
provision shall only permit the boatd hear matters not known to be a
subject of the meeting by the person giving notice, in order to permit
additional issues to be raised. The Board shall not take action on such
matter.

2. Closed session: Public notice of subjects to be considered in closed
session as provided in Wis.Stats.19.85(1) shall be as specific as possible;
however, notice of closed sessions shall not be so specific as to frustrate or
compromise the purpose of convening in closed session.

11007 Timing of Notice

A. Public notice of meetirgyshall be as per State Statute. Meeting agendas will
not be altered or amended after being published in the official newspaper
Notice shall be given to all Board members via US mail, falvla or phone.
Each Board member shall notityet District Office of the manner in which
they wish to be notified.

11/1/04



11008

11009

11610

11011

11012

11013

B. Public notice of meetings may be given at least two hours in advance of
convening such meetings in case of an emergency. In such cases:

1. A bona fide emergency must exidoard officers, District Administrator
or Designee shall call the emergency meeting. An emergency is defined
as an item that would be disruptive to the operation of the District and/or
would cause a significant financial impact to the budget.

2. The personresponsible for providing public notice must show, if
necessary, that it was either impossible or impractical to give at least 24
hours notice of the meeting.

3. Advance notice of closed sessions shall be required unless the closed
session is convened for @roper purpose at a properly noticed open
session, there was not contemplation of going into closed session when
notice was given, and the subject matter of the closed session is related to
a proper purpose of the open session.

Separate Notice Required

Meetings of the Board of Education or any sub unit of the Board shall be noticed
separately.

Any member of the Board may request a roll call vote.

SREHUWYV 5X0OHV Rl 2 @eldfetddceQldedid the Wad<action of
business.

On occasion,hte Board may decide to hold a meeting at a time/place different
from the usual time and place and such change will properly publicized.

Committee meeting notices shall list all members of the Committee.
Board Books

A. Board books shall consist of thalbwing:

Agenda

Past meeting minutes of the Board and Committees
Administrative and/or Committee recommendations

Supplemental material to support the agenda
Financial data

abrwnE
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11014

B. Board books shall be distributed as follows:

Seven Board members

Any candidate for board office

Five copies for central office

Unions as requested

Media as requested

One to each school building

Four copies for Building Administrators
Student Council

ONOOAWNE

C. Board books shall be ready at the same time the agenda is releaged to
public.

D. Balance sheets and general ledger and checks shall be ready at 4:00 p.m.
the Thursday before the regularly scheduled third Monday Board meeting.

The Administrative Team and staff representatives will be seated at resource
tables for Board meetings.

A. The individuals who may be seated at resource tables for Board meetings are
as follows:

1. Building Principals, Directors, and specific persons required by
Administration.

2. One instructional staff member representing each organizédtievel.
(101-04).

3. A support staff member from each union.
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111

HEARINGS

The Board of Education recognizes that some issues will require input from a
large part of the populace and that the Board may want to have a dialog with the
hearing presenters to glean as much information as possible during the hearing.
The Board directs the District Administrator or Designee to develop
administrative regulations to provide for publication of notice, format of the
hearing, time, place, location and agenda of the hearing.
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Administrative Regulations for Policy 111 (Hearig

11101

111-02

111-03

111-04

The meeting place will be a location large enough to accommodate the anticipated
crowd. The location will provide for an area for the presented to be heard with
ease.

Time will be determined on a cabg-case basis.
Each presented will stateeir name and address. Each presented may be limited
in the amount of time they will be allowed to speak. Time limits will be

established depending on number or presenters.

The hearing and agenda shall be published in the official paper, annownited o
official radio station, and posted on the District bulletin board.
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112 BOARD COMMITTEES

The Board recognizes the need to organize into smaller units for efficient
collection of data and reviewing of special issues. These small Committees allow
issues to be discussed in greater details and allow Board meetings to min mor
efficiently.  The Board shall establish committees and duties for those
committees.
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Administrative Regulations for Policy 112 (Board Committees)

11201 The Board shall act as a committee of the whole, except when special committees
are created or standing committees are established in the following areas.

Personnel and Negotiations

Buildings, Property and Transportation

Budget and Finance (committee of the whole)
Curriculum and Assessment and Public Relations
Policy

moow»

11202 Board committees shall be appointed by the Board President. The District
Administrator or designee shall serve as an ex officio member of all committees.
The Board shall poll Board members as to their @gein serving on particular
committees and if they would be interested in serving as chairman of any
committee. Every effort will be made by the Board President to meet the request
of Board members, but members must recognize that not all requests will be able
to be honored. Committee assignments will be made by the first regularly
scheduled Board meeting in May.

11203 Procedurbobjections and claims of open meeting law violations could be raised
if a quorum of the Board was participating in a committee meeting. Therefore,
members of the Board of Education may attend, but shall not be permitted to
participate in nor be paidf meetings of any committee or subcommittee of the
Board of Education unless:

A. The Board member is a member of the committee or subcommittee, or

B. A member of the Board of Education has specific advance authorization from
the Board President tattend as a substitute for an absent member of that
committee.

112-04 Each committee shall establish a minimum of one regularly scheduled monthly
meeting and that meeting shall be held if items warrant.

11205 Boardcommittees shall have no power to take action whatsoever, or to commit
the Board or District to any course of action except as specifically directed by the
Board.

112-06 Public notice shall be given foommittee meetings in accordance with Policy
110.

11207 All Board Members shall be notified by receiving a copy of the Committee

meeting agenda.

11208 Special Committees are charged with these respiitiss:
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112-09

112-10

w >

The board may form special committees for a specific function.

The Special Committees shall report to the board periodically and submit a
final recommendation.

Such committees shall be dissolved when the board feels the committee has
served iturpose.

Personnel and Negotiations Committee will do the following:

m ©O O

@m

H.

Review and recommend job descriptions to the Board for action.

Review proposed evaluative procedures and make recommendations to the
board.

Review hiring guidelines/procedures and ma&commendations to the board
accordingly.

Establish groundwork, guidelines, and direction for negotiations with all
employee groups of the District.

Recommend the attorney or negotiator to be employed by the District to assist
in drafting of contract laguage, advise the board, serve on the negotiating
FRPPLWWHH RU VHUYH DV WKH ERDUGYV VSRNHVP|
Participate in negotiation sessions.

. Meet with the total board in executive session to determine the parameters in

which the board wilallow the negotiations committee to operate.

Make recommendations on salary, fringe benefits and working conditions for
all employees.

The board president shall be a member of this committee.

Buildings, Property, and Transportation Committeel wérform the following
functions:

A.

B.

Work with the District Administrator or designee in effectively and
efficiently maintaining all School District buildings and grounds.

Work with the District Administrator or designee in preparing an annual
maintenancéudget to present to the Board.

. Work with the District Administrator or designee in developing and

recommending short and lomgnge prioritized maintenance schedules.
$QQXDOO\ WRXU DQG UHYLHZ DOO WKH 'LVWULFW T\
Work with the Distict Administrator or designee to develop and recommend

a plan to meet the present and future needs of the district.

Work with the District Administrator or designee to set up lists of usable
equipment/supplies no longer needed by the District andgartor sale of

these items annually.

. Work with the District Safety Coordinator and the District Administrator or

designee to develop and recommend a plan to keep District buildings and
grounds in compliance with State and Federal rules and mandates.

. Review bids, or have a designee review bids obtained by the School District

and make recommendations concerning the bids to the Board.
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112-13

112-14

P

o=

The chairman of the Buildings, Property, and Transportation committee shall
serve on the Tax Incremental Financing (TIHstBct Board, the Sanitary
Improvement Board, and any other Boards or commissions that may arise in
the School District.

Meet with the City Park Board as per contract to discuss and/or modify the
contract.

Evaluate District need relating to studeangportation.

Review existing and proposed bus routes and make route

recommendations to the Director of Transportation for approval.

. Review reported bus incidents, concerns and complaints after each school

guarter and report to the Board.

Meet as nesary with the bus contractor to review the present contract.

Make recommendations and prepare a presentation to the Board when a new
Transportation Contract is bid, quoted, or negotiated.

Investigate all student transportation complaints and make reccshatiaTs

for resolution.

Budget and Finance shall be a Committee of the Whole and will do the following:

A.

B.

Iom

Work with the District Administrator or designee in developing an

annual time table for budget presentation.

Review all budget drafts proposkd the District Administrator or

Designee prior to submission to the Board for approval.

Review bids, or have a designee review bids obtained by the School District
(audit, insurance, early retirement programs, etc.) and make recommendations
concerning tk bids to the Board.

Review the yearly cash flow projection proposed by the District Administrator
or designee prior to submission to the Board.

. Review the status of the income and expenditures of the operating budget with

the District Administrator or Dégnee on a regular basis. Such scheduled
review to be determined by the committee.
Consider and make recommendations to the Board on other financial matters.

. The School Board treasurer shall be a member of this committee.
. The Committee shall compile theiqritized needs lists from the other Board

Committees and present this to the Board twice a year (September and
February).

Work with the community, organizations, and businesses to find creative ways
of fundraising for new and/or expanding District pragsa

Curriculum and Assessment and Public Relations Committee will perform the
following activities:

A.

B.

Consider all longange curriculum planning and make
recommendations for curricular changes.
Review and recommend actions ongsed new courses of study.
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112-15
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Review and make recommendations relative to the instructional time
allocations at each level EC, PK 7-8, 912 in the district.

Set curriculum revision guidelines, review standards, instructional techniques

and assessment, 8§ KH\ SHUWDLQ WR WKH 'LVWULFWT{V FXU

. Review any other matter concerning curriculum referred to the committee

such as State mandates, Federal mandates, and curriculum materials not found
in traditional curriculum.

Review Board and District public reéians procedures/programs and make
recommendations.

. Study and recommend ways to improve Board communications with the staff

and the community.

Help the District Administrator prepare an annual public relations budget to
recommend to the Budget and Finamenmittee and the Board.

Help develop ways and means to assess the major public
relations/communications needs of the District.

Review and develop orientation programs for new Board members and
recommend to the Board.

Review and develop Board-service pograms and recommend for Board
approval.

Develop procedures for Board members' attendance at meetings and
conventions.

. Help the Board implement the Wisconsin Association of School Boards

accreditation program.

Encourage and promote volunteerism in theosts.

Cooperatively organize annual recognition of volunteers, retiring District
HPSOR\HHV DQG 3IULHQGYV R-tnd @¥HDWdsRQ" WKURXJ|
Actively promote positive District relations with the community through
participation in community events.

(VWDEOLVK DQG SURYLGH D 3ZHOFRPLQJ  DQG :H[L®

Policy Committee will do the following:

A.

w

o 0

m

Review and recommend to the Board policy adoptions and policy

changes to keep the District policies current and in compliance with state and
federal lav.

Review and recommend procedures to make policies readily available to
District employees, the media, and the public.

The Policy Committee shall follow Policies 120, 121, and 122 in writing and
revising new and existing policies.

Review student and athile handbooks annually and make recommendations
to the Board.

Four sections of the board policy shall be reviewed each year in an attempt to
keep them current with the needs of the District, with State Statutes, DPI
regulations and with Federal Law andesl
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113

MINUTES

The Board recognizes that the public needs to know what actions were taken by
the Board during its meetings. The actions of the Board will be reduced to
writing. These written minutes will provide communication to the public and
provide a reord for the future. The Board directs the District Administrator or
Designee to develop administrative regulations for this policy.
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Administrative Regulations for Policy 113 (Minutes)

11301

11302

11303

11304

11305

11306

Publication of Minutes

The minutes of all regular and special nregs of the School Board, except
closed session minutes, shall be published in the official newspaper of the
District.

Publication of Legal Documents

All lengthy documents (except as required by law) and matters pertaining to
personnel including contcts, salaries, and terms of employment are presented to
the Board in reports properly identified. The official minutes will not include the
content of said attachments, but will identify them by number, state the nature of
the contents, and give the actiof the Board in approving or disapproving the
item.

Preservation of Reports
All reports and/or attachments referred to in motions of the School Board shall be
preserved and made a part of the official records of the District.

Distribution of Minues

Copies of the minutes shall be prepared promptly after each meeting of the Board
and be distributed to the membership, except that lengthy items such as salary
lists or copies of other reports in the minutes may be excluded.

Closed Session Actionsiltes
Actions/Minutes from closed sessions are not a matter of public record or
available to the public until otherwise determined by the Board.

Recording Of All Meetings
All open meetings shall be recorded and the recordings shall be kept for a period
of time established by Section 19.21(6) of the Wisconsin Statutes.
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114 OFFICIAL MEDIA

At the reorganizational meeting of the Board, it shall approve one newspaper and
one radio station as its official media. The Board will cooperate with other forms
of media to assist in the communication of the District businesststo
communities. The Board directs the District Administrator or Designee to
develop administrative regulations for this policy.
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Administrative Regulations for Policy 114 (Official Media)

11401

11402

At the reorganizational meeting of the Board, a majoxibte will determine the
official newspaper and radio station of the Richland School District for that Board
term. This newspaper will carry the official notices of the District, minutes of
official business of the District and other notices requirirfgciad publication and

the radio station shall provide announcements of Board meetings.

Other forms of media may request copies of the Board or committee meeting
business upon filing an application, which will be maintained in the District
Administratie Offices.  The District Administrator is appointed official
spokesperson for the District. All communications to the media will be released
by the District Administrator.
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115 CONCERNS

The Board recognizes that individuals may have concerns about rules, procedures,
pupils or staff members. In an effort to address all concerns in a fair and
consistent manner, the Board directs the District Administrator or Designee to
dewelop administrative regulations for this policy.
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Administrative Regulations for Policy 115 (Concerns)

11501

11502

11503

11504

11505

Board members are encouraged to refer persons making concerns about rules,
procedures, pupils, or staff members to the school principals or thecDistri
Administrator, as appropriate. The administrator receiving the concern should
attempt to resolve the problem in accordance with Board Policy. Every effort
should be made to document the concern in writing. (See Concern Report Form)

If the prncipal or other administrator who received the concern is unable to
resolve the matter, he/she should turn the matter over to the District
Administrator. If the latter individual, in turn, is unable to resolve the difficulty,
the matter is to be placeefore the Board with all available data. Preferably, the
individual or group making the concern will appear at a Board meeting to present
his/her case in person.

For clarification of the concern process, see the policy on Harassment Complaint
Procedure in the 200 Series.

A copy of the concern report form will be in elementary, middle school, and high
school student handbooks and/or parent newsletters, and available in the school
offices.

Board members will receive a copy of each completncern report.
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ATTENDANCE AT PROFESSIONAL MEETINGS AND CONVENTIONS

The Board encourages its membership to attend professional meetings and
conventions that serve to increase the knowledge and ability of Board members to
perform their responsibilities and dutieExpenses in connection with the above
activities shall be borne by the District. The Board directs the District
Administrator or Designee to develop administrative regulations for this policy.

11/1/04



Administrative Regulations for Policy 116 (Attendance at é%sibnal Meetings and
Conventions)

11601 The Board President shall approve or deny all requests for attendance at
professional meetings or conventions.

11602 Board members/administrators/staff members are encouraged to share rides when
going to conventions/confereex in District owned vehicles when possible.

11603 If a District owned vehicle is available and not used, mileage will not be allowed.

11604 Expenses shall be limited to travel, convention/conference fees, meals and
lodging.

11605 Board members sitl be paid onemeeting pay for each day of attendance or day
of travel.

11606 Board members or staff that take their spouse along will pay all expenses of the

spouse. Spouses may ride in District vehicles if space is available.
11607 Board members need tomplete travel reimbursement forms for payment.
11608 Board members who do not attend a meeting for which they have registered and

fees have been paid, shall reimburse the district the amount of the fees unless
extenuating circumstances exist suclilasss, emergency or bad roads.
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117 CONFLICT OF INTEREST

The Board of Education believes that its members should avoid any conflict of
interest when involved in business procedures of the District. The Board directs
the District Administrator or Designee to develop administrativelagigns for

this policy.
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Administrative Regulations for Policy 117 (Conflict of Interest)

11701 Members of the Board shall not buy from, sell to, or in any manner become party,
directly or indirectly, to any contract to furnish supplies, materialaloor to the
School District. Certain circumstances allow collective contracts of less than
$5,000 per year without penalty of law.

11702 Board members should also avoid activity, interest, or relationship that would
create or appear to others to ceeat conflict of interest with their duties and
responsibilities as Board members.

117-03 Board members shall sign a roonflict of interest form. (Sample enclosed).
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118 COMPENSATION

Board members may be compensated for attending meetings or performing other
official District duties. The Board directs the District Administrator or Designee
to develop administrative regulations for this policy.
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Administrative Regudtions for Policy 118 (Compensation)
11801 The compensation for Board members shall be set by the Annual Meeting.
11802 Board members shall be paid for the following:

A. Attendance at Board meetings.

B. Attendance at Board committee meetings if he/sha ismember of that
committee.

C. Attendance at WASB hservice conferences and workshops.

D. Attendance at meetings to which he/she has been appointed to represent the
Board.

E. Requests to attend other meetings, conferences, or workshops may be granted
by the Board,the Board President, or in his/her absence, by the Vice

President.

11803 Mileage shall be paid for Board members driving his/her private vehicle to
approved out of District meetings and conferences if a District vehicle is not
available.

11804 Board members attenty conferences and meetings for which they will request
UHLPEXUVHPHQW DQG RU PLOHDJH VKDOO UHJLVWE
secretary.

11805 Board members will submit a meeting attendance schedule the first week

following the completion of a quarter.

11806 Board members will be paid on the™6f the month following a quarter.
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119 NEW BOARD POLICIES

The Board of Education believes that new policies should be written to ensure
the most efficient operation of the District. The Board directs the District
Administrator or Designee to develop administrative regulations for this

palicy.
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Administrative Regulations for Policy 120 (New Board Policies)

11901

11902

11903

11904

11905

11906

A proposed policy may be presented in writing to the Policy Committee by an
individual, board member, a special committee or by the district administrator.

The Policy Committe will present the new policy to the Board of Education.

The Board of Education will read the new policy at a minimum of two regular
board meetings.

Changes to the proposed new policy may be incorporated into the proposed
policy by a mgority vote of the Board.

If changes are made to the new policy at a board meeting, then the policy must
be read in at least one more meeting without any changes in order to receive
final approval.

Approved new policies will become effeat thirty (30) days following the
final approval taken at a board meeting.

11/1/04



120

ADMINISTRATIVE REGULATIONS

The Board recognizes the need for administrative regulations to provide a smooth
implementation of Board Policy. These regulations shall be developed by the
District Administrator or Designee in a timely manner, and apmmoby the
Board. The Administrative Regulations shall reflect the discussion and input
from the Board and Administration during the policy development process. The
Board directs the District Administrator or Designee to develop administrative
regulationdor this policy.
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Administrative Regulations for Policy 120 (Administrative Regulations)

12001

12002

12003

12004

120-05

120-06

12007

The District Administrator or Designee will develop Administrative Regulations
for Board Policy following the first reading approval of a policy by the Board.

The Administrative Regulations shall reflect the discussion and input from the
Board and Administration during the policy development process.

The Administrative Regulations should be consistent and easy to understand.
The District Administraar or Designee will develop proposed Administrative
Regulations within 15 days to be submitted to the Policy CommitteseWaw

andinput, unless otherwise instructed by the Policy Committee or Board action.

After review by the Policy Committee the Admstrative Regulations shall be
submitted to the Board for final approval by a majority vote.

Administrative Regulations can be amended by taking the amendments to the
S3ROLF\ &RPPLWWHH IRU UHYLHZ DQG E\ VXBPLWWLQ.
to the Board for final approval by a majority vote.

The approved Administrative Regulations will become effective following the
second reading by the Board.
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121 MODIFYING BOARD POLICIES

The Board of Education, as the policy setting body of the Richland School
District, believes policies should be reviewed and modified on a periodic
basis. The Board directs the District Administrator or Designee to develop
administrative regulations for this policy.
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Administrative Regulations for Policy 121 (Modifying Board Policies)

121-01 Any policy of the Board may be suspended, amended or repealed by a
majority vote of the entire membership at a meeting, providing ghat
notice of the proposed change has been given to each Board member in
advance of the meeting during which the action is to be considered.

121-02 Any existing policy may be sent to the Policy Committee for review.

121-03 The Policy Committee will dcuss the current policy and modify the policy if
the committee feels it is necessary.

121-04 7KH 3ROLF\ &RPPLWWHHIYV UHFRPPHQGDWLRQ ZLOO E
regularly scheduled board meeting for action.

121-05 The approved modified policy will lseme effective immediately following
the board meeting.
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122 LEGAL SERVICES FOR THE DISTRICT

The Board, from time to time, will need to seek the opinion and advice of legal
counsel. Different legal counsel will represent the Board in their level of
expertise. The Board supports that on occasions the adioistwill need and

VHHN OHJDO UHSUHVHQWDWLRQ VHSDUDWH IURP WK
the District Administrator or Designee to develop administrative regulations for

this policy.
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Administrative Regulations for Policy 122 (Legal Services Hae District)

12201

122-02

122-03

122-04

At the reorganizational meeting, the Board shall appoint an attorney and/or law
firm to serve as general legal counsel to the District on matters relating to school
law and school operations.

Legal advice shall be obtaiMeequested only by the Board President, the District
$GPLQLVWUDWRU RU WKH 'LVWULFW $GPLQLVWUD!'
authorized by Board action.

The District Administrator or School Board President may seek legal advice from
other attorngs or law firms as he/she deems is in the interest of the District.

When the District Administrator or Board President concludes that unusual types
or amount of professional legal services may be required, the Board directs the
District Administraor or Board President to advise the Board and seek
authorization for such unusual legal service.
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123

ATTENDANCE AT COMMITTEE MEETING BY NONCOMMITTEE
MEMBER

The Board of Education encourages all Board members to attend meetings of
committees on which they do not sit as members. Board members shall attend for
purposes of gathering information, notlhe an active part of every committee.
The Board directs the District Administrator or Designee to develop
administrative regulations for this policy.
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Administrative Regulations for Policy 123 (Attendance at Committee Meeting by Non
Committee Members)

12301

12302

12303

12304

12305

The purpose of namembers attending committee meetings shall be limited to
gathering information, discussion, and/or related purposes.

All Board Committee Meetings (except meetings of the whole) shall have the
following highlighted ntice at the bottom and/or top of the meeting notice.

NOTICE IS HEREBY GIVEN THAT THE SCHOOL BOARD
MEMBERS WHO ARE NOT MEMBERS OF THIS COMMITTEE
MAY ATTEND THIS MEETING SO AS TO CONSTITUTE A
QUORUM OF THE BOARD OF EDUCATION. ANY SUCH BOARD
MEMBER ATTENDANCE WILL BE FOR INFORMATION

GATHERING, DISCUSSION, AND/OR RELATED PUPOSES AND
WILL NOT RESULT | THE DIRECT DECISIONMAKING BY THE

BOARD OF EDUCATION AT THE COMMITTEE MEETING.

Committee Chairpersons are responsible for maintaining appropriate aagions
norrcommittee member Board members in attendance.

Committee Chairpersons shall report to the Board President angonamittee
members who do not comply with this policy.

Any non-committee board member who fails to act within the framewotkef

Wisconsin Open Meeting Law may, by a majority vote of the Board, be excluded
from attending norassigned committee meetings for a period of three months.
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124 ADDRESSING THE BOARD AT BOARD MEETINGS

The Board of Education believes every resident of the Richland School District
should have the opportunity to publicly address the Board at open Board
meetings. The Board directs the District Administrator esibnee to develop
administrative regulations for this policy.
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Administrative Regulations for Policy 124 (Addressing the Board at Board Meetings)

12401

12402

12403

12404

12405

Regularly scheduled Board meetings shall have an item on the agenda called
public comment. This tie will be set aside for anyone wishing to speak to the
Board of Education concerning any issue.

Time limits may be established by the presiding officer.

Persons speaking during public comment need not register with the presiding
officer of the meeting.

Persons wishing to address an agenda item should register with the presiding
officer of the meeting and a form will be provided.

Board of Education members may NOT comment on any public comment even
though permitted tdo so by law.
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125 CLOSED SESSION
The Board of Education is concerned that the conditions and confidentiality of the

closed session be maintained. The Board directs the District Administrator or
Designee to develop administrative regulations for this policy.
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Administrative Regulations for Policy 125 (Closed Session)

12501 The Board will only go into closed session as allowed by State Statute.

12502 The Board President and District Administrator will be the only District officials
inviting or granting permission to andividual to attend a closed session of the
Board.

12503 The purpose of a closed session is to provide confidentiality of specific

deliberation of the Board.

11/1/04



126 BOARD OFFICER SIGNATURE ON CONTRACTS

7KH %RDUG Rl (GXFDWLRQ UHFRJQL]JHV WKH QHHG
signatures on various documents and various forms. The Board directs the
District Administrator or Designee to develop administrative reguia for this

policy.
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Administrative Regulations for Policy 126 (Board Officer Signature on Contracts)

12601

126:02

126-03

126-04

126-05

126-06

126:07

126-08

The Board President, Clerk and Treasurer will hsigah all contracts authorized
by action of the Board of Education, or use a computer félesohthe signatures.

The digitized Board signatures will be used on invoice checks.
The digitized Board signatures will be used on payroll checks.

7KH 'LVWULFW &OHUN LV DXWKRUL]JHG WR VLJQ DOC
signature.

The District Administrator is authorized to sign documents of ownership or
documents requiring signature during negotiation of various contracts approved
by the Board.

The Business Official is authorized to sign as the offidedignee in the absence
of the District Administrator.

The Business Official and the Bookkeeper are authorized to sign for daily
transactions of financial activity.

In situations where the officers of the Board do change, the old pldigitized
signature may be used until the new one arrives.
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127 YEARS OF EMPLOYMENT AWARD

The Board of Education understands that many individuals contribute to the
success of a school district. One way the Board may recognize the employees of
the district is by acknowledging the many years of employment wéldistrict.

The Board directs the District Administrator or Designee to develop
administrative regulations for this policy.
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Administrative Regulations for Policy 127 (Years of Employment Award)

12701

127-02

127-03

127-04

127-05

127-06

Employees who have worked for the district 10, 26, 25, 30, 35 or 40 years of
continuous employment will be eligible to receive an award.

Eligibility is determined by using the official hire date for permanent employment
when approved by Board action.

September Lwill be the dated determine the years of employment.

Each eligible recipient will receive a certificate and a pin showing appropriate
number of years of employment.

The award will be bestowed at the Board meeting in December.

Each recipient wilbe sent a letter of invitation to the December meeting.
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128 BOARD MEMBER ELECTRONIC MAIL

The Board of Education recognizes that electronic man#é) is an efficient

DQG FRVW HIIHFWLYH PHWKRG E\ ZKLFK WR FRPPXQL
some cases, be considered violations of Wisconsin Open Me¢tavg The

Board directs the District Administrator or Designee to develop administrative
regulations for this policy.
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Administrative Regulations for Policy 128 (Board Member Electronic Mail)

12801

12802

12803

12804

12805

12806

E-mail may be used by the board only for the purpzfseommunicating the
following matters:

A. Messages between board members or between board members and
employees that do not involve interactive exchange of opinions
constituting discussion, deliberation or decisioaking on subjects within
thereaimof theE RDUGV DXWKRULW\

Possible meeting agenda items between the district administrator and the
board president.

A board meeting agenda or public record information concerning items on
the agenda.

Requests for public record information pertaining to distjetrations.
Responses to questions posed by members of the public, administrators or
school staff.

w

mo O

Under no circumstances shall board members umsailein the following
manner:

A. To interactively communicate among themselves regarding lbosidess

RQ VXEMHFWYVY ZLWKLQ WKH ERDUGYTVY UHDOP RI DXV
B. To communicate in a way that could be considered an invasion of privacy

if the messages were to be monitored by another party.

Board members will be provided ama&il account on thdistrict server.
These accounts will be managed and archived by the district.

OfficialeePDLO WR ERDUG PHPEHUV ZLOO EH VHQW WR W]
GLVWULFW VHUYHU DQG ZLOO EH FRSLm& WR WKH
account upoiheir request. Replies temeail messages by board members are

expected to be made via the district email system, which allows the district to

archive the return message.

The board members are strongly encouraged to use their distrat e

acounts rather than their private ones. In the event messages are received at
their private accounts, the board member is expected to forward it to their
district email account and reply via the distriehwail server.

Board members are cautionit failure to follow email protocol means

they accept personal responsibility for noncompliance with the Wisconsin
Public Records Law.

11/1/04



RICHLAND SCHOOL DISTRICT
26221 Starlight Lane, Suite A
Richland Center, WI 53581

POLICY 128 +BOARD MEMBER ELECTRONIC MAIL

| hereby acknowledge | have read the Summary of Policy 128 as listed below and will
abide by such policy.

1. E-mail may be used by the board only for the purpose of communicating the
following matters:

F. Messages between board members or éetwboard members and
employees that do not involve interactive exchange of opinions
constituting discussion, deliberation or decisinaking on subjects within
WKH UHDOP RI WKH ERDUGYYVY DXWKRULW\

G. Possible meeting agenda items between the district adratoisand the
board president.

H. A board meeting agenda or public record information concerning items on
the agenda.

I.  Requests for public record information pertaining to district operations.

J. Responses to questions posed by members of the public, adabdmgsbr
school staff.

2. Under no circumstances shall board members umsailein the following
manner:

C. To interactively communicate among themselves regarding board business
RQ VXEMHFWYV ZLWKLQ WKH ERDUGYVY UHDOP RI DXV

D. To comnunicate in a way that could be considered an invasion of privacy
if the messages were to be monitored by another party.

3. Board members will be provided asm&il account on the district server.
These accounts will be managed and archiveith&ylistrict.

4. OfficalePDLO WR ERDUG PHPEHUV ZLOO EH VHQW WR WI
GLVWULFW VHUYHU DQG ZLOO EH FRSL-m& WR WKH
account upon their request. Repliestm&l messages by board members are
expected tde made via the district email system, which allows the district to
archive the return message.

11/1/04



5. The board members are strongly encouraged to use their distrait e
accounts rather than their private ones. In the event messages are received at
their pgivate accounts, the board member is expected to forward it to their
district email account and reply via the distrieh®ail server.

6. Board members are cautioned that failure to follenvagl protocol means

they accept personal responsibility forncompliance with the Wisconsin
Public Records Law.

Date

Signature

Position

11/1/04
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201 ADMINISTRATIVE PERSONNEL

The Board of Education may employ a school district administrator, business
official, school principals and other assistants it determines necessary to manage
the school district as per board, State and Federal regulatibms.Board directs

the District Administrator or Designee to develop administrative regulations for
this policy.

9/19/05



Administrative Regulations for Policy 201 (Administrative Personnel)

201-01

201-02

201-03

The District Administrator is responsible for administering aneésuging the

district operations. He/she will recommend to the Board the other administrative
and supervisory positions that are needed to operate the district effectively and
efficiently.

A. The Board is responsible for appointing the district administi@ta regular
or special board meeting.

B. The job description will outline the qualifications, responsibilities and contract
for the position of District Administrator.

C. The Board shall evaluate the District Administrator and set goals on a yearly
basis. Such evaluation shall be completed prior to November 30 each year, be
in writing and discussed with the District Administrator.

The Business Official is responsible for administering and supervising the budget,
accounts receivable and accounw@yable. This individual administers the
transportation contract and supervises the facilities and school food service
programs. He/she will make recommendations to the district administrator as to
the needs of the various departments.

A. The job descriptio will outline the qualifications, responsibilities and contract
for the position of Business Official.

B. The District Administrator will recommend a qualified candidate to the Board
when a vacancy occurs.

C. The District Administrator shall evaluate the Bwess Official and set goals
on a yearly basis. Such evaluation shall be in writing, discussed with the
individual and completed prior to February™éach year.

The High School Principal is responsible for administering and supervising the
high school. This individual will make recommendations to the district
administrator as to staffing, curriculum,-corricular and budget needs of the
high school.

A. The job description will outline the qualifications, responsibilities and the
contract for theosition of High School Principal.

B. The District Administrator will recommend a qualified candidate to the Board
when a vacancy occurs.

9/19/05



201-04

201-05

201-06

C. The District Administrator shall evaluate the High School Principal and set
goals on a yearly basis. Such evaluatiballsbe in writing, discussed with
the individual and completed prior to February #ach year.

The High School Assistant Principal is responsible for student discipline, pupil
attendance, and amurricular activities and other such duties asgaesi by the
high school principal. The High School Assistant Principal will make
recommendations to the high school principal for those areas assigned.

A. The job description will outline qualifications, responsibilities and the contract
for the position oHigh School Assistant Principal.

B. The District Administrator will recommend a qualified candidate to the Board
when a vacancy occurs.

C. The High School Principal and the District Administrator shall evaluate the
High School Assistant Principal and set goain a yearly basis. Such
evaluation shall be in writing, discussed with the individual and completed
prior to February 18each year.

The Middle School Principal is responsible for administering and supervising the
middle school. The individual willmake recommendations to the district
administrator as to the staffing, curriculum;aaricular and budget needs of the
middle school.

A. The job description will outline qualifications, responsibilities and the contract
for the position of Middle Schoolrfacipal.

B. The District Administrator will recommend a qualified candidate to the Board
when a vacancy occurs.

C. The District Administrator shall evaluate the Middle School Principal and set
goals on a yearly basis. Such evaluation shall be in writingusked with
the individual and completed prior to February #ach year.

The Elementary Principal is responsible for administering and supervising the
elementary building(s) assigned. The individual will make recommendations to
the district administitor as to the staffing, curriculum,-carricular and budget
needs of the building.

A. The job description will outline qualifications, responsibilities and the contract
for the position of Elementary Principal.

9/19/05



201-07

201-08

The District Administrator will recommendaqualified candidate to the Board
when a vacancy occurs.

The District Administrator shall evaluate the Elementary Principal and set
goals on a yearly basis. Such evaluations shall be in writing, discussed with
the individual and completed prior to Febrpas" each year.

The Elementary Coordinator is responsible for administering and supervising
districtwide programs for the elementary level. The individual will make
recommendations to the district administrator as to staffing, curriculum, co
curricular and budget needs of the elementary level.

A.

The job description will outline qualifications, responsibilities and the contract
for the position of Elementary Coordinator.

The District Administrator will recommend a qualified candidate to the Board
when a vacancy occurs.

. The District Administrator shall evaluate the Elementary Coordinator and set

goals on a yearly basis. Such evaluations shall be in writing, discussed with
the individual and completed prior to February #ach year.

Special Eduation Director is responsible for administering and supervising the
special education programs and department for the district. The individual will
make recommendations to the district administrator as to staffing, curriculum and
budget needs, as well &eseping the district in compliance with the State and
Federal mandates, rules and regulations.

A.

The job description will outline qualifications, responsibilities and the contract
for the position of Director of Special Education.

The District Administratowill recommend a qualified candidate to the Board
when a vacancy occurs.

. The District Administrator shall evaluate the Special Education Director and

set goals on a yearly basis. Such evaluations shall be in writing, discussed
with the individual and @mpleted prior to February T®ach year.

9/19/05



202 SUPERVISORY PERSONNEL

The Board of Education may employ Ronion supervisors to oversee the
departments, programs and staff assigned to them. The Board directs the
District Administrator or Designee to develop administrative regulations for
this pdicy.

9/19/05



Administrative Regulations for Policy 202 (Supervisory Personnel)

202-01

202-02

202-03

The Director of Operations and Maintenance is responsible for administering
DQG VXSHUYLVLQJ WKH GLVWULFWY{V EXLOGLQJV
of Operations and Eintenance will make recommendations to the Business
Official as to the staffing, budget and physical needs to properly and
efficiently maintain and operate all district facilities and related equipment.

A. The job description will outline the qualificatignsesponsibilities and
terms of employment for the position of Director of Operations and
Maintenance.

B. The District Administrator, after consulting with the Business Official,
will recommend a qualified candidate to the Board when a vacancy
occurs.

C. The Business Official shall evaluate the Director of Operations and
Maintenance and set goals on a yearly basis. Such evaluation shall be
completed prior to February 1%ach year, be in writing and discussed
with the employee.

The Food Service Director isgponsible for administering and supervising

the district food service programs in all buildings. The Food Service Director
will make recommendations to the Business Official as to the staffing, budget
and program needs in order to have a financiallypeddent program.

A. The job description will outline the qualifications, responsibilities and
terms of employment for the position of Food Service Director.

B. The District Administrator, after consulting with the Business Official,
will recommend a qualifiedccandidate to the Board when a vacancy
occurs.

C. The Business Official shall evaluate the Food Service Director and set
goals on a yearly basis. Such evaluation shall be in writing, discussed
with the individual and completed prior to February £ach yea

The Instructional Technology Coordinator is responsible for administering

and supervising the technology programs and equipment for the entire district.
This individual will make recommendations to the district administrator as to
staffing, program @ad budget needs of the Information Technology (IT)
Department.

A. The job description will outline the qualifications, responsibilities and the
contract for the position of Instructional Technology Coordinator.

9/19/05
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B. The District Administrator will recommend a ajified candidate to the
Board when a vacancy occurs.

C. The District Administrator shall evaluate the Instructional Technology
Coordinator and set goals on a yearly basis. Such evaluation shall be in
writing, discussed with the individual and completeaptd February 18
each year.

9/19/05



203 MANAGERIAL PERSONNEL

The Board of Education may employ Ronion or union people who assist
administrators or supervisors in carrying out expectations of the building,
department, program or curricular content area to which the individual is
assigned The Board directs the District Administrator or Designee to develop
administrative regulations for this policy.

9/19/05



Administrative Regulations for Policy 203 (Managerial Personnel)

20301 Elementary Lead Teacher is responsible for the building assigned. He/she
will make recommendations to the building level administrator as to the needs
of the building, the staff or the pupils.

A. The job description will outline the qualifications, responsibilities and
terms of employment for the position of Elementary Lead Texach

B. The District Administrator, after consulting with the elementary
administrators, will recommend a qualified candidate to the Board when a
vacancy occurs.

C. The Elementary Principal shall evaluate the Elementary Lead Teacher on a
yearly basis. Such ekmtion shall be completed prior to February"15
each year, be in writing and discussed with the employee.

20302 Coordinators are responsible for the specific curricular area assigned, which
may be Stateequired or districtequired. The duties are secondaryature
WR WKH LQGLYLGXDOfV SULPDU\ MRE VXFK DV W
recommendations to the administrator as to the current status, trends and the
needs of the specific area assigned.

A. The job description will outline the qualifications, respibilities and
terms of employment for the position of Coordinator.

B. The District Administrator, after consulting with the appropriate
administrator, will recommend a qualified candidate to the Board when a
vacancy occurs.

C. The appropriate administratorahevaluate the Coordinator on a yearly
basis. Such evaluation shall be in writing, discussed with the individual
and completed prior to May'each year.

D.ReDSSRLQWPHQW WR WKH SRVLWLRQ LV VXEMH
recommendation, and shall be apged by the Board.

20303 The Computer Network Manager is responsible for maintaining the district
computer and network systems. The individual will make recommendations
to the District Administrator as to the staffing and physical needs of the
G LV WU L Ht&Y §nd rfre®veriSso the system will remain in good repair.

A. The job description will outline the qualifications, responsibilities and
terms of employment for the position of Computer Network Manager.

9/19/05



B. The District Administrator, after consulting with thestructional
Technology Coordinator, will recommend a qualified candidate to the
Board when a vacancy occurs.

C. The District Administrator shall evaluate the Computer Network Manager

on a yearly basis. Such evaluation shall be in writing, discussed with th
individual and completed prior to February"é&ach year.

9/19/05



204 EMERGENCY CHAIN OF COMMAND

The Board of Education believes a clear emergency chain of command will
insure the continuous smooth operation of the District in the absence of an
administrator. The Board directs the District Administrator or Designee to

develop administrative regulations for this policy.

9/19/05



Administrative Regulations for Policy 204 (Emergency Chain of Command)

20401 If an emergency occurs in the school district while the District Administrator
is absent from the District or incapacithtéhe administrator with the most
seniority and who possesses a valid district administrator license shall be in
charge of the district.

20402 ,] OR RWKHU DGPLQLVWUDWRU SRVVHVVHV D YDOLG (
the chain of command sh&le as follows:

District Administrator

Business Official

High School Principal

Middle School Principal

Elementary Coordinator

Elementary Principal

Special Education Director

High School Assistant Principal

Director of Operations and Maintenance

TIOMMODO®m>

20403 The District Administrator may appoint an administrator prior to his/her
absence, with the rest of the chain of command following in order as
previously listed.

9/19/05



205 ADMINISTRATIVE CONTRACTS

The Board of Education shall provide a written contract for each
administrator. The contract shall stipulate terms of the compensation. The
Board directs the District Administrator or Designee to develop administrative
reguations for this policy.
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Administrative Regulations for Policy 205 (Administrative Contracts)

20501 Administrative contracts shall be provided to the district administrator
(superintendent of schools), a business official, school principals, assistants
such persons and other administrative staff the Board considers necessary to
the operations of the school district.

20502 The term of the contract may not exceed two years, however a contract for a
term of two years may provide for one or more esi@ms of one year each.

20503 Nothing in this policy shall prevent the Board from annually extending an
existing administrative contract as long as the existing contract and contract
extension does not exceed an employment period exceeding thyearS)n
length at any one time.

20504 After two contract modifications an entirely new contract will be prepared that
incorporates all previously agreed upon modifications.

20505 Wisconsin Statutes 118.24 shall govern-nemewal or discharge ah
DGPLQLVWUDWRUYYV FRQWUDFW

20506 The contract shall remain current with State Statutes.

20507 Salary and benefits will be agreed to prior to July 1 each year.

9/19/05



206 ADMINISTRATIVE FRINGE BENEFIT COMPENSATION

The Board recognizes that benefits are part of a compensation package that allows
the District to be competitive in administrative compensation. The Board directs
the District Administrator or Designee t@wklop administrative regulations for

this policy.

9/19/05



Administrative Regulations for Policy 206 (Administrative Fringe Benefit Compensation)

20601 Administrators shall be eligible for all the fringe benefits granted the certified
staff.
206-02 The Board shall estakl and approve administrative fringe benefit packages.
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207

EARLY RETIREMENT *ADMINISTRATION

The Board of Education recognizes the benefit of early retirement to both the
District and its administrative staff. Administrators who have served the Richland
School District for a continuous period as administeastaff, may retire at the

age of 55 and receive benefits a per the administrative regulations established.
$IWHU D UHYLHZ RI WKH DGPLQLVWUDWRUYfV UHTXHV
be considered by the Board. The Board directs the Digudaohinistrator or

Designee to develop administrative regulations for this policy.

Approved 7/1/98
Revised 1/17/00
Approved 10/15/01
Approved 9/19/05



Administrative Regulations for Policy 207 (Early RetireraAdiministration)

207-01

207-02

207-03

207-04

207-05

207-06

207-07

207-08

An administrator, who has served the Richland School District for a period of 15
or more years, may retire at age 55 and receive benefits as per the Early
Retirement Policy and regulations.

For the purpose of determining the school year in which the employee will reach
the age of 55, the fiscal year shall be defined as extefidingJuly 1 of one year
through June 30 of the next calendar year.

A sum not to exceed $18,000 per year for five (5) years shall be paid to the retiree
in twenty-four (24) payments annually.

The retiree may participate in the District health insuranae at his/her own
expense until such time as the retiree is eligible for Medicare or other Federal
insurance benefits.

In an instance where one spouse elects to retire and the other continues
employment with the School District, they must select from afrthe following
options:

A. The retiree has single health insurance and the employee has single health
insurance.

B. The employee has family health insurance and the retiree is listed as the
spouse.

In the case of death, the payments shall be terminatechathdbe prorated for the
year of death.

An administrator who desires to participate in this program shall make application
not later than the first day of March prior to the employment year in which the
administrator plans to begin their retirerheffhe Board reserves the right to limit
the total number of applications granted to one (1) per year.

This policy and administrative regulations shall be reviewed every two years.

Approved 7/1/98
Revised 1/17/00
Approved 10/15/01
Approved 9/19/05



208 RESIGNATION OF ADMINISTRATIVE PERSONNEL

The Board of Education recognizes that on occasion an administrator will
need to sever employment with the Richland School District. The Board
directs the District Administrator or Designee to develop admatige
regulations for this policy.

9/19/05



Administrative Regulations for Policy 208 (Resignation of Administrative Personnel)

20801

20802

Resignations at the end of a contract shall be in writing, signed by the
administrative personnel, and directed to the Distfidiministrator. The
District Administrator shall request Board action on the resignation for record
keeping purposes.

Resignations requested during the term of the contract shall be in writing,
signed by the administrative personnel requestingetease from contract,
and directed to the District Administrator. The District Administrator will
refer the request to the Board with a recommendation for action. Liquidated
damages fees may be assessed as per the administrative contract.

9/19/05
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251

PUBLIC ACCESS TO RECORDS

The Board of Education shall allow persons to have access to School District
records in accordance with this Policy and administrative regulations, and in
accordance with the Law. The District Administrator is designated asdhaé |
custodian of records for any School District authority. The Business Official is
the designated legal custodian for records of financial affairs. The Board directs
the District Administrator or Designee to develop administrative regulations for
this policy.

5/15/6



Administrative Regulations for Policy 251 (Public Access to Records)

25101

251-02

251-03

251-04

251-05

251-06

251-07

251-08

251-09

The legal custodian shall safely keep and preserve records of the authority and
shall have full legal power to render decisions and carry out duties related to those
public reords maintained by an School District authority.

7KH OHJDO FXVWRGLDQ LV DXWKRUL]JHG DQG HQFRX
legal counsel in determining whether to deny access to a record in whole or in

part. Any unknown request of records will viewed by the School District

Attorney at a rate of $100 per hour, with a-odneur minimum.

Public records may be inspected, copied, and/or abstracted at any time during
established District Office hours.

The legal custodian may establish fees in ataoce with the law. A list of such
fees shall be made available at the District Office.

A public records notice shall be displayed in the designated locations throughout
the District.

Authority means any of the following having custody of a record:

TheSchool Board

Committees

The School Board President
The School Board Vic®resident
The School Board Clerk

The School Board Treasurer

TmooOw>

Legal custodian means any person or position designated by this Board or
otherwise designated by Law to carry out respmiitees under this Policy and
the Public Records Law.

Record means any material on which written, drawn, printed, spoken, visual or
electromagnetic information is recorded or preserved, regardless of physical form
or characteristics, which has been tedaor is being kept by an authority. Record
includes, but is not limited to: handwritten, typed or printed pages, maps, charts,
photographs, films, recordings, tapes (including computer tapes) and computer
printouts.

Record does not include drafts, @stpreliminary computations and like materials
SUHSDUHG IRU WKH RULJLQDWRUfVY SHUVRQDO XVH
name of a person for whom the originator is working; materials which are purely
the personal property of the custodian and haoerelation to his/her office;
materials to which access is limited by copyright, patent, or bequest; and
published materials in the possession of an authority other than a public library
which are available for sale, or which are available for inspecttoa public
library.

5/15/6



251-10

251-11

251-12

251-13

251-14

251-15

251-16

Custody And Delivery Of Official Property

Except as provided under 208, each office and employee of the School District
shall safely keep and preserve all records received from his/her predecessor or
other persons and required bgv to be filed, deposited, or kept in his/her office

or which are in the lawful possession or control of which he/she or they may be
lawfully entitled as such officers or employees.

The legal custodians of records will designate one or more deputiesa® lagal
custodian of such records in his/her absence or otherwise required to respond to
requests for records.

The legal custodians have the full legal power to render decisions and carry out
duties of the authorities identified in 2B1. The desigrieon of a legal custodian

does not affect the powers and duties of an authority under the Public Records
Law.

Public Access To Records
Except as provided in 2517, any person has a right to inspect a record and to
make or receive a copy of any recorcpasvided in Wis.Stats.19.35(1).

A requester shall be permitted to use facilities available to School District
employees to inspect a record.

The legal custodian(s) may require supervision of the requester during inspection
or may impose other reasonabdstrictions on the manner of access to an original
record if the record is irreplaceable or easily damaged.

A requester will be charged a fee for the cost of copying and locating records as
follows:

A. The fee for photocopying will be 20 cents per page.

B. If the form of a written record does not permit copying, the actual and
necessary cost of photocopying and photographic processing will be charged.

C. The actual full cost of providing a copy of other records not in printed form on
paper, such as film, computerintouts and audio or videotapes, shall be
charged.

D. If mailing or shipping is necessary, the actual cost thereof shall also be
charged.

E. There shall be no charge for locating a record unless the actual cost therefore
exceeds $50, in which the actual ca$tall be determined by the legal
custodian and billed to the requester.

F. The legal custodian will estimate the cost of all applicable fees and may
require a cash deposit adequate to assure payment, if such estimate exceeds
$5.

G. The legal custodian may proedcopies of a record without charge or at a
reduced charge where he or she determines that waiver or reduction of the fee
is in the public interest.

5/15/6



251-17 Access Procedures
A request to inspect or copy a record shall be made to the legal custodian
deputy in  writing. The request shall be deemed sufficient if it reasonably
describes the requested record or the information requested. However, a request
for a record without a reasonable limitation as to subject matter or length of time
representa by the record does not constitute a sufficient request. No request may
be refused because the person making the request is unwilling to be identified or
to state the purpose of the request. However, if the record is kept at a private
residence, or ifecurity reasons or Federal Law so dictates, identification may be
required. Mail requests may not be denied unless a fee prepayment is required.

251-18 Each legal custodian, upon request for any record, will as soon as practicable and
without delay, e WKHU ILOO WKH UHTXHVW RU QRWLI\ WKH U
denial.

251-19 A request for a record may be denied as provided in-(Z%1 All requests will

be in writing. If a request is denied in whole or in part, the requester shall receive
a wiitten statement of the reasons for the denial. Written denials must include a
statement informing the requester that the denial may be reviewed by a court by
mandamus under Wis.Stats.19.37(c), or upon application to the attorney general
or a district #orney.

251-20 Limitation On The Right To Access
As provided by Wis.Stats.19.36, the following records are exempt from disclosure
under these procedures:

A. Records specifically exempted from disclosure by State or Federal Law or
authorizedto be exempted from disclosure by State Law. Pupil records are
exempted as provided by Wis.Stats.118.125.

B. Any record relating to investigative information obtained b law enforcement
purposed if Federal Law or regulation requires exemption from diselasa
condition to receipt of aids by the State.

C. Computer programs, although the material used as input for a computer
program or the material produced as a product of the computer program is
subject to inspection.

D. A record or any portion of a record ¢aming information qualifying as a
common law trade secret.

251-21 If a record contains information that may be made public and information that
may not be made public, the authority having custody of the record shall provide
theinformation that may be made public and delete the information that may not
be made public from the record before release.

251-22 A legal custodian may deny access to a record, in whole, or in part, only if he/she
determines that the hanm the public through disclosure of the record outweighs
the public benefit of access to the record. The legal custodian is authorized and
HQFRXUDJHG WR FRQVXOW ZLWK WKH 6FKRRO 'LVWUL
determinations.
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252

SCHOOL EVENTS ON WEDNESDAYS, SUNDAYS AND HOLIDAYS

The Board of Education believes family time is essential to developing a cohesive
family unit. Thus, the District will not schedule events or activities on Sundays,
Wednesday evenings and holidaystlsat parents may plan uninterrupted family
activities. The District Administrator or Designee is directed to develop
administrative regulations for this policy.

Revised 2/21/11
5/15/06



Administrative Regulations for Policy 252 (School Events on Wednesdays, Sundays and
Holidays)

25201 Richland School District shall not schedule school events or activities on
Wednesday after 7:00 p.m.

252-02 Wednesday practices involving students shall be completed by 7:00 p.m.

252-03 School events or activities, including voluntary practices, are not to leedel
on holidays or on distriebbserved holidays.

252-04 School events or activities are not to be scheduled on Sundays.

252-05 Graduation ceremonies may be scheduled on Sunday.

252-06 Senior Class Night may be scheduled on the Wednesday night prior to graduation.
252-07 The biannual school musical may schedule a performance on Sunday afternoon.

Revised 2/21/11
5/15/06



253

SALES AND PROMOTION OF GOODS AND SERVICES TO STUDENTS

The Board of Education believes no organization or individual shall use school
property and/or school facilities for public sales, solicitations, or promotions,
without first obtaining DistrictAdministrator approval. The Board directs the

District Administrator or Designee to develop administrative regulations for this

policy.

5/15/06



Administrative Regulations for Policy 253 (Sales and Promotion of Goods and Services to

Students)

25301

25302

25303

The administratoshall review the request for sale, solicitations, or promotions
using the following guide:

A.
B.
C.
D.

E.

Does the sale, solicitation, or promotion directly benefit the students?

Does the sale, solicitation, or promotion support the educational mission?
Does the salesolicitation, or promotion support the school and its partnership
with the community?

Does the sale, solicitation, or promotion require more than limited school
time?

Does the sale, solicitation, or promotion promote compliance with other
school district plicies?

A request to sell or promote goods or services using a school facility shall
promote the good of the community.

The organization or individual must complete a facilities use request and meet
facilities use guidelines.
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254 ADVERTISING

The Board of Education recognizes that the purpose of school is the education of
children and should not be generally used as a medium to advertise for businesses
or agencies. The Board directs the District Administrator or Designéevidop
administrative regulations for this policy.
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Administrative Regulations for Policy 254 (Advertising)

25401

25402

25403

25404

25405

25406

25407

25408

25409

25410

25411

In an effort to be a partner in the total community the following advertising
activities may be used:

A. Advertising in school publications andograms.
B. Advertising that supports an educational goal.
C. Advertising that accompanies goods or services.

All advertising that is permitted will be in good taste and not contrary to the
purpose, goals, and objectives of the schools.

All advertising in and lrough the schools must have the prior approval of the
District Administrator.

There will be no advertising of alcoholic beverages, tobacco, or other harmful
substances accepted for any school, school publications, or school approved
publications or media

Advertising may be approved by the District Administrator for school use on
equipment, materials, services, or awards, if the educational value or savings to
the district taxpayers warrants such approval.

Competing commercial enterprises, upon thequest, will be afforded equal
opportunity to offer similar equipment, materials, services, or awards, when
approved by the District Administrator.

Materials, services, awards, or equipment carrying an advertisement which fulfills
a legitimate purpose irhé district curriculum or ceurricular program may be
accepted by the District Administrator.

Non-school organizations or businesses that propose to develop a program which
will be distributed at a school event or on school property must have prior
approval of the District Administrator/Building Administrator prior to printing.

The District Administrator/Building Principal will generally grant only one
organization the exclusive rights to the program for an event or a series of events.

The entire regulaseason of home games of a sport constitutes a series of events.
A single performance or tournament constitutes an event.

In granting exclusive rights to the program to an organization for an event or
series of events, the District Administrator/Builgi®rincipal shall review the
mission of the organization, relationship to the school district, and support of the
organization to the school district.

5/15/06



25412 All advertising in event programs shall adhere to other Board Policies and
Administrative Regulations.
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255

FUND DRIVES/SOLICITATIONS IN THE SCHOOLS

The Board of Education recognizes that many worthy organizations and charities
derive some of their operating funds through public campaign drives. It also
recognizes that its first responsibility is tetstudents involved in the educational
programs operating under its direction and feels that class time should not be
diverted from students, teachers, and administrators for theseschoal
organizations and charities. The Board directs the District ididtrator or
Designee to develop administrative regulations for this policy.
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Administrative Regulations for Policy 255 (Fund Drives/Solicitations in the Schools)

25501 The School District shall not sponsor fund drives for-sonool organizations nor
any chaity, nor allow its name to be used in any manner inferring such
sponsorship.

25502 Fundraising activities and drives sponsored by a-sahol organization or
charity that requires the time and assistance of students, teachers, and
administrators during the sobl day in the promotion and operation thereof, or
the use of school facilities during the school day, shall not be permitted.

25503 Posters and advertisements related to fundraising drives may be posted in a school
building upon approval of the building pripeil. The principal shall stipulate the
number of such posters or advertisement that may be posted, and the location in
which they may be displayed.

25504 No agent, person, or persons shall be permitted to distribute circulars, handbills,

cards, literature, advrtisements, make announcements in any school building, for
any purpose whatever, except by approval of the District Administrator.
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256

DISTRICT SAFETY

The Board of Education believes that everyone is entitled to a safe school
environment, which includes every student, employee and visitor.
Furthermore, the Board believes that accident prevention is a result of
appropriate planningtraining and implementation of wise safety practices.
The Board directs the District Administrator or Designee to develop
administrative regulations for this policy.
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Administrative Regulations for Policy 256 (District Safety)

25601 The District will promote safety and accident prevention through
thecurriculum and classroom procedures. More specifically, classes that have
higher risk for dangerous activities shall have specific safety training
procedures as a regular part of the class.

256-02 Safety and accidentr@vention training will be provided to all faculty and
staff. Additional specific training will be provided to staff with jobs that
require special duties and responsibilities.

256-03 The physical plant as well as all schoelated activities will be evaluatddr
safety and accident prevention. Unsafe or potential accident areas will be
addressed and corrective actions will take place.

256-04 Emergency evacuation procedures will be prominently displayed in each
building at the start of school.

256-05 The District Administator will appoint a District Safety and Accident
Prevention Coordinator.

256-06 The School Nurse will serve as an assistant to the District Safety and Accident
Prevention Coordinator.

256-07 The District Safety and Accident Prevention Coordinator will workhvét
committee made up of the following people or their designee: District School
Nurse, Business Official, Director of Operations and Maintenance, High
School Principal, Middle School Principal, Elementary Principals and
Elementary Lead Teacher.

256-08 The Dsstrict Safety and Accident Prevention Coordinator will schedule annual
LQVSHFWLRQV RI WKH 'LVWULFWY{V IDFLOLWLHYV DQG
and accident prevention.

256-09 The District Safety and Accident Prevention Coordinator will schedule at least
four (4) meetings a year with the Committee. The Committee will review
SUHYLRXV \HDUfV DFFLGHQW UHSRUWY FXUUHQW \
reports and tornado drill reports. The Committee will identify areas where
safety improvement is neededpdagive recommendations to the District
Administrator.
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257

BOMB THREATS

The Board of Education generally concedes that the purpose of most bomb threats
in school situations is to disrupt school or to cause visible consternation and/or
excitement for school personnel, law enforcement agencies, and firefaa

school must plan and take the necessary precautions to protect its students and
staff. The procedures shall be supplemented by additional plans and procedures
appropriate to each building. The Board directs the District Administrator or
Designee talevelop administrative regulations for this policy.
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Administrative Regulations for Policy 257 (Bomb Threats)

25701

257-02

257-03

Receipt of Call

Whenever a bomb threat is telephoned directly to a school, the person receiving
the call will attempt to notify the principak dead teacher and at the same time,
keep the caller on the line so that tracing actions can be initiated.

A. Encourage the caller to keep talking. Do not panic.

B. Ask the person to speak louder, to repeat the message, etc.

C. Try to determine the time of theleded explosion and the location of the
explosion.

D. Attempt to relate the serious injuries, etc., that an explosion might cause.

E. Note and remember as much as possible about the Taldére, whether
male or female, age, accent, and background noises.

F. If the caller hangs up, leave the phone off the hook so the call can be traced.

Procedures
Upon receipt of a bomb threat, the building principal or lead teacher will:

A. Inform the District Administrator, law enforcement officials, and the Fire
Department.

B. Makea judgment, in cooperation with officials, as to whether the building will
be evacuated.

C. Ask teachers on a voluntary basis to search their rooms and/degignated
areas and report the results to the office.

D. Ask custodians on a voluntary basis to seamehdesignated areas and report
the results to the office.

E. Have members of the staff escort pupils to holding areas if the building is
evacuated. All pupils will remain out of the building until it has been
searched, and the principal or lead teachdraaistes readmission.

Authority

A. The building principal or lead teacher will have the authority to order that the
building be evacuated, to supervise inspection procedures, and to permit the
pupils and staff to reenter the building.

B. If an unusual or uniqaicircumstance arises during a bomb threat, all pertinent

information is to be given to the District Administrator and civil authorities
after which a consultation will be held to determine appropriate action.
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the command post and all communications from students, staff, civil
authorities and the District Administrator are to be channeled through this

office.

257-04 Civil Authority

Law enforcement officials and firemen will beqreested to set up operations in
the building offices to provide expert assistance and advice, to aid in searching the
building, and to serve as consultants regarding safety to reenter the building.

257-05 Miscellaneous

A. When a bomb threat is relayed to the sthxy a person other than the
individual making the threat, the building principal or lead teacher
should begin with the same procedures as described i626@rein.

B. News releases should be issued jointly by the District Administrator and civil
authorties.

C. Administrative Regulations and building procedures shall be published in the
staff handbooks.
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258 DISTRICT PUBLICATIONS

The Board of Education recognizes the need for public information. This
information comes in many forms and at various times. The publication of the
information should be timely, presented in a complete format and intgrestin
read. The Board directs the District Administrator or Designee to develop
administrative regulations for this policy.
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Administrative Regulations for Policy 258 (District Publications)

25801

25802

25803

25804

25805

Administrator shall prepare and disseminate such bulletins\oranda, rules and
regulations as necessary to implement Board Policy.

Administrators shall be responsible for the public relations procedures for his/her
schools and may develop and disseminate such bulletins, brochures, and news
articles as he/she maydiget for and find important to his/her school public
relations program.

Administrators shall prepare and disseminate such handbooks as may be
necessary for the smooth operations of the buildings. Such handbooks shall be
approved by the Board.

News relases, bulletins, and brochures shall be identified as to authorship and
shall be reviewed by the District Administrator.

All publication costs must be papproved by the Business Official.
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259 CORPORAL PUNISHMENT PROHIBITED
The Board of Education recognizes that corporal punishment does not correct a

behavior and has the potential to be abused. The Board directs the District
Administrator or Designee to develop administrative regulafionthis policy.
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Administrative Regulations for Policy 259 (Corporal Punishment Prohibited)

25901 Defined: Corporal punishment means the intentional infliction of physical pain.
Corporal punishment includes, but is not limited to paddling, slapping, and
prolonged maintenance of physically painful positions.

25902 3 RUSRUDO 3XQLVKPHQW  GRHV QRW LQFOXGH DFWL
under Wis.Stats.115.80(3)(e) or reasonable physical activities associated with
athletic training.

25903 No official, employeepr agent of the School Board may subject a pupil enrolled
in the School District to corporal punishment as defined herein.

25904 Officials, employees, or agents of the School Board are not prohibited, however,
from:

A. Using reasonable and necessary force tol gudisturbance or prevent an act
that threatens physical injury to any person.

B. Using reasonable and necessary force to obtain possession of a weapon or
RWKHU GDQJHURXV REMHFW ZLWKLQ D SXSLOfV FR

C. Using reasonable and necessary force for the purfdoselfalefense or the
defense of others.

D. Using reasonable and necessary force for the protection of property.

E. Using reasonable and necessary force to remove a disruptive pupil from a
school premises or motor vehicle, or form schsmbnsored activities.

F. Using reasonable and necessary force to prevent a pupil from inflicting harm
on himself or herself.

G. Using reasonable and necessary force to protect the safety of others.

H. Using incidental, minor or reasonable physical contact designed to maintain
order and cotrol.

l. In determining whether or not a person was acting within the exceptions listed
in (H) preceding, deference shall be given to reasonable, good faith judgments
made by an official, employee or agent of a school board.

J. Nothing in these Administrative dgulations shall prohibit, permit, or
otherwise affect any actions taken by an official, employee or agent or a
school board with regard to a person who is not a pupil enrolled in the school
district.
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260 CRISIS COMMUNICATION POLICY

The Board of Education requires the District Administrator to be prepared to
address the District position to students, staff, Board members, parents, the media,
and the community at large in a crisis situation. Theeefthe Board directs the
District Administrator to develop a crisis communication plan for implementation

in the District. The Board directs the District Administrator or Designee to
develop administrative regulations for this policy.
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Administrative Rgulations for Policy 260 (Crisis Communication Policy)

26001 There shall be one spokesperson for the District during the time of a crisis and
that spokesperson shall be the District Administrator or Designee.

26002 In the event the District Administrator is not dahie at the time of the crisis, the
individuals listed in the order described in the Policy on Emergency Chain of
Command, shall act at District spokesperson.

26003 The crisis communication plan shall be made known to staff members and copies
available and a@ssible to staff members in every attendance center.

26004 The District legal consultant and insurance carrier (if necessary) shall be notified
and their advice sought immediately in crisis situations.
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261

EMERGENCY SCHOOL CLOSING

The Board of Education authorizes the District Administrator to close District
schools when in his/her judgment inclement weather or other conditions make
transportation and safety of students hazardous. The District Asirator or
Designee also has the authority to delay bus pick up times in the morning or
dismiss school early when in his/her judgment present or pending weather
conditions or other conditions make transportation and safety of students
hazardous. The Boanirects the District Administrator or Designee to develop
administrative regulations for this policy.
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Administrative Regulations for Policy 261 (Emergency School Closing)

261-01 When determining whether or not to close school, delay the start of the school
day, or dismiss school early, the District Administrator or Designee may consult
ZLWK :HDWKHU &HQWUDO ©6KHULIITV 2IILFH WKH EX
Department, and selected other sources and consider their input as to the extent of
the road conditios or other conditions which may make travel hazardous.

261-02 The District Administrator or Designee shall, upon making a decision to close the
schools, notify the radio station(s) prior to 6:00 a.m. The radio station(s) shall
also be contacted immediately whigcisions are reached to delay the start of the
school day or dismiss school early.

261-03 If an early school dismissal occurs,-carricular and evening school activities
that day will be canceled.

261-04 If school is closed, courricular and evening school acties will be canceled for
that day.

261-05 If school is closed, the start of the school day delayed, designated media will be
notified.

261-06 If school is dismissed early, private schools served by the bus company shall be

notified immediately by the District Administtor or Designee.
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262 SALES AGENT

The Board of Education directs that no employee or student may act as an agent,
facilitator, or solicitor or otherwise promote the sale of merchandise or supplies to
students or employees of the District. The Board directs the District
Administrator or Designee to develop administrative regulations for this policy.
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Administrative Regulations for Policy 262 (Sales Agent)

262-01

262-02

262-03

262-04

262-05

A sales agent is an individual or organization that receives direct or indirect
compensation for an exchange of goodservices.

No employee shall act as an agent or solicitor for the sale of any materials,
objects, or services to students attending or staff employed by the District.

No employee or student may receive any items of value for facilitating the sale of
materials, objects or services to students attending or staff employed by the
District.

No employee or student may receive anything of value for acting as an agent for
any goods or services to any public school pupil or employee while on school
property orat a school activity and may not interfere with the school day.

Any premium or awards shall become the property of the School District.
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263 BUSINESS/COMMERCIAL SUPPORT

The Board of Education recognizes that certain commercial support programs can
be beneficial for students, schools, and education in general. The Board directs
the District Administrator or Designee to develop administeategulations for

this policy.
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Administrative Regulations for Policy 263 (Business/Commercial Support)

26301 The support program shall not distract from school time.

26302 The support program shall encourage or support the educational growth of the
students.

26303 The support program may provide a service or product that enhances the

educational program of the District.
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264 FUNDRAISING

The Board of Education directs all soliciting and fundraising events sponsored by
any Board approved organization, or student club or class, which involves the
schools and community, to support the educational programs of the District. The
Board directs the District Administrator or Designee to develop administrative
regulations for this policy.
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Administrative Regulations for Policy 264 (Fundraising)

264-01

26402

264-03

264-04

264-05

264-06

264-07

264-08

264-09

264-10

26411

26412

264-13

No fundraising activity shall be conducted in any manner that violates state,
federal odocal laws.

Any fundraising activity which involves the school and community must be
approved by the District Administrator.

Request for schodlffiliated fundraising activities shall be made on fundraising
forms available in each school.

In-school furraising activities must be approved by the building principal.
Fundraising activities shall not conflict with the school lunch programs.

Schootaffiliated organizations approved for detordoor community sales shall
be completed within a twaweek timeframe.

Community sales will be advertised to the community within aweek period
prior to the start of the dodo-door campaign.

Community sales or raffles will be monitored by the District Administrator or
Designee.

All requests for fundraising avities shall be submitted in a timely manner for
proper review.

Product duplication within the same school may not be given approval.

A set number of candy sales will be determined each year by the building
principal.

Students currently enrolled in gies k12 may participate in any community
(door to door) sales with parental permission. Student participation in fundraising
activities must be voluntary and not adversely affect his/her schoolwork or other
school responsibilities.

Fundraising shall bdimited to finance projects or programs that enhance or
enrich the educational experience for students. If the fundraising involves the use
of student labor such as a car wash, a member of the professional staff shall
supervise the activity. The adult inharge shall ensure the service is
appropriately provided, the safety and well being of the students is maintained,
and the property of the purchaser and site is kept safe.
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26414 The quality of the product and/or consumer complaints regarding the product,
delivery timelines and salesmanship will be considered in the approval or denial

process.
26415 A donation to the District may be accepted as part of the sales promotion.
26416 The Richland School District does not endorse or lend its name to private

products sold for fit nor allow its name to be used in any manner inferring
such sponsorship.

26417 All funds originating from schoetponsored fundraising projects shall become
the property of the school district and are subject to the control, accounting, and
discretion of he Board of Education as to the funds use and distribution.

26418 Only Board approved clubs, organizations, or student class assigned an advisor or
teacher, that has an approved purpose and holds regular meetings may conduct
fundraising activities. Minimal irteuctional time is to be used to plan, conduct,
assess and manage fund raising activities unless the activity is part of an approved
course of study.

26419 Capital improvement projects need to be recommended for Board action by the
Building Principal and Distdat Administrator.

264-20 Policies and procedures on fundraising shall be distributed annually to school
clubs, and other school groups that may have fundraising activities. These
policies and procedures shall be reviewed annually with school staff.

264-21 AccountingProcedures:

A. All fundraising activities must be approved as follows: Community
sales by District Administrator, 4achool sales by Building Principal.

B. All forms must be appropriately completed, returned to, and approved by the
appropriate admistrator.

C. All purchases are to follow district guidelines. Advisors will use purchase
orders, submitted through proper channels, with final approval by the business
office. Funds raised or collected by any school group shall be processed
through the apppriate financial accounting system. On a regular basis,
receipts shall be used at each exchange.

D. All money collected shall be turned in to the building business office for
deposit.

E. Money collected is not to be kept in lockers, classroom, purses, pockets
private checking accounts, or other inappropriate places.

F. A complete financial report will be turned in to the district business office and
a copy filed with the club record book at the end of the fundraising activity.

G. The level administrator must reviefundraising involving a contract with
outside suppliers before being signed.
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H. The contract must specify that any unsold merchandise can be returned for full
credit. The District will not be responsible for any unsold merchandise that
cannot be returned tosupplier for credit.

I. The organization leader or person requesting the fund raising event will be
personally responsible for the merchandise and money collected.
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265 PLEDGE OF ALLEGIANCE

The Board of Education recognizes the importance of National Pride and
Patriotism. One way to accomplish this is to insure that the Pledge of Allegiance
is recited at the start of each school day. The Board directs thecDistri
Administrator or Designee to develop administrative regulations for this policy.
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Administrative Regulations for Policy 265 (Pledge of Allegiance)

26501

26502

26503

26504

26505

26506

At the start of each school day the Pledge of Allegiance will be recited in each
PK-12 grade classroom.

The National Anthem may be substituted for the Pledge of Allegiance.

No pupil will be compelled to recite the Pledge of Allegiance or sing the National
Anthem.

A parent/guardian must file an objection to saying the Pledge of Allegiance or
singing the Mitional Anthem in writing with the building principal.

Students not participating in the Pledge of Allegiance must adhere to the
classroom code of conduct during this time.

The Pledge of Allegiance will be recited at all Board meetings.
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266 CLASSROOM VISITATION

The Board of Education recognizes the importance of classroom visitations in the
schools. The Board of Education is sensitive to the rights and safety of students
and staff. The Board directs the District Administrator or Desigwedevelop
administrative regulations for this policy.
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Administrative Regulations for Policy 266 (Classroom Visitation)

266-01 Parents/Guardians/Designee may visit classrooms at any time during the school
day.
266-02 Parents/Guardians/Designee will make arrangésnand receive prior approval

from the Principal/Designee for each classroom visit, so it will be least disruptive
to the classroom.

266-03 Parents denied access to classrooms may appeal to the District Administrator. If
not resolved, they may appeal to the Bbaf Education. The Board has the final
decision.

266-04 Any concerns or complaints about classroom climate must go through the chain of

command: Teacher, Principal, District Administrator, Board of Education.
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267

POSSESSION OF FIREARMS BY EMPLOYEES

The Board of Education shall implement a policy regarding the possession of
firearms by employees on District property and in the course of District
employment which reflects the provisions of state law relatnie licensure of
individuals to carry concealed weapons. The Board directs the District
Administrator or Designee to develop administrative regulations for this policy.

Possession of weapons other than firearms by District employees is covered in a
seprate Board policy.
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Administrative Regulations fdPolicy 267(Possession of Firearms by Employees)

267-01 In accordance with Section 948.605 of the Wisconsin Statutes and Section 922(q)
of Title 18 of the United StaseCode, the District prohibitan employee from
possessing a firearm on the grounds of the District, including District
administrative offices and all District property, regardless of whether the
individual is licensed to carry concealed weapons under ket Furthermore,
in accordance with Section 175.60(15m) of the Wisconsin Statgesdded by
2011 Wisconsin Act 35, the District prohibits an employee from carrying a
FRQFHDOHG KDQGJXQ LQ WKH FRXUVH RI RU GXUL
employmentregardless of whether the individual is licensed to carry concealed
weapons under state law.

267-02 Notwithstanding the general prohibition on the possession of firearms in
Administrative Regulatior267-01, firearms may be permitted on the grounds of
the District or in the cou