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  11/1/04  

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 must determine the kind of 
educational structure it will form.  The name of the district must be established. 



   
  11/1/04  

Administrative Regulations for Policy 101 (General District Organization) 
 
101-01 The legal basis for the Board of Education in the Richland School District is 

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, 
acts 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 a PK-12 basis as set forth in 

Wisconsin Statutes. 
 
101-03 This school district is officially designated as Richland School District. 
 
101-04 The District operates on the general PK-5, 6-8, 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 will guide the 
District through the task of educating all students in the Richland School District. 



  11/1/04 

Administrative Regulations for Policy 102 (District Educational Philosophy) 
 
102-01 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 recognizes that the guardianship of public education is a 

trust and an obligation�² 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 each 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 District 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 belief statements: 
 

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

B. �:�H���E�H�O�L�H�Y�H���W�K�H���S�D�U�H�Q�W���L�V���W�K�H���V�W�X�G�H�Q�W�¶�V���Q�X�P�E�H�U���R�Q�H���W�H�D�F�K�H�U�����W�K�H�U�H�I�R�U�H���S�D�U�H�Q�W�D�O��
involvement is key to achieving success at school. 

C. �:�H���E�H�O�L�H�Y�H���W�K�H���T�X�D�O�L�W�\���D�Q�G���V�X�F�F�H�V�V���R�I���R�X�U���V�F�K�R�R�O�V���L�V���D���U�H�V�X�O�W���R�I���D���F�R�P�P�X�Q�L�W�\�¶�V��
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 important 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 achievement. 
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 long-range 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. 



  11/1/04 

Administrative Regulations for Policy 103 (Board Goals for the District) 
 
103-01 The Board shall discuss District goals every two years following the      

administrative evaluation. 
 

103-02  The Board shall establish District goals in February of alternative years. 
 

103-03 The administrators shall establish goals based upon the Board established 
goals by March of alternative years. 

 
103-04 Building level goals and program goals shall be established in May of 

alternative years. 
 
103-05  All goals shall be presented at the Annual Meeting. 
 
103-06 Administrators, teachers and staff shall make regular progress reports to the 

Board on the established goals. 



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

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 from the 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) 
104-01 The seven-member School Board 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). 
 

104-02 The election plan, beginning in 1972, is as follows: 
 
1972:  Two Board members elected from Area 4 (At-Large). 
 
1973:  One Board member from Area 4 (At-Large), One from Area 3 (City of  
           Richland Center), and One from Area 1 (East). 
 
1974:  One from Area 2 (West), and One from Area 3 (City of Richland 
           Center).   

               
104-03  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 a resident 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. 



  11/1/04 

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 by State Statutes.  The 
voting, canvass, recounts and other details will be outlined by the District 
Administrator or Designee. 



  11/1/04 

Administrative Regulations for Policy 105 (District Elections) 
 
105-01 Each Board member of the Richland School District is elected by ballot at a 

regular spring election for a three-year term of office. 
 
105-02  The first Tuesday in April is the spring election at which Board members are  

elected. 
 
105-03 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. 

 
105-04 The School District Clerk shall choose two reputable citizens prior to the date of 

the election who shall, with the Clerk, constitute the Board of Canvassers.  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). 

 
105-05 The Board of Canvassers shall canvass the election returns, 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. �± 
s120.06(8)(f)(2). 

 
105-06  The Board of Canvassers shall: 
 

A. Review the 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 exceed the number 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 Canvassers �± �V���������������������K�����������6�H�H���³�3�U�R�F�H�G�X�U�H�V���I�R�U��
�5�H�F�R�X�Q�W�� �(�O�H�F�W�L�R�Q�´�� �D�Y�D�L�O�D�E�O�H�� �I�U�R�P�� �W�K�H�� �&�R�X�Q�W�\�� �&�O�H�U�N�� �R�U�� �W�K�H�� �6�W�D�W�H�� �(�O�H�F�W�L�R�Q�V��
Board.) 

F. The School District Clerk shall retain and supervise the destruction of election 
materials pursuant to s.7.23,Wis.Stats., insofar as applicable �± s.120.06(8)(g). 

 
105-07 The official oath must be taken and filed with the School District Clerk on or 

before taking office on the 4th 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 procedure and 
establish duties for each officer. 
 
 



  11/1/04 

Administrative Regulations for Policy 106 (Board Officers) 
 
106-01  The officers of the Board shall consist of a President, Vice President, Clerk, 

Treasurer, and Acting Clerk. 
 
106-02 At a meeting of the Board of Education 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 ballot, and 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 duties incident to his/her office as prescribed by law. 

B. 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. 

C. The Clerk is responsible for recording the minutes of 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 all other duties 
incident to his/her office as required by law. 

D. 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 as may be required by law. 

E. 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 

Administrative Regulations for Policy 107 (Board Vacancies) 
 
107-01  Board members may resign or be removed from office as provided in Wisconsin 

Statutes 17.26.  When resignation or removal from office does occur, the 
remaining members of the Board shall appoint a replacement. 

 
107-02   When a Board seat vacancy occurs, these procedures shall be followed: 
 

A. A deadline for filing a declaration of candidacy for appointment to the Board 
shall be established by the Board. 

B. �$�� �S�X�E�O�L�F�� �Q�R�W�L�F�H�� �R�I�� �W�K�H�� �Y�D�F�D�Q�F�\�� �V�K�D�O�O�� �E�H�� �I�L�O�H�G�� �Z�L�W�K�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V�� �R�I�I�L�F�L�D�O��
newspaper. 

C. Candidates shall file a Declaration of Candidacy with the Board by the 
deadline set by the Board. 

D. Prospective candidates shall be given an opportunity to speak on behalf of the 
candidacy and be interviewed by the Board at a regular or special Board 
meeting. 

E. The remaining Board members shall vote to select the new Board member.  
The vote shall be taken by roll call vote. 

F. In case of multiple candidates (more than two) the candidate receiving the 
least number of votes shall be eliminated from further consideration. 

G. Voting shall continue until one candidate receives a majority of the votes cast. 
H. The candidate appointed to the vacancy shall, pending acceptance and filing 

the oath of office, be seated as determined by the Board. 
I. The appointed Board member shall fill the term as per Wisconsin Statutes 

17.26(1). 
 

107-03    Filling an office position 
 

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

B. Board member appointed to fill an officer position of the Board shall hold 
      such office until the next organizational meeting of the Board. 

 
107-04       No duly elected or appointed member of the Board of Education shall be excluded 

from any meeting of the full Board of Education. 
 
107-05   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 

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 Instruction, and the 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 of Education) 
 
108-01  The Board has three general duties: 
 

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

 
108-02  Specific powers and duties of the Board are enumerated in the Wisconsin 

State Statutes 119.16-18.  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. 

 
108-03     All district business is transacted at a legally 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. 

 
108-04 The Board of Education shall provide continuous appraisal of the school 

system.  This appraisal 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 law.  The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



  11/1/04 

Administrative Regulations for Policy 109 (Audit) 
 
109-01 The Audit shall be scheduled before September 1, unless extenuating 

 circumstances prevent it. 
 
109-02 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. 

 
109-03 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. 

 
109-04 The audit contract will be bid for a three-year period.  Extensions may be 

negotiated, not to exceed a total of five years. 
 
109-05 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 
�P�H�H�W�L�Q�J�V�� �V�K�D�O�O�� �F�R�Q�I�R�U�P�� �W�R�� �6�W�D�W�H�� �6�W�D�W�X�W�H�V�� �D�Q�G�� �W�K�H�� �$�W�W�R�U�Q�H�\�� �*�H�Q�H�U�D�O�¶�V�� �R�S�L�Q�L�R�Q�V������
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 regulations for this policy. 



  11/1/04 

Administrative Regulations for Policy 110 (Meetings) 
 
110-01 Board meeting dates, times, and locations for the ensuing school year shall be 

determined by the Board at it re-organizational meeting on the fourth Monday in 
April or within 30 days thereafter. 

 
110-02 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 noon on the Monday prior to the Board meeting. 

 
110-03 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. 

 
110-04 At each regularly scheduled School Board meeting there will be four 5-minute 

presentations.  The Board shall establish a list and order for group presentations 
within 30 days of the re-organizational meeting. 

 
110-05 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 
�V�H�F�W�L�R�Q���� �W�K�H���W�H�U�P�� �³�P�H�H�W�L�Q�J�´�� �V�K�D�O�O���L�Q�F�O�X�Ge any meeting of Board members for 
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 for 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 agreement tentatively 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. Social or chance meetings of Board members. 
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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 Administrator, 
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 notice 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 District. 

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. 

 
110-06 All public notices of meetings shall include the following 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 the person 
giving notice knows will be considered in any open session.  General 
�Q�R�W�L�F�H���S�U�R�Y�L�V�L�R�Q�V���V�X�F�K���D�V���³�V�X�F�K���R�W�K�H�U���P�D�W�W�H�U�V���D�V���P�D�\���E�H���E�U�R�X�J�K�W���E�H�I�R�U�H���W�K�H��
�%�R�D�U�G�´�� �P�D�\�� �E�H�� �L�Q�F�O�X�G�H�G�� �L�Q�� �S�X�E�O�L�F�� �Q�R�W�L�F�H�V�� �R�I�� �P�H�H�W�L�Q�J�V���� �� �+�R�Z�H�Y�H�U���� �V�X�F�K��
provision shall only permit the board to 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. 

 
110-07 Timing of Notice 
 

A. Public notice of meetings shall 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, fax, E-Mail or phone. 
     Each   Board member shall notify the District Office of the manner in which 
     they wish to be notified. 
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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 exist.  Board 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 person responsible 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 a proper 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. 

 
110-08 Separate Notice Required 
 

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

 
110-09 Any member of the Board may request a roll call vote. 
 
110-10 �5�R�E�H�U�W�¶�V���5�X�O�H�V���R�I���2�U�G�H�U���1�H�Z�O�\���5�H�Y�L�V�H�G is the reference used in the transaction of 

business. 
 
110-11 On occasion, the Board may decide to hold a meeting at a time/place different 

from the usual time and place and such change will properly publicized. 
 
110-12 Committee meeting notices shall list all members of the Committee. 
 
110-13 Board Books 
 

A.  Board books shall consist of the following: 
 

1. Agenda 
2. Past meeting minutes of the Board and Committees 
3. Administrative and/or Committee recommendations 
4. Supplemental material to support the agenda 
5. Financial data 
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B.  Board books shall be distributed as follows: 
 

1. Seven Board members 
2. Any candidate for board office 
3. Five copies for central office 
4. Unions as requested 
5. Media as requested 
6. One to each school building 
7. Four copies for Building Administrators 
8. Student Council 

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

        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. 

  
110-14 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 organizational level. 

(101-04). 
3. A support staff member from each union. 

 



  11/1/04 

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 (Hearings) 
 
111-01   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. 

 
111-02   Time will be determined on a case-by-case basis. 
 
111-03    Each presented will state their 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. 

 
111-04    The hearing and agenda shall be published in the official paper, announced on the 

            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 run more 
efficiently.  The Board shall establish committees and duties for those 
committees. 
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Administrative Regulations for Policy 112 (Board Committees) 
 

112-01   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. 

 
A. Personnel and Negotiations 
B. Buildings, Property and Transportation 
C. Budget and Finance (committee of the whole) 
D. Curriculum and Assessment and Public Relations 
E. Policy 

 
112-02  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 interest in 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. 

 
112-03  Procedural objections 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 paid for 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 to attend 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.   

 
112-05   Board committees 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 for committee meetings in accordance with Policy  
                        110. 
 
112-07  All Board Members shall be notified by receiving a copy of the Committee  
                        meeting agenda. 
 
112-08  Special Committees are charged with these responsibilities: 
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A. The board may form special committees for a specific function. 
B. The Special Committees shall report to the board periodically and submit a 

final recommendation. 
C. Such committees shall be dissolved when the board feels the committee has 

served its purpose. 
 

112-09   Personnel and Negotiations Committee will do the following: 
 

A. Review and recommend job descriptions to the Board for action. 
B. Review proposed evaluative procedures and make recommendations to the 

board. 
C. Review hiring guidelines/procedures and make recommendations to the board 

accordingly. 
D. Establish groundwork, guidelines, and direction for negotiations with all 

employee groups of the District. 
E. Recommend the attorney or negotiator to be employed by the District to assist 

in drafting of contract language, advise the board, serve on the negotiating 
�F�R�P�P�L�W�W�H�H�����R�U���V�H�U�Y�H���D�V���W�K�H���E�R�D�U�G�¶�V���V�S�R�N�H�V�P�D�Q���D�W���W�K�H���E�D�U�J�D�L�Q�L�Q�J���V�H�V�V�L�R�Q�� 

F. Participate in negotiation sessions. 
G. Meet with the total board in executive session to determine the parameters in 

which the board will allow the negotiations committee to operate. 
H. Make recommendations on salary, fringe benefits and working conditions for 

all employees. 
I. The board president shall be a member of this committee. 

 
112-10  Buildings, Property, and Transportation Committee will perform the following 

functions: 
 

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

B. Work with the District Administrator or designee in preparing an annual 
 maintenance budget to present to the Board. 

C. Work with the District Administrator or designee in developing and 
 recommending short and long-range prioritized maintenance schedules. 

D. �$�Q�Q�X�D�O�O�\���W�R�X�U���D�Q�G���U�H�Y�L�H�Z���D�O�O���W�K�H���'�L�V�W�U�L�F�W�¶�V���E�X�L�O�G�L�Q�J�V���D�Q�G���J�U�R�X�Q�G�V�� 
E. Work with the District Administrator or designee to develop and recommend 

a plan to meet the present and future needs of the district. 
F.  Work with the District Administrator or designee to set up lists of usable 

equipment/supplies no longer needed by the District and arrange for sale of 
these items annually. 

G.  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. 

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

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

K.  Evaluate District need relating to student transportation. 
L.   Review existing and proposed bus routes and make route 

recommendations to the Director of Transportation for approval. 
M. Review reported bus incidents, concerns and complaints after each school 

quarter and report to the Board. 
N. Meet as necessary with the bus contractor to review the present contract. 
O. Make recommendations and prepare a presentation to the Board when a new 

Transportation Contract is bid, quoted, or negotiated. 
P. Investigate all student transportation complaints and make recommendations 

for resolution. 
 

112-13  Budget and Finance shall be a Committee of the Whole and will do the following: 
 

A. Work with the District Administrator or designee in developing an 
annual time table for budget presentation. 

B. Review all budget drafts proposed by the District Administrator or 
Designee prior to submission to the Board for approval. 

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

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

E. Review the status of the income and expenditures of the operating budget with 
the District Administrator or Designee on a regular basis.  Such scheduled 
review to be determined by the committee. 

F. Consider and make recommendations to the Board on other financial matters. 
G. The School Board treasurer shall be a member of this committee. 
H. The Committee shall compile the prioritized needs lists from the other Board 

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

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

 
112-14  Curriculum and Assessment and Public Relations Committee will perform the 

following activities: 
 

A. Consider all long-range curriculum planning and make 
                  recommendations for curricular changes. 

B. Review and recommend actions on proposed new courses of study. 
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C. Review and make recommendations relative to the instructional time 
allocations at each level EC, PK-6, 7-8, 9-12 in the district. 

D. Set curriculum revision guidelines, review standards, instructional techniques 
and assessment, as �W�K�H�\���S�H�U�W�D�L�Q���W�R���W�K�H���'�L�V�W�U�L�F�W�¶�V���F�X�U�U�L�F�X�O�X�P�� 

E. Review any other matter concerning curriculum referred to the committee 
such as State mandates, Federal mandates, and curriculum materials not found 
in traditional curriculum. 

F. Review Board and District public relations procedures/programs and make 
recommendations. 

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

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

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

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

K. Review and develop Board in-service programs and recommend for Board   
approval. 

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

M. Help the Board implement the Wisconsin Association of School Boards 
accreditation program. 

N. Encourage and promote volunteerism in the schools. 
O. Cooperatively organize annual recognition of volunteers, retiring District 

�H�P�S�O�R�\�H�H�V���D�Q�G���³�I�U�L�H�Q�G�V���R�I���H�G�X�F�D�W�L�R�Q�´���W�K�U�R�X�J�K���\�H�D�U-end open houses. 
P. Actively promote positive District relations with the community through 

participation in community events. 
Q. �(�V�W�D�E�O�L�V�K���D�Q�G���S�U�R�Y�L�G�H���D���³�Z�H�O�F�R�P�L�Q�J�´���D�Q�G���³�H�[�L�V�W�L�Q�J�´���I�X�Q�F�W�L�R�Q�� 

 
112-15   Policy Committee will do the following: 
 

A. Review and recommend to the Board policy adoptions and policy 
changes to keep the District policies current and in compliance with state and 
federal law. 

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

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

D. Review student and athletic handbooks annually and make recommendations 
to the Board. 

E. 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 and rules. 
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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 record 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) 
 
113-01   Publication of Minutes 

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

 
113-02    Publication of Legal Documents 

All lengthy documents (except as required by law) and matters pertaining to 
personnel including contracts, 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 action of the Board in approving or disapproving the 
item.   

 
113-03   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. 

 
113-04   Distribution of Minutes 

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. 

 
113-05   Closed Session Actions/Minutes 

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

 
113-06   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 re-organizational 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 business to its 
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) 
 
 
114-01  At the re-organizational meeting of the Board, a majority vote 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 requiring official publication and 
the radio station shall provide announcements of Board meetings. 

 
114-02   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 
Administrative 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 
develop administrative regulations for this policy. 



  11/1/04 

Administrative Regulations for Policy 115 (Concerns) 
 
115-01   Board members are encouraged to refer persons making concerns about rules, 

procedures, pupils, or staff members to the school principals or the District 
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) 

 
115-02  If the principal 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 placed before 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. 

 
115-03  For clarification of the concern process, see the policy on Harassment Complaint 

Procedure in the 200 Series. 
 
115-04 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. 

 
115-05  Board members will receive a copy of each completed concern report. 
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116   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 duties.  Expenses 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. 
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Administrative Regulations for Policy 116 (Attendance at Professional Meetings and 
Conventions) 
 
116-01 The Board President shall approve or deny all requests for attendance at 

professional meetings or conventions. 
 
116-02 Board members/administrators/staff members are encouraged to share rides when 

going to conventions/conferences in District owned vehicles when possible. 
 
116-03  If a District owned vehicle is available and not used, mileage will not be allowed. 
 
116-04  Expenses shall be limited to travel, convention/conference fees, meals and 

lodging. 
 
116-05  Board members shall be paid one- meeting pay for each day of attendance or day 

of  travel. 
 
116-06 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. 
 
116-07  Board members need to complete travel reimbursement forms for payment. 
 
116-08  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 such as illness, 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 administrative regulations for 
this policy. 
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Administrative Regulations for Policy 117 (Conflict of Interest) 
 
117-01  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, material, or labor to the 
School District.  Certain circumstances allow collective contracts of less than 
$5,000 per year without penalty of law. 

 
117-02  Board members should also avoid activity, interest, or relationship that would 

create or appear to others to create a conflict of interest with their duties and 
responsibilities as Board members. 

 
117-03  Board members shall sign a non-conflict 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 Regulations for Policy 118 (Compensation) 
 
118-01  The compensation for Board members shall be set by the Annual Meeting. 
 
118-02  Board members shall be paid for the following: 
 

A. Attendance at Board meetings. 
B. Attendance at Board committee meetings if he/she is a member of that 

committee. 
C. Attendance at WASB in-service 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. 

 
118-03 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. 

 
118-04 Board members attending conferences and meetings for which they will request 

�U�H�L�P�E�X�U�V�H�P�H�Q�W�� �D�Q�G���R�U�� �P�L�O�H�D�J�H���� �V�K�D�O�O�� �U�H�J�L�V�W�H�U�� �Z�L�W�K�� �W�K�H�� �'�L�V�W�U�L�F�W�� �$�G�P�L�Q�L�V�W�U�D�W�R�U�¶�V��
secretary. 

 
118-05 Board members will submit a meeting attendance schedule the first week 

following the completion of a quarter. 
 
118-06 Board members will be paid on the 10th of 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 
policy. 
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Administrative Regulations for Policy 120 (New Board Policies) 
 
119-01   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. 
 
119-02  The Policy Committee will present the new policy to the Board of Education. 
 
119-03   The Board of Education will read the new policy at a minimum of two regular 

board meetings. 
 
119-04  Changes to the proposed new policy may be incorporated into the proposed 

policy by a majority vote of the Board. 
 
119-05  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. 

 
119-06  Approved new policies will become effective thirty (30) days following the 

            final approval taken at a board meeting. 
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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 approved by 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 
regulations for this policy. 
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Administrative Regulations for Policy 120 (Administrative Regulations) 
 
120-01 The District Administrator or Designee will develop Administrative Regulations 

for Board Policy following the first reading approval of a policy by the Board. 
 
120-02 The Administrative Regulations shall reflect the discussion and input from the 

Board and Administration during the policy development process. 
 
120-03  The Administrative Regulations should be consistent and easy to understand. 
 
120-04  The District Administrator or Designee will develop proposed Administrative 

Regulations within 15 days to be submitted to the Policy Committee for review 
and input, unless otherwise instructed by the Policy Committee or Board action. 

 
120-05 After review by the Policy Committee the Administrative Regulations shall be             

submitted to the Board for final approval by a majority vote. 
 
120-06 Administrative Regulations can be amended by taking the amendments to the 

�3�R�O�L�F�\���&�R�P�P�L�W�W�H�H���I�R�U���U�H�Y�L�H�Z�����D�Q�G���E�\���V�X�E�P�L�W�W�L�Q�J���W�K�H���F�R�P�P�L�W�W�H�H�¶�V���U�H�F�R�P�P�H�Q�G�D�W�Lon 
to the Board for final approval by a majority vote. 

 
120-07 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 that prior 
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 discuss the current policy and modify the policy if 

the committee feels it is necessary. 
 
121-04  �7�K�H���3�R�O�L�F�\���&�R�P�P�L�W�W�H�H�¶�V���U�H�F�R�P�P�H�Q�G�D�W�L�R�Q���Z�L�O�O���E�H���S�U�H�V�H�Q�W�H�G���D�W���W�K�H���Q�H�[�W 

regularly scheduled board meeting for action. 
 
121-05  The approved modified policy will become 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 administration will need and 
�V�H�H�N�� �O�H�J�D�O�� �U�H�S�U�H�V�H�Q�W�D�W�L�R�Q�� �V�H�S�D�U�D�W�H�� �I�U�R�P�� �W�K�H�� �%�R�D�U�G�¶�V�� �F�R�X�Q�V�H�O���� �� �7�K�H�� �%�R�D�U�G�� �G�L�U�H�F�W�V��
the District Administrator or Designee to develop administrative regulations for 
this policy. 
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Administrative Regulations for Policy 122 (Legal Services For The District) 
 
122-01  At the re-organizational 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. 

 
122-02  Legal advice shall be obtained/requested only by the Board President, the District 

�$�G�P�L�Q�L�V�W�U�D�W�R�U�� �R�U�� �W�K�H�� �'�L�V�W�U�L�F�W�� �$�G�P�L�Q�L�V�W�U�D�W�R�U�¶�V�� �'�H�V�L�J�Q�H�H�� �X�Q�O�H�V�V�� �R�W�K�H�U�Z�L�V�H��
authorized by Board action. 

 
122-03  The District Administrator or School Board President may seek legal advice from 

other attorneys or law firms as he/she deems is in the interest of the District. 
 
122-04  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 Administrator 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 NON-COMMITTEE 
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, not to be 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) 
 
123-01 The purpose of non-members attending committee meetings shall be limited to 

            gathering information, discussion, and/or related purposes. 
 
123-02  All Board Committee Meetings (except meetings of the whole) shall have the 

following highlighted notice 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 I THE DIRECT DECISIONMAKING BY THE 
BOARD OF EDUCATION AT THE COMMITTEE MEETING. 

 
123-03  Committee Chairpersons are responsible for maintaining appropriate actions by 

non-committee member Board members in attendance. 
 
123-04  Committee Chairpersons shall report to the Board President any non-committee 

members who do not comply with this policy. 
 
123-05 Any non-committee board member who fails to act within the framework of the 

Wisconsin Open Meeting Law may, by a majority vote of the Board, be excluded 
from attending non-assigned committee meetings for a period of three months. 

 
 



  11/1/04 

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 or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 124 (Addressing the Board at Board Meetings) 
 
124-01  Regularly scheduled Board meetings shall have an item on the agenda called 

public comment.  This time will be set aside for anyone wishing to speak to the 
Board of Education concerning any issue. 

 
124-02  Time limits may be established by the presiding officer. 
 
124-03  Persons speaking during public comment need not register with the presiding 

officer of the meeting. 
 
124-04  Persons wishing to address an agenda item should register with the presiding 

officer of the meeting and a form will be provided. 
 
124-05 Board of Education members may NOT comment on any public comment even 

            though permitted to do 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) 
 
125-01  The Board will only go into closed session as allowed by State Statute. 
 
125-02 The Board President and District Administrator will be the only District officials 

inviting or granting permission to an individual to attend a closed session of the 
Board. 

 
125-03  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 
 

�7�K�H�� �%�R�D�U�G�� �R�I�� �(�G�X�F�D�W�L�R�Q�� �U�H�F�R�J�Q�L�]�H�V�� �W�K�H�� �Q�H�H�G�� �W�R�� �K�D�Y�H�� �W�K�H�� �%�R�D�U�G�� �2�I�I�L�F�H�U�¶�V��
signatures on various documents and various forms.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 126 (Board Officer Signature on Contracts) 
 
126-01  The Board President, Clerk and Treasurer will hand-sign all contracts authorized 

by action of the Board of Education, or use a computer facsimile of the signatures. 
 
126-02  The digitized Board signatures will be used on invoice checks. 
 
126-03  The digitized Board signatures will be used on payroll checks. 
 
126-04  �7�K�H�� �'�L�V�W�U�L�F�W�� �&�O�H�U�N�� �L�V�� �D�X�W�K�R�U�L�]�H�G�� �W�R�� �V�L�J�Q�� �D�O�O�� �G�R�F�X�P�H�Q�W�V�� �U�H�T�X�L�U�L�Q�J�� �W�K�D�W�� �R�I�I�L�F�H�U�¶�V��

signature. 
 
126-05  The District Administrator is authorized to sign documents of ownership or 

documents requiring signature during negotiation of various contracts approved 
by the Board. 

 
126-06  The Business Official is authorized to sign as the official designee in the absence 

of the District Administrator. 
 
126-07 The Business Official and the Bookkeeper are authorized to sign for daily 

transactions of financial activity. 
 
126-08  In situations where the officers of the Board do change, the old plate or digitized  

signature may be used until the new one arrives. 
 
 
 



  11/1/04 

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 with 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 127 (Years of Employment Award) 
 
127-01  Employees who have worked for the district 10, 15, 20, 25, 30, 35 or 40 years of 

continuous employment will be eligible to receive an award. 
 
127-02  Eligibility is determined by using the official hire date for permanent employment 

when approved by Board action. 
 
127-03  September 1st will be the date to determine the years of employment. 
 
127-04  Each eligible recipient will receive a certificate and a pin showing appropriate 

number of years of employment. 
 
127-05  The award will be bestowed at the Board meeting in December. 
 
127-06  Each recipient will be sent a letter of invitation to the December meeting. 
 
 



  11/1/04 

128   BOARD MEMBER ELECTRONIC MAIL 
  

The Board of Education recognizes that electronic mail (e-mail) is an efficient 
�D�Q�G���F�R�V�W���H�I�I�H�F�W�L�Y�H���P�H�W�K�R�G���E�\���Z�K�L�F�K���W�R���F�R�P�P�X�Q�L�F�D�W�H�����K�R�Z�H�Y�H�U�����L�W�¶�V���X�V�H���P�D�\�����L�Q��
some cases, be considered violations of Wisconsin Open Meetings Law.  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) 
 
128-01  E-mail may be used by the board only for the purpose of communicating 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 decision-making on subjects within 
the realm of the �E�R�D�U�G�¶�V���D�X�W�K�R�U�L�W�\�� 

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

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

D. Requests for public record information pertaining to district operations. 
E. Responses to questions posed by members of the public, administrators or 

school staff. 
 
128-02  Under no circumstances shall board members use e-mail in the following 

      manner:  
 

A. To interactively communicate among themselves regarding board business 
�R�Q���V�X�E�M�H�F�W�V���Z�L�W�K�L�Q���W�K�H���E�R�D�U�G�¶�V���U�H�D�O�P���R�I���D�X�W�K�R�U�L�W�\�����R�U 

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

 
128-03  Board members will be provided an e-mail account on the district server. 

            These accounts will be managed and archived by the district. 
 
128-04    Official e-�P�D�L�O���W�R���E�R�D�U�G���P�H�P�E�H�U�V���Z�L�O�O���E�H���V�H�Q�W���W�R���W�K�H���P�H�P�E�H�U�¶�V���D�F�F�R�X�Q�W���R�Q���W�K�H 

�G�L�V�W�U�L�F�W�� �V�H�U�Y�H�U�� �D�Q�G�� �Z�L�O�O�� �E�H�� �F�R�S�L�H�G�� �W�R�� �W�K�H�� �E�R�D�U�G�� �P�H�P�E�H�U�¶�V�� �S�H�U�V�R�Q�D�O�� �H-mail 
account upon their request.  Replies to e-mail messages by board members are 
expected to be made via the district email system, which allows the district to 
archive the return message. 

 
128-05  The board members are strongly encouraged to use their district e-mail 

accounts 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 e-mail account and reply via the district e-mail server. 

 
128-06  Board members are cautioned that failure to follow e-mail protocol means 

they accept personal responsibility for noncompliance with the Wisconsin 
Public Records Law.  
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RICHLAND SCHOOL DISTRICT 
26221 Starlight Lane, Suite A 
Richland Center, WI 53581 
 
POLICY 128 �± BOARD MEMBER ELECTRONIC MAIL  
 
I hereby acknowledge I 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 between board members and 

employees that do not involve interactive exchange of opinions 
constituting discussion, deliberation or decision-making on subjects within 
�W�K�H���U�H�D�O�P���R�I���W�K�H���E�R�D�U�G�¶�V���D�X�W�K�R�U�L�W�\�� 

 
G. Possible meeting agenda items between the district administrator and 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, administrators or 

school staff. 
 

2.         Under no circumstances shall board members use e-mail in the following 
      manner:  

 
C. To interactively communicate among themselves regarding board business 

�R�Q���V�X�E�M�H�F�W�V���Z�L�W�K�L�Q���W�K�H���E�R�D�U�G�¶�V���U�H�D�O�P���R�I���D�X�W�K�R�U�L�W�\�����R�U 
 

D. To communicate 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 an e-mail account on the district server. 
            These accounts will be managed and archived by the district. 
 
4.  Official e-�P�D�L�O���W�R���E�R�D�U�G���P�H�P�E�H�U�V���Z�L�O�O���E�H���V�H�Q�W���W�R���W�K�H���P�H�P�E�H�U�¶�V���D�F�F�R�X�Q�W���R�Q���W�K�H 

�G�L�V�W�U�L�F�W�� �V�H�U�Y�H�U�� �D�Q�G�� �Z�L�O�O�� �E�H�� �F�R�S�L�H�G�� �W�R�� �W�K�H�� �E�R�D�U�G�� �P�H�P�E�H�U�¶�V�� �S�H�U�V�R�Q�D�O�� �H-mail 
account upon their request.  Replies to e-mail messages by board members are 
expected to be made via the district email system, which allows the district to 
archive the return message. 
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5.   The board members are strongly encouraged to use their district e-mail 
accounts 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 e-mail account and reply via the district e-mail server. 
 

6.   Board members are cautioned that failure to follow e-mail protocol means 
they accept personal responsibility for noncompliance with the Wisconsin 
Public Records Law.  

 
 
 
 
Date  ___________________________   ___________________________ 

      Signature 
 
      ___________________________ 
      Position 
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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 regulations.   The 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      The District Administrator is responsible for administering and supervising 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 administrator at a 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. 

 
201-02    The Business Official is responsible for administering and supervising the budget, 

accounts receivable and accounts payable.  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 description 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 Business Official and set goals 

on a yearly basis.  Such evaluation shall be in writing, discussed with the 
individual and completed prior to February 15th each year. 

 
201-03  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, co-curricular and budget needs of the 
high school. 

 
A. The job description will outline the qualifications, responsibilities and the 

contract for the position of High School Principal. 
 

B. The District Administrator will recommend a qualified candidate to the Board 
when a vacancy occurs. 
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C. The District Administrator shall evaluate the High School Principal and set 
goals on a yearly basis.  Such evaluation shall be in writing, discussed with 
the individual and completed prior to February 15th each year. 

 
 

 
201-04     The High School Assistant Principal is responsible for student discipline, pupil 

attendance, and co-curricular activities and other such duties as assigned 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 of High 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 goals on a yearly basis.  Such 
evaluation shall be in writing, discussed with the individual and completed 
prior to February 15th each year. 

 
201-05   The Middle School Principal is responsible for administering and supervising the 

middle school.  The individual will make recommendations to the district 
administrator as to the staffing, curriculum, co-curricular and budget needs of the 
middle school. 

 
A. The job description will outline qualifications, responsibilities and the contract 

for the position of Middle School Principal. 
 

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 writing, discussed with 
the individual and completed prior to February 15th each year. 

 
201-06   The Elementary Principal is responsible for administering and supervising the 

elementary building(s) assigned.  The individual will make recommendations to 
the district administrator as to the staffing, curriculum, co-curricular and budget 
needs of the building. 

 
A. The job description will outline qualifications, responsibilities and the contract 

for the position of Elementary Principal. 
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B. The District Administrator will recommend a qualified candidate to the Board 
when a vacancy occurs. 

 
C. 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 February 15th each year. 

 
 
 

201-07   The Elementary Coordinator is responsible for administering and supervising 
district-wide 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. 
 

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

 
C. 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 15th each year. 

 
201-08   Special Education 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 as keeping 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. 
 

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

 
C. 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 completed prior to February 15th each year. 

 
 



  9/19/05 

202  SUPERVISORY PERSONNEL 
 

The Board of Education may employ non-union 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 policy. 
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Administrative Regulations for Policy 202 (Supervisory Personnel) 
 
202-01 The Director of Operations and Maintenance is responsible for administering 

�D�Q�G�� �V�X�S�H�U�Y�L�V�L�Q�J�� �W�K�H�� �G�L�V�W�U�L�F�W�¶�V�� �E�X�L�O�G�L�Q�J�V���� �J�U�R�X�Q�G�V�� �D�Q�G�� �I�D�F�L�O�L�W�L�H�V���� �� �7�K�H�� �'�L�U�H�F�W�R�U��
of Operations and Maintenance 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 qualifications, responsibilities 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 15th each year, be in writing and discussed 
with the employee. 

 
202-02 The Food Service Director is responsible 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 financially independent 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 qualified candidate 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 15th each year. 

 
202-03 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 and 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. 
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B. The District Administrator will recommend a qualified 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 completed prior to February 15th 
each year. 



  9/19/05 

203  MANAGERIAL PERSONNEL 
 

The Board of Education may employ non-union 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. 
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Administrative Regulations for Policy 203 (Managerial Personnel) 
 
203-01 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 Teacher. 
 

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 evaluation shall be completed prior to February 15th 
each year, be in writing and discussed with the employee. 

 
203-02 Coordinators are responsible for the specific curricular area assigned, which 

may be State-required or district-required.  The duties are secondary in nature 
�W�R�� �W�K�H�� �L�Q�G�L�Y�L�G�X�D�O�¶�V�� �S�U�L�P�D�U�\�� �M�R�E���� �V�X�F�K�� �D�V�� �W�H�D�F�K�L�Q�J���� �D�Q�G�� �L�Q�Y�R�O�Y�H�� �P�D�N�L�Q�J��
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, responsibilities 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 administrator shall evaluate the Coordinator on a yearly 

basis.  Such evaluation shall be in writing, discussed with the individual 
and completed prior to May 1st each year. 

 
D. Re-�D�S�S�R�L�Q�W�P�H�Q�W�� �W�R�� �W�K�H�� �S�R�V�L�W�L�R�Q�� �L�V�� �V�X�E�M�H�F�W�� �W�R�� �W�K�H�� �D�G�P�L�Q�L�V�W�U�D�W�R�U�¶�V��

recommendation, and shall be approved by the Board. 
 
203-03 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�L�V�W�U�L�F�W�¶�V���F�R�P�Suter and network so 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. 
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B. The District Administrator, after consulting with the Instructional 
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 the 
individual and completed prior to February 15th each year. 
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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. 
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Administrative Regulations for Policy 204 (Emergency Chain of Command) 
 
204-01  If an emergency occurs in the school district while the District Administrator 

is absent from the District or incapacitated, the administrator with the most 
seniority and who possesses a valid district administrator license shall be in 
charge of the district. 

 
204-02  �,�I���Q�R���R�W�K�H�U���D�G�P�L�Q�L�V�W�U�D�W�R�U���S�R�V�V�H�V�V�H�V���D���Y�D�O�L�G���G�L�V�W�U�L�F�W���D�G�P�L�Q�L�V�W�U�D�W�R�U�¶�V���O�L�F�H�Q�V�H�����W�K�H�Q 

 the chain of command shall be as follows: 
 

A. District Administrator 
B.   Business Official 
C. High School Principal 
D.  Middle School Principal 
E. Elementary Coordinator 
F. Elementary Principal 
G. Special Education Director 
H. High School Assistant Principal 
I. Director of Operations and Maintenance 

 
204-03  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. 
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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 
regulations for this policy. 



  9/19/05 

Administrative Regulations for Policy 205 (Administrative Contracts) 
 
205-01  Administrative contracts shall be provided to the district administrator 

(superintendent of schools), a business official, school principals, assistants to 
such persons and other administrative staff the Board considers necessary to 
the operations of the school district. 

 
205-02  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 extensions of one year each. 
 
205-03  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 three (3) years in   
 length at any one time. 

 
205-04  After two contract modifications an entirely new contract will be prepared that 

incorporates all previously agreed upon modifications. 
 
205-05  Wisconsin Statutes 118.24 shall govern non-renewal or discharge of an 

�D�G�P�L�Q�L�V�W�U�D�W�R�U�¶�V���F�R�Q�W�U�D�F�W�� 
 
205-06  The contract shall remain current with State Statutes. 
 
205-07   Salary and benefits will be agreed to prior to July 1 each year. 
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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 to develop administrative regulations for 
this policy. 
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Administrative Regulations for Policy 206 (Administrative Fringe Benefit Compensation) 
 
206-01 Administrators shall be eligible for all the fringe benefits granted the certified 

 staff. 
 
206-02 The Board shall establish 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 administrative staff, may retire at the 
age of 55 and receive benefits a per the administrative regulations established.  
�$�I�W�H�U���D���U�H�Y�L�H�Z���R�I���W�K�H���D�G�P�L�Q�L�V�W�U�D�W�R�U�¶�V���U�H�T�X�H�V�W���I�R�U���H�D�U�O�\���U�H�W�L�U�H�P�H�Q�W�����W�K�H���U�H�T�X�H�V�W���V�K�D�O�O��
be considered by the Board.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy.   
 
 
 



   
  Approved 7/1/98 
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  Approved 9/19/05 

Administrative Regulations for Policy 207 (Early Retirement-Administration) 
 
207-01 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. 

 
207-02  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 extending from July 1 of one year 
through June 30 of the next calendar year. 

 
207-03 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. 
 
207-04 The retiree may participate in the District health insurance plan at his/her own 

expense until such time as the retiree is eligible for Medicare or other Federal 
insurance benefits. 

 
207-05 In an instance where one spouse elects to retire and the other continues 

employment with the School District, they must select from one of the 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. 
 
207-06 In the case of death, the payments shall be terminated and shall be prorated for the 

year of death. 
 
207-07  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 retirement.  The Board reserves the right to limit 
the total number of applications granted to one (1) per year. 

 
207-08  This policy and administrative regulations shall be reviewed every two years. 



  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 administrative 
regulations for this policy. 
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Administrative Regulations for Policy 208 (Resignation of Administrative Personnel) 
 
208-01 Resignations at the end of a contract shall be in writing, signed by the 

administrative personnel, and directed to the District Administrator.  The 
District Administrator shall request Board action on the resignation for record 
keeping purposes. 

 
208-02 Resignations requested during the term of the contract shall be in writing, 

signed by the administrative personnel requesting the release 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. 
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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 as the legal 
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. 
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Administrative Regulations for Policy 251 (Public Access to Records) 
 
251-01 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 records maintained by an School District authority. 

 
251-02 �7�K�H�� �O�H�J�D�O�� �F�X�V�W�R�G�L�D�Q�� �L�V�� �D�X�W�K�R�U�L�]�H�G�� �D�Q�G�� �H�Q�F�R�X�U�D�J�H�G�� �W�R�� �F�R�Q�V�X�O�W�� �Z�L�W�K�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V��

legal counsel in determining whether to deny access to a record in whole or in 
part.  Any unknown request of records will be reviewed by the School District 
Attorney at a rate of $100 per hour, with a one- hour minimum. 

 
251-03 Public records may be inspected, copied, and/or abstracted at any time during 

established District Office hours. 
 
251-04 The legal custodian may establish fees in accordance with the law.  A list of such 

fees shall be made available at the District Office. 
 
251-05 A public records notice shall be displayed in the designated locations throughout 

the District. 
 
251-06 Authority means any of the following having custody of a record: 
 

A. The School Board 
B. Committees 
C. The School Board President 
D. The School Board Vice-President 
E. The School Board Clerk 
F. The School Board Treasurer 

 
251-07 Legal custodian means any person or position designated by this Board or 

otherwise designated by Law to carry out responsibilities under this Policy and 
the Public Records Law. 

 
251-08 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 created or 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. 

 
251-09 Record does not include drafts, notes, preliminary computations and like materials  

�S�U�H�S�D�U�H�G�� �I�R�U�� �W�K�H�� �R�U�L�J�L�Q�D�W�R�U�¶�V�� �S�H�U�V�R�Q�D�O�� �X�V�H�� �R�U�� �S�U�H�S�D�U�H�G�� �E�\�� �W�K�H�� �R�U�L�J�L�Q�D�W�R�U�� �L�Q�� �W�K�H��
name of a person for whom the originator is working; materials which are purely 
the personal property of the custodian and have no relation 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 inspection at a public 
library. 
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251-10 Custody And Delivery Of Official Property 
Except as provided under 208-08, 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 by Law 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. 

 
251-11 The legal custodians of records will designate one or more deputies to act as legal 

custodian of such records in his/her absence or otherwise required to respond to 
requests for records. 

 
251-12 The legal custodians have the full legal power to render decisions and carry out 

duties of the authorities identified in 251-01.  The designation of a legal custodian 
does not affect the powers and duties of an authority under the Public Records 
Law. 

 
251-13 Public Access To Records 

Except as provided in 251-07, any person has a right to inspect a record and to 
make or receive a copy of any record as provided in Wis.Stats.19.35(1). 

 
251-14 A requester shall be permitted to use facilities available to School District 

employees to inspect a record. 
 
251-15 The legal custodian(s) may require supervision of the requester during inspection 

or may impose other reasonable restrictions on the manner of access to an original 
record if the record is irreplaceable or easily damaged. 

 
251-16 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, computer printouts 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 cost shall 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 provide copies 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. 
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251-17      Access Procedures  
A request to inspect or copy a record shall be made to the legal custodian or 
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 
represented 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 if security 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�L�W�K�H�U���I�L�O�O���W�K�H���U�H�T�X�H�V�W���R�U���Q�R�W�L�I�\���W�K�H���U�H�T�X�H�V�W�H�U���R�I���W�K�H���D�X�W�K�R�U�L�W�\�¶�V�� 
denial. 

 
251-19      A request for a record may be denied as provided in (251-07).  All requests will 

  be in writing.  If a request is denied in whole or in part, the requester shall receive 
a written 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 attorney. 

 
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 

authorized to 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 disclosure is a 
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 containing 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 

     the information 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 harm to the public through disclosure of the record outweighs 
     the public benefit of access to the record.  The legal custodian is authorized and  
      �H�Q�F�R�X�U�D�J�H�G���W�R���F�R�Q�V�X�O�W���Z�L�W�K���W�K�H���6�F�K�R�R�O���'�L�V�W�U�L�F�W�¶�V���O�H�J�D�O���F�R�X�Q�V�H�O���L�Q���P�D�N�L�Q�J 
      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 holidays so that parents may plan uninterrupted family 
activities.  The District Administrator or Designee is directed to develop 
administrative regulations for this policy. 

 
 



  

  Revised 2/21/11 
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Administrative Regulations for Policy 252 (School Events on Wednesdays, Sundays and 
Holidays) 
 
252-01 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 be scheduled 

on holidays or on district-observed 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 bi-annual school musical may schedule a performance on Sunday afternoon. 
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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 District Administrator approval.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 253 (Sales and Promotion of Goods and Services to 
Students) 
 
253-01 The administrator shall review the request for sale, solicitations, or promotions 

using the following guide: 
 

A. Does the sale, solicitation, or promotion directly benefit the students? 
B. Does the sale, solicitation, or promotion support the educational mission? 
C. Does the sale, solicitation, or promotion support the school and its partnership 

with the community? 
D. Does the sale, solicitation, or promotion require more than limited school 

time? 
E. Does the sale, solicitation, or promotion promote compliance with other 

school district policies? 
 
253-02 A request to sell or promote goods or services using a school facility shall 

promote the good of the community. 
 
253-03 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 Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 254 (Advertising) 
 
254-01 In an effort to be a partner in the total community the following advertising 

activities may be used: 
 

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

 
254-02 All advertising that is permitted will be in good taste and not contrary to the 

purpose, goals, and objectives of the schools. 
 
254-03 All advertising in and through the schools must have the prior approval of the 

District Administrator. 
 
254-04 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. 

 
254-05 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. 

 
254-06 Competing commercial enterprises, upon their request, will be afforded equal 

opportunity to offer similar equipment, materials, services, or awards, when 
approved by the District Administrator. 

 
254-07 Materials, services, awards, or equipment carrying an advertisement which fulfills 

a legitimate purpose in the district curriculum or co-curricular program may be 
accepted by the District Administrator. 

 
254-08 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. 

 
254-09 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. 
 
254-10 The entire regular season of home games of a sport constitutes a series of events.  

A single performance or tournament constitutes an event. 
 
254-11 In granting exclusive rights to the program to an organization for an event or 

series of events, the District Administrator/Building Principal shall review the 
mission of the organization, relationship to the school district, and support of the 
organization to the school district. 
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254-12 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 to the students involved in the educational 
programs operating under its direction and feels that class time should not be 
diverted from students, teachers, and administrators for these non-school 
organizations and charities.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 255 (Fund Drives/Solicitations in the Schools) 
 
255-01 The School District shall not sponsor fund drives for non-school organizations nor 

any charity, nor allow its name to be used in any manner inferring such 
sponsorship. 

 
255-02 Fundraising activities and drives sponsored by a non-school organization or 

charity that requires the time and assistance of students, teachers, and 
administrators during the school day in the promotion and operation thereof, or 
the use of school facilities during the school day, shall not be permitted. 

 
255-03 Posters and advertisements related to fundraising drives may be posted in a school 

building upon approval of the building principal.  The principal shall stipulate the 
number of such posters or advertisement that may be posted, and the location in 
which they may be displayed. 

 
255-04 No agent, person, or persons shall be permitted to distribute circulars, handbills, 

cards, literature, advertisements, 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 planning, training 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) 
 
256-01 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 accident prevention 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 school-related activities will be evaluated for 

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 Administrator 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 work with a 

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 District Safety and Accident Prevention Coordinator will schedule annual 

�L�Q�V�S�H�F�W�L�R�Q�V�� �R�I�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V�� �I�D�F�L�O�L�W�L�H�V�� �D�Q�G�� �P�D�N�H�� �U�H�F�R�P�P�H�Q�G�D�W�L�R�Q�V�� �I�R�U�� �V�D�I�H�W�\��
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 
�S�U�H�Y�L�R�X�V�� �\�H�D�U�¶�V�� �D�F�F�L�G�H�Q�W�� �U�H�S�R�U�W�V���� �F�X�U�U�H�Q�W�� �\�H�D�U�¶�V�� �D�F�F�L�G�H�Q�W�� �U�H�S�R�U�W�V���� �I�L�U�H�� �G�U�L�O�O��
reports and tornado drill reports.  The Committee will identify areas where 
safety improvement is needed, and give 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 firemen.  Each 
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 to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 257 (Bomb Threats) 
 
257-01 Receipt of Call 
 

Whenever a bomb threat is telephoned directly to a school, the person receiving 
the call will attempt to notify the principal or lead 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 the alleged 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 caller�² voice, 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. 

 
257-02 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. Make a 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/or pre-designated 
areas and report the results to the office. 

D. Ask custodians on a voluntary basis to search pre-designated 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 teacher authorizes readmission. 

 
257-03 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 unique circumstance 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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C. �7�K�H���S�U�L�Q�F�L�S�D�O�¶�V���R�U���O�H�D�G���W�H�D�F�K�H�U�¶�V���R�I�I�L�F�H���L�Q each building is to be designated as 
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 be requested 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 school by a person other than the 
 individual making the threat, the building principal or lead teacher 
 should begin with the same procedures as described in 257-02 herein. 

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

authorities. 
 

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 interesting to 
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) 
 
258-01 Administrator shall prepare and disseminate such bulletins, memoranda, rules and 

regulations as necessary to implement Board Policy. 
 
258-02 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 may budget for and find important to his/her school public 
relations program. 

 
258-03 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. 

 
258-04 News releases, bulletins, and brochures shall be identified as to authorship and 

shall be reviewed by the District Administrator.   
 
258-05 All publication costs must be pre-approved 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 regulations for this policy. 
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Administrative Regulations for Policy 259 (Corporal Punishment Prohibited) 
 
259-01 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. 

 
259-02 �³�&�R�U�S�R�U�D�O���3�X�Q�L�V�K�P�H�Q�W�´���G�R�H�V���Q�R�W���L�Q�F�O�X�G�H���D�F�W�L�R�Q���F�R�Q�V�L�V�W�H�Q�W���Z�L�W�K���D�Q���,�(�3���G�H�Y�H�O�R�S�H�G��

under Wis.Stats.115.80(3)(e) or reasonable physical activities associated with 
athletic training. 

 
259-03 No official, employee, or agent of the School Board may subject a pupil enrolled 

in the School District to corporal punishment as defined herein. 
 
259-04 Officials, employees, or agents of the School Board are not prohibited, however, 

from: 
 

A. Using reasonable and necessary force to quell a disturbance or prevent an act 
that threatens physical injury to any person. 

B. Using reasonable and necessary force to obtain possession of a weapon or 
�R�W�K�H�U���G�D�Q�J�H�U�R�X�V���R�E�M�H�F�W���Z�L�W�K�L�Q���D���S�X�S�L�O�¶�V���F�R�Q�W�U�R�O�� 

C. Using reasonable and necessary force for the purpose of self-defense 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 school-sponsored 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 control. 
I. 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 Regulations 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.  Therefore, the 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 Regulations for Policy 260 (Crisis Communication Policy) 
 
260-01 There shall be one spokesperson for the District during the time of a crisis and 

that spokesperson shall be the District Administrator or Designee. 
 
260-02 In the event the District Administrator is not available 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. 

 
260-03 The crisis communication plan shall be made known to staff members and copies 

available and accessible to staff members in every attendance center. 
 
260-04 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 Administrator 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 Board directs 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 
�Z�L�W�K�� �:�H�D�W�K�H�U�� �&�H�Q�W�U�D�O���� �6�K�H�U�L�I�I�¶�V�� �2�I�I�L�F�H���� �W�K�H�� �E�X�V�� �F�R�P�S�D�Q�\���� �W�K�H�� �&�R�X�Q�W�\�� �+�L�J�K�Z�D�\��
Department, and selected other sources and consider their input as to the extent of 
the road conditions 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 when decisions are reached to delay the start of the 
school day or dismiss school early. 

 
261-03 If an early school dismissal occurs, co-curricular and evening school activities 

that day will be canceled. 
 
261-04 If school is closed, co-curricular and evening school activities 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 Administrator 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 A sales agent is an individual or organization that receives direct or indirect 

compensation for an exchange of goods or services. 
 
262-02 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. 
 
262-03 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. 

 
262-04 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 or at a school activity and may not interfere with the school day. 

 
262-05 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 administrative regulations for 
this policy. 
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Administrative Regulations for Policy 263 (Business/Commercial Support) 
 
263-01 The support program shall not distract from school time. 
 
263-02 The support program shall encourage or support the educational growth of the 

students. 
 
263-03 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 No fundraising activity shall be conducted in any manner that violates state, 

federal or local laws. 
 
264-02 Any fundraising activity which involves the school and community must be 

approved by the District Administrator. 
 
264-03 Request for school-affiliated fundraising activities shall be made on fundraising 

forms available in each school. 
 
264-04 In-school fundraising activities must be approved by the building principal. 
 
264-05 Fundraising activities shall not conflict with the school lunch programs. 
 
264-06 School-affiliated organizations approved for door-to-door community sales shall 

be completed within a two-week time frame. 
 
264-07 Community sales will be advertised to the community within a two-week period 

prior to the start of the door-to-door campaign. 
 
264-08 Community sales or raffles will be monitored by the District Administrator or 

Designee. 
 
264-09 All requests for fundraising activities shall be submitted in a timely manner for 

proper review. 
 
264-10 Product duplication within the same school may not be given approval. 
 
264-11 A set number of candy sales will be determined each year by the building 

principal. 
 
264-12 Students currently enrolled in grades K-12 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. 

 
264-13 Fundraising shall be limited 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 in charge 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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264-14 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. 

 
264-15 A donation to the District may be accepted as part of the sales promotion. 
 
264-16 The Richland School District does not endorse or lend its name to private 

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

 
264-17 All funds originating from school-sponsored fundraising projects shall become 

the property of the school district and are subject to the control, accounting, and 
discretion of the Board of Education as to the funds use and distribution. 

 
264-18 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 instructional 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. 

 
264-19 Capital improvement projects need to be recommended for Board action by the 

Building Principal and District 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 Accounting Procedures: 
 

A.  All fundraising activities must be approved as follows:   Community 
      sales by District Administrator, In-school sales by Building Principal. 
B. All forms must be appropriately completed, returned to, and approved  by the 

appropriate administrator. 
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 appropriate 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 review fundraising 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 to a supplier 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 the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 265 (Pledge of Allegiance) 
 
265-01 At the start of each school day the Pledge of Allegiance will be recited in each 

PK-12 grade classroom. 
 
265-02 The National Anthem may be substituted for the Pledge of Allegiance. 
 
265-03 No pupil will be compelled to recite the Pledge of Allegiance or sing the National 

Anthem. 
 
265-04 A parent/guardian must file an objection to saying the Pledge of Allegiance or 

singing the National Anthem in writing with the building principal. 
 
265-05 Students not participating in the Pledge of Allegiance must adhere to the 

classroom code of conduct during this time. 
 
265-06 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 Designee to develop 
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 arrangements and 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 Board of 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. 
 
 



 

10/24/11 
 

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 relating to the 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 
separate Board policy. 
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Administrative Regulations for Policy 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 States Code, the District prohibits an 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 state law.  Furthermore, 
in accordance with Section 175.60(15m) of the Wisconsin Statutes, as added by 
2011 Wisconsin Act 35, the District prohibits an employee from carrying a 
�F�R�Q�F�H�D�O�H�G�� �K�D�Q�G�J�X�Q�� �L�Q�� �W�K�H�� �F�R�X�U�V�H�� �R�I�� �R�U�� �G�X�U�L�Q�J�� �D�Q�\�� �S�D�U�W�� �R�I�� �W�K�H�� �H�P�S�O�R�\�H�H�¶�V��
employment, regardless 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 Regulation 267-01, firearms may be permitted on the grounds of 
the District or in the course of District employment under circumstances 
permitted by state and federal law and specifically approved by the District 
Administrator. 
 

267-03  Notwithstanding the general prohibition on the possession of firearms in 
Administrative Regulation 267-01, state law does not prohibit an employee who is 
licensed to carry a concealed weapon under state law from possessing a handgun 
�W�K�D�W�� �L�V�� �V�H�F�X�U�H�G�� �Z�L�W�K�L�Q�� �W�K�H�� �H�P�S�O�R�\�H�H�¶�V�� �R�Z�Q�� �P�R�W�R�U�� �Y�H�K�L�F�O�H�� �D�Q�G�� �W�K�D�W���� �� �������� �L�V�� �Q�R�W��
loaded; and (2) is either encased or in a locked firearms rack that is on the motor 
vehicle. 
 

267-04 While the District recognizes the limited right described in 267-03 for employees 
who are licensed to carry concealed weapons pursuant to Section 175.60 of the 
Wisconsin Statutes, as added by 2011 Wisconsin Act 35, the District strongly 
encourages such employees to maintain a firearm-free environment on all District 
property, including motor vehicles parked on District property. 
 

267-05 Any employee violating this policy may be subject to disciplinary sanctions up to 
and including termination of employment in accordance with applicable 
contractual requirements and Board policy. 

 
267-06 Law enforcement shall be contacted at the discretion of the building principal in 

the event that an employee violates this policy. 
 

 



 

10/24/11 
 

268  POSSESSION OF WEAPONS OTHER THAN FIREARMS BY EMPLOYEES  
 

The Board of Education shall implement a policy regarding the possession of 
weapons by employees on District property and in the course of District 
employment which reflects the provisions of state law relating to the licensure of 
individuals to carry concealed weapons.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
 
Possession of firearms by District employees is covered in a separate Board 
policy. 
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Administrative Regulations for Policy 268 (Possession of Weapons Other Than Firearms by 
Employees) 

 
268-01 The District prohibits employees from possessing weapons on District property.  

Pursuant to Section 175.60(15m) of the Wisconsin Statutes, as added by 2011 
Wisconsin Act 35, the District prohibits an employee from carrying concealed 
�Z�H�D�S�R�Q�V�� �L�Q�� �W�K�H�� �F�R�X�U�V�H�� �R�I�� �R�U�� �G�X�U�L�Q�J�� �D�Q�\�� �S�D�U�W�� �R�I�� �W�K�H�� �H�P�S�O�R�\�H�H�¶�V�� �H�P�S�O�R�\�P�H�Q�W����
regardless of whether the individual is licensed to carry concealed weapons under 
state law. 
 

268-02  �)�R�U�� �W�K�H�� �S�X�U�S�R�V�H�V�� �R�I�� �W�K�L�V�� �S�R�O�L�F�\���� �D�� �³�Z�H�D�S�R�Q�´�� �L�V�� �G�H�I�L�Q�H�G�� �D�V�� �D�Q�� �H�O�H�F�W�U�L�F�� �Z�H�D�S�R�Q����
knife, billy club, razor, chemical spray, karate stick, metal knuckles, or any other 
object which:  (1) by the manner in which it is used or intended to be used, is 
capable of inflicting bodily harm; or (2) is being used, or by its appearance is 
designed to be used, to threaten, intimidate or frighten. 

 
268-03 �7�K�H���G�H�I�L�Q�L�W�L�R�Q���R�I���³�Z�H�D�S�R�Q�´���L�Q�F�O�X�G�H�V���D�Q�\���O�R�R�N-alike weapon, including a working 

or non-working replica of any of the previously mentioned instruments, or any 
other object, which could reasonably be mistaken for an actual weapon regardless 
of whether it is manufactured for that purpose. 

 
268-04 Notwithstanding the general prohibition on the possession of weapons on District 

property in Administrative Regulation 268-01, the following weapons may be 
possessed on school property: 
 
A.  Weapons under the control of law enforcement personnel. 
 
B. Weapons authorized by the building principal and handled in a legal manner 

for the purposes of education. 
 
C. Weapons authorized by the building principal and handled in a legal manner 

during the use of school facilities. 
 
268-05 Any employee violating this policy may be subject to disciplinary sanctions up to 

and including termination of employment in accordance with applicable 
contractual requirements and Board policy. 

 
268-06 Law enforcement shall be contacted at the discretion of the building principal in 

the event that an employee violates this policy. 
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269  POSSESSION OF FIREARMS BY MEMBERS OF THE PUBLIC  
 

The Board of Education shall implement a policy recognizing the state and federal 
prohibitions on the possession of firearms on District property, including 
possession by members of the public on school property.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
 
Possession of weapons other than firearms by members of the public is covered in 
a separate Board policy.   
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Administrative Regulations for Policy 269 (Possession of Firearms by Members of the Public) 
 

269-01 In accordance with Section 948.605 of the Wisconsin Statutes and Section 922(q) 
of Title 18 of the United States Code, an individual may not possess 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 state law. 

 
269-02 Notwithstanding the general prohibition on the possession of firearms in 

Administrative Regulation 269-01, firearms may be permitted on the grounds of 
District under circumstances permitted by state and federal law. 
 

269-03 Law enforcement shall be contacted at the discretion of District Administration in 
the event that an individual violates this policy. 

 

 



 

10/24/11 
 

270  POSSESSION OF WEAPONS OTHER THAN FIREARMS BY MEMBERS OF 
THE PUBLIC  

 
The Board of Education shall implement a policy regarding the possession of 
weapons by members of the public on District property which reflects the 
provisions of state law relating to the licensure of individuals to carry concealed 
weapons.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
 
Possession of firearms by members of the public is covered in a separate Board 
policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

10/24/11 
 

Administrative Regulations for Policy 270 (Possession of Weapons Other Than Firearms by 
Members of the Public) 

 
270-01 The District prohibits members of the public from possessing weapons on District 

property.  Pursuant to Section 175.60(15m) of the Wisconsin Statutes, as added 
by 2011 Wisconsin Act 35, the District prohibits a member of the public from 
carrying concealed weapons, regardless of whether the individual is licensed to 
carry concealed weapons under state law. 
 

270-02  �)�R�U�� �W�K�H�� �S�X�U�S�R�V�H�V�� �R�I�� �W�K�L�V�� �S�R�O�L�F�\���� �D�� �³�Z�H�D�S�R�Q�´�� �L�V�� �G�H�I�L�Q�H�G�� �D�V�� �D�Q�� �H�O�H�F�W�U�L�F�� �Z�H�D�S�R�Q�� 
knife, billy club, razor, chemical spray, karate stick, metal knuckles, or any other 
object which:  (1) by the manner in which it is used or intended to be used, is 
capable of inflicting bodily harm; or (2) is being used, or by its appearance is 
designed to be used, to threaten, intimidate or frighten. 

 
270-03 �7�K�H���G�H�I�L�Q�L�W�L�R�Q���R�I���³�Z�H�D�S�R�Q�´���L�Q�F�O�X�G�H�V���D�Q�\���O�R�R�N-alike weapon, including a working 

or non-working replica of any of the previously mentioned instruments, or any 
other object, which could reasonably be mistaken for an actual weapon regardless 
of whether it is manufactured for that purpose. 

 
270-04 Notwithstanding the general prohibition on the possession of weapons on District 

property in Administrative Regulation 270-01, the following weapons may be 
possessed on school property: 

 
A.  Weapons under the control of law enforcement personnel. 
 
B. Weapons authorized by the building principal and handled in a legal manner 

for the purposes of education. 
 
C. Weapons authorized by the building principal and handled in a legal manner 

during the use of school facilities. 
 
270-05 Law enforcement shall be contacted at the discretion of the building principal in 

the event that a member of the public violates this policy. 
 
 

 



  Revised 8/2/10 
5/15/06 

271  HARASSMENT AND/OR BULLYING 
 

The Board of Education does not tolerate harassment and/or bullying in any form 
on school property or in vehicles owned, leased or used by the school.  The Board 
will take all necessary and appropriate actions to eliminate harassment and/or 
bullying while maintaining a work environment free of any form of harassment or 
intimidation, be it verbal, physical, sexual, but not limited to those listed, toward 
and between students, employees, school board members, volunteers, and 
applicants. The Board directs the District Administrator or Designee to develop 
administrative regulations to include but not be limited to definitions, complaint 
procedures, investigative procedures, due process rights, appeal procedure and 
penalties. 



  Revised 8/2/10 
5/15/06 

Administrative Regulations for Policy 271 (Harassment and/or Bullying) 
 
271-01 All employees, regular volunteers, students, school board members, or applicants 

are covered under this policy and supporting regulations.  All listed individuals 
are required to be familiar with and comply with all regulations dealing with 
harassment and/or bullying.  The policy and supporting administrative regulations 
prohibit any district employee, student, school board member, volunteer, or 
applicant regardless of sex, from harassing and/or bullying another employee, 
student, school board member, volunteer, or applicant. 

 
271-02 Harassment and/or bullying for the purpose of this policy is defined as any 

conscious, willful, or deliberate act or attempted act, through the use of words or 
actions, which are intended to cause physical injury, emotional distress/suffering 
or property damage or which impact the learning environment. 

 
271-03 Harassment and/or bullying could include acts motivated by, but not limited to 

hostility toward the victim�¶�V�� �U�H�D�O�� �R�U�� �S�H�U�F�H�L�Y�H�G�� �V�H�[���� �U�D�F�H���� �F�R�O�R�U���� �U�H�O�L�J�L�R�Q���� �Q�D�W�L�R�Q�D�O��
origin, ancestry, creed, pregnancy, marital status, sexual orientation, gender 
identity, social, socio-economic or family status, physical attributes, 
disability/handicap or any other basis protected by state or federal law.  Examples 
are as follows: 

 
A. Physical harassment and/or bullying means striking, shoving, kicking, 

throwing of objects at or otherwise subjecting another person to physical 
contact or attempting or threatening to do the same. 

 
B. Mental harassment and/or bullying means name-calling or engaging in a 

course of conduct or repeatedly committing acts, which intimidate, cause 
discomfort to or humiliate another person. 

 
C. Discrimination harassment and/or bullying means comments or other 

expressions which insult, slur, joke, degrade, or stereotype any person or 
group because of sex, race, religion, national origin, or physical, mental, 
emotional or learning disability. 

 
D. Verbal harassment and/or bullying means any remark which is offensive or 

objectionable to the recipient or which causes the recipient discomfort, anger, 
or humiliation. 

 
E. Pictorial harassment and/or bullying means displaying of derogatory or 

offensive posters, cartoons, calendars, photographs or drawings. 
 

F. Sexual harassment and/or bullying means any unwelcome sexual advances, 
requests for sexual favors and other physically expressive behavior or a sexual 
or gender-directed nature, which creates an intimidating, hostile, or 
demeaning employment or educational environment.  Examples of sexual 
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harassment include but are not limited to uninvited letters, telephone calls, 
looks, gestures, touching, teasing, jokes, remarks, or questions of a sexual 
nature. 

 
G. Cyber bullying is a form of harassment and/or bullying, and means using 

communication technologies to generate or repeat hostile or damaging content 
intended to harm others. 

 
H. Other harassment and/or bullying means any other action, which interferes 

�Z�L�W�K���W�K�H���U�H�F�L�S�L�H�Q�W�¶�V���D�F�D�G�H�P�L�F���R�U���Z�R�U�N���S�H�U�I�R�U�P�D�Q�F�H�� 
 
271-04 The identities of the parties involved shall be kept confidential to the extent 

possible. 
 
271-05 No district employee, volunteer, school board member, or student shall attempt to 

restrain, interfere with, coerce, discriminate, or take reprisal action against the 
complainant or their witnesses during or after the presentation, processing, and 
resolution of a complaint. 

 
271-06 Any effort of the accused and or any other individual to restrain, interfere with, 

coerce, discriminate, or take reprisal actions against either the accused or any 
witness, shall be dealt with through disciplinary action, up to and including 
termination for employees and suspension or expulsion for students. 

 
271-07 All reports of suspected harassment and/or bullying shall be investigated in a 

timely manner. 
 
271-08 The administration will inform all listed individuals that the Richland School 

District does not tolerate harassment and/or bullying in any form. 
 
271-09 Any individual who believes he or she has been harassed and/or bullied in 

violation of this policy may file a written complaint with the building 
administrator who will begin the investigation procedures and report the incident 
to the District Administrator. 
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272   HARASSMENT AND/OR BULLYING COMPLAINT PROCEDURES    
 

The Board of Education in order to provide a safe and harassment and/or bully 
free environment for its employees, citizens, students, and Board Members, an 
organized investigative procedure must be developed.  The investigative 
procedure shall provide for confidentiality, due process, thoroughness, and 
timeliness.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 272 (Harassment and/or Bullying Complaint Procedures) 
 
272-01 Any employee, board member, volunteer, student or applicant who believes they 

are victims of harassment and/or bullying should report their concerns to the 
appropriate individual who may be their immediate supervisor, guidance 
counselor, building principal, District Administrator, or the District 
�$�G�P�L�Q�L�V�W�U�D�W�R�U�¶�V�� �'�H�V�L�J�Q�H�H���� �� �,�Q�� �W�K�H�� �H�Y�H�Q�W�� �W�K�H�� �F�R�P�S�O�D�L�Q�W�� �L�V�� �D�J�D�L�Q�V�W�� �W�K�H�� �'�L�V�W�U�L�F�W��
Administrator, the concern should be reported to the School Board President. 

 
272-02 Complaints should be filed in a timely manner.  It is the intent of the District to 

create an atmosphere where complaints and alleged complaints will be treated 
fairly and quickly. 

 
272-03 To assure consistency in handling complaints, the complaints will be filed in 

written form, and include a signature and date. 
 
272-04 Any District employee, school board member, volunteer, student, or individual 

who is aware of harassment and/or bullying, has an obligation to report such 
behavior to the appropriate individual. 

 
272-05 Formal complaints will be taken seriously and will be subject to thorough review 

and immediate investigation by the receiving individual or designee.  While time 
periods are established below for completion of various actions, the receiving 
individual shall provide written notice to the concerned parties of the expected 
time period for completion of the required investigation and required actions. 

 
272-06 Step One:  Review 
 

If the complaint is an informal discussion and does not result in the initiation of 
disciplinary procedures, the offending party(s) may be asked to explain their 
conduct or behavior to the reviewing individual at the request of the complainant.  
Even though step one is informal a written record of the complaint, review and 
conclusion will be recorded and filed with the District Administrator.  If the 
informal complaint is raised to that of a formal complaint it will be addressed 
using formal complaint procedures. 

 
272-07 Step Two:  Investigation 
 

Formal complaints shall be presented in writing to the investigating individual.  
The investigating individual shall review the complaint for specific statements of 
the alleged behavior, including (if possible) additional background details such as 
time, date, location, relationship of the individuals, and circumstances of each 
alleged incident.  If the formal complaint does not have the above information the 
investigating individual will interview the complainant for the needed information 
and it will be added to the formal complaint.  The investigating individual shall 
make an initial determination of the complaint which shall include: 
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A. A determination of the complaint. 
B. Notification to the accused that he/she has been accused of harassment and/or 

bullying. 
C. Notification to the accused of the policy concerning retaliations. 
D. Request the accused respond to the allegation in writing. 
E. Apprise the accused of the investigative process. 
F. Interview the accused. 

 
The District takes these complaints seriously and the complaints will be subject to 
immediate review and investigation.  The District Administrator will be notified 
immediately when a complaint has been filed.  Every effort will be made to 
complete this initial review within ten (10) working days after a complaint has 
been received.  The investigating individual shall give a written report to the 
complainant after the completion of the initial review and shall file a copy with 
the District Administrator. 

 
272-08 Step Three:  Appeal 
 

If either party or any party is not satisfied with the report of the investigating 
individual, a written appeal may be submitted to the District Administrator or 
Designee indicating the nature of the disagreement.  The appeal must be filed 
�Z�L�W�K�L�Q�� �W�Z�H�Q�W�\�� ���������� �Z�R�U�N�L�Q�J�� �G�D�\�V�� �D�I�W�H�U�� �U�H�F�H�L�S�W�� �R�I�� �W�K�H�� �L�Q�Y�H�V�W�L�J�D�W�L�Q�J�� �L�Q�G�L�Y�L�G�X�D�O�¶�V��
written report.  The District Administrator or Designee shall schedule, within ten 
(10) working days, a meeting of all parties to review the issues presented in the 
written appeal.  The District Administrator or Designee shall provide a written 
response outlining the findings and disposition of the written appeal within ten 
(10) working days following the meeting.  If either party is not satisfied with the 
decision concerning the disposition of the written appeal, the party may file a 
request for formal review of the appeal by the Board of Education.  The request 
for Board review must be filed within ten (10) working days of the receipt of the 
appeal decision.  The Board of Education shall conduct a hearing in closed 
session within thirty (30) working days of the receipt of the request for formal 
review of the prior decision.  The Board of Education has ten (10) working days 
to submit the review of the request to review the appeal.  If either party is not 
satisfied with the decision of the Board of Education, the party may pursue further 
review by filing a request with the State Superintendent of Public Instruction 
under the statutes, rules and procedures applicable to the Department of Public 
Instruction. 

 
272-09 Judicial review of the decisions is as provided by statute of the State of 

Wisconsin. 
 
 
 
 



 

5/15/06 
 

 

273   NONDISCRIMINATION IN DISTRICT OPERATIONS  
 

The Board of Education does not discriminate against employees or potential 
employee because of age, race, creed, color, disability, marital status, sex 
(including sexual harassment), national origin, ancestry, sexual orientation, arrest 
record, conviction record, membership in the national guard, state defense force 
or any other reserve component of the military forces of the United States or this 
state or use or nonuse of lawful products off the employer's premises during non-
working hours, in any of its programs and activities, employment practices and 
policies, or personnel practices and policies.  The District's position and beliefs 
shall be communicated to the general public.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
Pupil nondiscrimination and complaint procedure is addressed in Policy 525 �± 
Pupil Nondiscrimination and Complaint Procedure.  
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Administrative Regulations for Policy 273 (Nondiscrimination in District Operations) 
 

273-01  In order to disseminate the District nondiscrimination policy, the statement "Equal 
Opportunity Employer/Educator" will appear on stationery and on publications of 
the District. 

 
273-02 Appeals to concerns that an individual has been discriminated against shall be 

referred to the Equity Coordinator. 
 
273-03 Nondiscrimination requirements and definitions of protected classes can be found 

in the Wisconsin Fair Employment Act, Title VI of the Civil Rights Act, Title VII 
of the Civil Rights Act, Section 504 of the Rehabilitation Act of 1973, Age 
Discrimination in Employment Act of 1964, Americans with Disabilities Act of 
1990, Pregnancy Discrimination Act, and the Immigration Reform and Control 
Act.   
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274 EMPLOYEE AND POTENTIAL EMPLOYEE NONDISCRIMINATION AND 
COMPLAINT PROCEDURE 

 
The Board of Education recognizes the District's responsibility to provide a 
procedure for addressing complaints of discrimination, harassment and equity as 
outlined in Board Policy 273.   The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy.  Pupil 
nondiscrimination and complaint procedure is addressed in Policy 526 �± Pupil 
Nondiscrimination and Complaint Procedure. 
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Administrative Regulations for Policy 274 (Employee and Potential Employee 
Nondiscrimination and Complaint Procedure) 
  
274-01   Any employee, Board member, volunteer, student or applicant who believes (s)he 

is a victim of or has witnessed discrimination, harassment or equity issues should 
report the complaint to the appropriate individual.  This may include the 
immediate supervisor, building principal, District Administrator, or the Equity 
Coordinator.  Pupil discrimination should be addressed as set forth in 
Administrative Regulations for Policy 526 �± Pupil Nondiscrimination and 
Complaint Procedure. 
 

274-02   The person receiving the complaint should discuss the issue with the aggrieved to 
determine whether the complaint is to be resolved through informal or formal 
procedure.  
 

274-03 If the concern is considered an informal complaint, involved parties will work 
together to resolve the situation.  The school official responsible for resolving the 
concern shall document in writing the efforts to address the problem and shall 
follow-up to determine the effectiveness of resolving the concern.  The outcome 
of any informal procedures should be documented and provided to the Equity 
Coordinator for the District. 
 

274-04  When an aggrieved person believes in good faith that (s)he has a valid basis for a 
complaint that requires formal resolution, the complainant shall prepare and send 
a written complaint to the District Equity Coordinator immediately following the 
offense or immediately following the conclusion of informal resolution 
procedures.  Failure to provide a written complaint may prevent the Equity 
Coordinator from taking appropriate action.  The complaint shall include: 

 
A. The date, time and place of the incident. 
B. The specific nature of the complaint and the facts that gave rise to the      

complaint (e.g., who was involved, statements made, relevant documents, 
reactions, actions taken so far, etc.). 

C. Identity of witnesses. 
D. A statement of how the complainant has been affected adversely. 
E. The actions which the complainant believes should be taken. 
F. The reasons why it is felt such actions should be taken. 
G. The signature of the complainant and the date signed by complainant. 
 

274-05 As soon as possible, but no later than forty-five (45) days after receipt of the 
complaint, the District will acknowledge in writing receipt of a formal complaint.   
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274-06 The investigator is required to maintain detailed records of the investigation.  The 
investigator will inform the complainant of their right to initiate civil actions or 
seek redress under criminal statutes at any time.  The investigator will identify if  
the specific allegation(s) violate Board policy, state and federal law, including 
determination if any of the specified behavior constitutes a violation of the Child 
Welfare Law requiring immediate notification of law enforcement.  The 
investigator will review all pertinent documents and evidence, including 
interviewing the complainant, alleged perpetrator, and appropriate witnesses.  
Both the complainant and alleged perpetrator will be informed of the investigative 
process, the approximate timelines for the investigation, their rights to a neutral, 
non-biased investigation, confidentiality (to the extent possible) and to be free of 
retaliation.  The investigator will also inform the complainant of how they will be 
notified of the results of the investigation.   

 
274-07 The investigator will protect witness privacy and confidentiality to the extent 

possible and identify any immediate needs of the individuals.   
  
274-08 As soon as possible, but no later than sixty (60) days after receipt of the written 

complaint, the investigation shall conclude with a summary report of the 
information contained in the investigation file and recommendations for resolving 
the complaint.  The sixty (60) day deadline may be extended with notification to 
the complainant of the extension and the reason for the extension.  A final 
determination will be made within ninety (90) days of receipt of the written 
formal complaint, unless an extension is granted by the parties.   

  
274-09 At the conclusion of the investigation the investigator will inform the complainant 

in writing of the results of the investigation and the complainant's right to appeal 
the decision in writing to the Board of Education within thirty (30) days of the 
conclusion of the District investigation.  Any actions taken to resolve the 
complaint shall be documented. 

  
274-10 Complainants shall not be discouraged from utilizing other complaint procedures 

set forth in state or federal law.   
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275  FULL-TIME OPEN ENROLLMENT 
 

The Board of Education supports the concept of open enrollment between public 
school districts. The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 
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Administrative Regulations for Policy 275 (Full-Time Open Enrollment) 
 
275-01 The Open Enrollment Program is required by State Statutes 118.51, and is an 

opportunity for students in public school districts to attend a non-resident school 
district under the full-time open enrollment program.  Most of the rules and 
regulations may be found in PI 36.  There are several places where local school 
boards may develop local policies and procedures, hence this document. 

 
Parent and Pupil Responsibilities 
 
275-02  Parent and pupil responsibilities are established in Chapter PI 36. 
 
275-03   The district will strictly enforce those rules and any other documents prepared by 

      the Department of Public Instruction (DPI). 
 
275-04  Parents who deliberately falsify or give misleading information on the application 

will have the application denied and the pupil will return to the resident school 
district if the discovery was made after the pupil was admitted to the nonresident 
district. 

 
Nonresident School Board Responsibilities 
 
275-05 Nonresident school board responsibilities are established in Chapter PI 36, which 

requires the local school board to establish the following policies and procedures.  
To amend these, the Board of Education must make the changes prior to the first 
day of the application period to which the policy will first apply. 

 
275-06 The District Administrator shall determine the available number of openings for 

nonresident students based on the maximum number of students that can be 
accommodated in each school, program, class or grade.  Determining factors will 
be class size limits, student-teacher ratios, enrollment projections or students 
attending for whom tuition is paid under 121.78(1)(a). 

 
275-07 Enrollment shall not be available to nonresident applicants if one or more of the             

following apply: 
 

A.  Space is not available as determined above. 
 

B. The student has been expelled from school by any school district during the 
current or two (2) preceding school years for any of the following reasons, or 
a disciplinary proceeding is pending, for any of the following reasons: 

 
1. Conveying or causing to be conveyed any threat or false information 

concerning an attempt or alleged attempt being made to destroy any 
school property by means of explosives. 
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2. Engaging in conduct while at school or while under supervision of 
school authority that endangered the health, safety or property of 
others. 

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

4. Possessing a dangerous weapon, as defined in s.939.22 (10), while at 
school or while under the supervision of a school authority. 

 
C. �7�K�H�� �V�S�H�F�L�D�O�� �H�G�X�F�D�W�L�R�Q�� �S�U�R�J�U�D�P�� �R�U�� �U�H�O�D�W�H�G�� �V�H�U�Y�L�F�H�V�� �G�H�V�F�U�L�E�H�G�� �L�Q�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V��

individualized education program (IEP) is not available or there is no space 
available in the appropriate education program. 

 
D. The student has been referred or identified by the resident district but not yet 

evaluated by an IEP team. 
 
E. The student was habitually truant from the nonresident school district during 

any semester of attendance at the nonresident school district in the current or 
previous school year. 

 
275-08 No waiting lists shall be prepared. 
 
275-09 Nonresident elementary students, who are attending school in the Richland 

School District, must re-apply for open enrollment prior to entering high school.  
The District Office will notify parents no later than the first day of the application 
period if a pupil is required to re-apply for the following school year. 

 
275-10 Applications must be received in the District Office, stamped with the date and 

initialed by the receiving secretary.  On the last day of the application period, the 
time the application was received will also be added to the application.  
Applications received after 4:00 pm on the last day of applications will be 
returned to the parent. 

 
275-11 If the application submitted is incomplete, the District Office will make one 

attempt to obtain the missing information provided the information is received 
prior to the   end of the application period. 

 
275-12 Enrollment priority shall be given to a nonresident student of his/her sibling in  

good standing already admitted to the school district. 
 
275-13 �7�K�H���S�D�U�H�Q�W�¶�V���V�L�J�Q�D�W�X�U�H���R�Q���W�K�H���D�S�S�O�L�F�D�W�L�R�Q���V�K�D�O�O���E�H���F�R�Q�V�L�G�H�U�H�G���D�V���W�K�H���Y�D�O�L�G���V�L�J�Q�D�W�X�U�H��

�W�R�� �U�H�T�X�H�V�W�� �W�K�H�� �S�X�S�L�O�¶�V�� �U�H�F�R�U�G�V�� �I�U�R�P�� �W�K�H�� �U�H�V�L�G�H�Q�W�� �V�F�K�R�R�O�� �E�R�D�U�G�� �D�V�� �V�S�H�F�L�I�L�H�G�� �X�Q�G�H�U��
State Statutes 118.125(4). 
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275-14 Parents of nonresident students shall be responsible for transporting their child to 
the school the child is assigned to attend, or to a scheduled in-district bus stop. 

 
275-15 The Richland School District shall provide transportation to nonresident special 

education students when the IEP specifies to do so under Wis. Stats. 121.54(3). 
 
Resident School Board Responsibilities 
 
275-16 Resident school board responsibilities are established in PI 36, which requires the 

local school board to adopt the following policies.  Otherwise, all parts of PI 36 
shall be strictly enforced. 

 
275-17 No grand total limitations procedure has been established to prevent resident             

students from transferring to nonresident school districts. 
 
275-18 Students who impose an undue financial burden to the district will have their             

application to attend a nonresident district rejected. 
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276 PART-TIME OPEN ENROLLMENT 
 

The Board of Education supports the concept of part-time open enrollment 
between public school districts. The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 276 (Part-Time Open Enrollment) 
 
276-01  Part-time Open Enrollment Program is required by State Statutes 118.52, and is 

an opportunity for students in public school districts to attend a non-resident 
school district under the part-time open enrollment program.  Most of the rules 
and regulations may be found in PI 36.  There are several places where local 
school boards may develop local policies and procedures, hence this document. 

 
Parent and Pupil Responsibilities 
 
276-02  Parent and pupil responsibilities are established in S. 1218.52 and Chapter PI 36. 
 
276-03  The district will strictly enforce those rules and any other documents prepared by 

the Department of Public Instruction (DPI).  
 
276-04  Parents who deliberately falsify or give misleading information on the application 

will have the application denied and the pupil will return to the resident school 
district if the discovery was made after the pupil was admitted to the nonresident 
district. 

 
276-05  Pupils enrolled in a private school or a home-based private education program will 

not be eligible to take a course under the part-time open enrollment program. 
 
Nonresident School Board Responsibilities 
 
276-06  Nonresident school board responsibilities are established in Chapter PI 36, which 

requires the local school board to establish the following policies and procedures.  
To amend these, the Board of Education must make the changes prior to the first 
day of the application period to which the policy will first apply. 

 
276-07  The District Administrator shall determine the available number of openings for 

nonresident students once the following preferences have been fulfilled: 
 

A. Resident pupils enrolled in the school and the course. 
 

B. Resident pupils enrolled in private schools or home-based educational 
programs who are taking a course in the school district under s. 118.145(4). 

 
C. Pupils over 20 years of age who are admitted to school under s. 118.12(2). 

 
276-08  Enrollment shall not be available to nonresident applicants if one or more of the 

following apply: 
 

A. Space is not available  
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B. �7�K�H�� �V�S�H�F�L�D�O�� �H�G�X�F�D�W�L�R�Q�� �S�U�R�J�U�D�P�� �R�U�� �U�H�O�D�W�H�G�� �V�H�U�Y�L�F�H�V�� �G�H�V�F�U�L�E�H�G�� �L�Q�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V��
individualized education program (IEP) is not available or there is no space 
available in the appropriate education program. 

 
C. The student has been referred or identified by the resident district but not yet 

evaluated by an IEP team. 
 

D. �7�K�H�� �V�W�X�G�H�Q�W�� �Z�R�X�O�G�� �Q�R�W�� �T�X�D�O�L�I�\�� �X�Q�G�H�U�� �W�K�H�� �G�L�V�W�U�L�F�W�¶�V�� �F�R�X�U�V�H-related criteria and 
qualifications. 

 
E. The student was habitually truant from the nonresident school district during 

any semester of attendance at the nonresident school district in the current or 
previous school year. 

 
276-09  No waiting lists shall be prepared. 
 
276-10          Enrollment priority shall be given to a nonresident student of his/her sibling in 

good standing already admitted to the school district.  If more applications are 
received than there are openings, the remaining positions will be filled through a 
lottery basis. 

   
276-11  �7�K�H���S�D�U�H�Q�W�¶�V���V�L�J�Q�D�W�X�U�H���R�Q���W�K�H���D�S�S�O�L�F�D�W�L�Rn shall be considered as the valid signature 

�W�R�� �U�H�T�X�H�V�W�� �W�K�H�� �S�X�S�L�O�¶�V�� �U�H�F�R�U�G�V�� �I�U�R�P�� �W�K�H�� �U�H�V�L�G�H�Q�W�� �V�F�K�R�R�O�� �E�R�D�U�G�� �D�V�� �V�S�H�F�L�I�L�H�G�� �X�Q�G�H�U��
State Statutes 118.125(4). 

 
276-12  Parents of nonresident students shall be responsible for transporting their child to 

the school in which the course is offered. 
 
Resident School Board Responsibilities 
 
276-13  Resident school board responsibilities are established in s. 118.52 and PI 36, 

which will be strictly enforced. 
 

276-14  �7�K�H�� �V�W�X�G�H�Q�W�¶�V�� �D�S�S�O�L�F�D�W�L�R�Q�� �Z�L�O�O�� �E�H�� �U�H�M�H�F�W�H�G�� �L�I�� �W�K�H�� �G�Lstrict determines either of the   
following: 

 
A. �7�K�H�� �Q�R�Q�U�H�V�L�G�H�Q�W�� �F�R�X�U�V�H�� �F�R�Q�I�O�L�F�W�V�� �Z�L�W�K�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �L�Q�G�L�Y�L�G�X�D�O�L�]�H�G�� �H�G�X�F�D�W�L�R�Q��

program (IEP); 
 

B. The student imposes an undue financial burden to the district 
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277 TUITION WAIVERS FOR SPECIAL CASES 
 

The Board of Education believes that public education should be helpful and 
available to families that must change their residence after the open enrollment 
window has closed. The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 
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Administrative Regulations for Policy 277 (Tuition Waivers for Special Cases) 
 
277-01  Tuition waivers permit a student who moves out of a school district to remain in 

that district long enough to apply for open enrollment through the regular open 
enrollment procedure. 

 
277-02  Families who require a tuition waiver must complete the appropriate form 

provided by the Department of Public Instruction (DPI). 
 
277-03  A Current Year Permissive Waiver is optional, and the following criteria must be 

      fulfilled:  
 

A.  The student was a resident of the district on July 1st of the current school year, 
the student was enrolled in the district on July 1st of the current school year,   
and the student moved out of the district. 

 
B. The nonresident district counts the student for DPI purposes. 

 
C. The board authorizes the District Administrator to determine if this type of 

waiver is appropriate, and to complete the paperwork. 
 
277-04  A Current Year Mandatory Waiver is not optional, but must fulfill the following 

requirements: 
 

A. The nonresident district must permit the student to complete the year if the 
student was a resident on either the Third Friday in September or on the 
Second Friday in January and the student was enrolled in the district for at 
least twenty (20) school days during the current school year. 

 
B. The nonresident district counts the student for DPI purposes. 

 
C. The board does not need to take action, however the district office must assure 

the proper paperwork has been completed. 
 
277-05  An Additional Year Mandatory Waiver is not optional for the nonresident district 

but is optional for the resident district.  The following rules apply to this type of 
waiver. 

 
A. The nonresident district must permit the student to attend if the student 

continues to reside in Wisconsin and if, in the prior school year, the student 
was a resident on the Second Friday in January and was enrolled continuously 
from the Second Friday to the end of the school year, and moved out of the 
district after the 1st Monday in February. 

 
B. The nonresident board does not need to take action, thus the district office can 

make sure all of the paperwork is in order. 
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C. The funding is the same as open enrollment. 
 

D. The resident district may deny an additional year waiver if the cost of a 
�V�W�X�G�H�Q�W�¶�V�� �V�S�H�F�L�D�O�� �H�G�X�F�D�W�L�R�Q�� �D�Q�G�� �U�H�O�D�W�H�G�� �V�H�U�Y�L�F�H�V���� �D�V�� �U�H�T�X�L�U�H�G�� �L�Q�� �W�K�H��
individualized education program (IEP), is an undue financial burden.  In this 
situation, the district administrator will take the waiver request to the Board 
for action; otherwise the Board authorizes the District Administrator to 
complete the paperwork. 
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278   DISRUPTIVE BEHAVIOR 
 

The Board of Education, in an effort to provide a safe, secure and tranquil 
environment for students, staff and visitors to school property or functions, 
believes that disruptive behavior cannot be tolerated.  Disruptive behavior can 
occur in many forms and in many places and needs a process to insure that it is 
not repeated.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 278 (Disruptive Behavior) 
 
278-01 If in the judgment of the administrator/lead teacher, any individual(s) causing a 

disturbance to the educational climate or safety of staff and students, whether it be 
in the school building, on school grounds, or at a school-sponsored event, and 
depending on its severity, the following steps need not be followed in sequence. 

 
278-02 If in the judgment of the administrator/lead teacher, any individual(s) causing a 

disturbance to the educational climate or safety of staff and/or students, whether it 
be in the school building, on school grounds, on transportation, or at a school-
sponsored event, the administrator/lead teacher may request law enforcement to 
remove the offender from the school grounds or activity.  A written report shall be 
made documenting the disturbance and the action taken. 

 
278-03 If an individual(s) create(s) a disturbance to the educational climate or safety of 

staff and students, whether it be in the school building, on school grounds, on 
transportation, or at a school-sponsored event, or within a conference, classroom 
or school building, the administrator/lead teacher will communicate to them that 
their behavior is not appropriate. 

 
278-04 If any individual(s) create(s) a disturbance a second time, a written letter by the 

administrator/lead teacher, stating that the individual(s) behavior is not 
appropriate and that a future disturbance could result in sanctions. 

 
278-05 If any individual(s) create(s) a disturbance a third time, the District Administrator 

or Designee shall begin proceedings for a harassment restraining order. 



 

  5/15/06 

279 USE OF ILLICIT DRUGS/ALCOHOL/TOBACCO 
   

The Board of Education believes that the employees are very influential role 
models for the young people of the District.  Therefore they support complete 
cooperation with enforcement in the investigation and control of illegal 
substances on District property.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 279 (Use of Illicit Drugs/Alcohol/Tobacco) 
 
279-01 The Board directs the administrators and staff to cooperate with law enforcement 

officers in their efforts to eradicate the drug and alcohol problem. 
 
279-02 The possession, storage, use or distribution of illegal drugs or alcohol by an 

employee on school property, within school buildings, in school vehicles and 
school buses, or at school-sponsored activities is prohibited.  Failure to abide by 
this policy will result in disciplinary action up to and including suspension and/or 
termination of employment.  Such disciplinary action shall be done in accordance 
with state law, Board Policy, and established procedures and provisions of the 
current employee agreements.  Violation of this policy may also result in referral 
to law enforcement officials for prosecution under specific state or local laws. 

 
279-03 Pursuant to the federal law contained in the Drug-Free Workplace Act of 1988, as 

a condition of employment funded, directly or indirectly, by any grants received 
from a federal agency to which the District is required to certify that it is 
complying with the Drug-�)�U�H�H���:�R�U�N�S�O�D�F�H���$�F�W�¶�V���U�H�T�X�L�U�H�P�H�Q�W�V�����D�Q�\���V�X�F�K���H�P�S�O�R�\�H�H��
will have a condition of employment to: 

 
A. Abide by the term of the statement contained therein; and 
B. Notify the District in writing of his or her conviction for a violation of a 

criminal drug statute occurring in the workplace no later than five (5) calendar 
days after such conviction. 

 
279-04 In addition to this notification requirement, the District is required, within thirty 

(30) calendar days of receiving notice of an employee�¶�V���F�R�Q�Y�L�F�W�L�R�Q���R�I�� �D���F�U�L�P�L�Q�D�O��
drug statute occurring in the workplace, to take action as to such employee who is 
so convicted by: 

 
A. Taking appropriate personnel action against such employee, up to and 

including termination, consistent with the requirements of the Rehabilitation 
Act of 1973, as amended; or 

B. Requiring such employee to participate satisfactorily in a drug abuse 
assistance or rehabilitation program approved for such purposes by a federal, 
state or local health, law enforcement or other appropriate agency. 

 
279-05 The use of all tobacco products on premises owned or rented by, or under the 

control of, the School District are prohibited. 
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280   DRUG FREE ZONES 
 

The Board of Education declares that the buildings, grounds, and properties 
owned, leased, or rented by the Richland School District have been declared Drug 
Fee Zones by Board action on October 1, 1990.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 280 (Drug Free Zones) 
 
280-01 The District will publish annually in August, in the official newspaper that the 

District is a supporter of the Drug free Zones Legislation. 
 
280-02 �7�K�H���'�L�V�W�U�L�F�W���Z�L�O�O���V�X�S�S�R�U�W���O�D�Z���H�Q�I�R�U�F�H�P�H�Q�W�¶�V���H�I�I�R�U�W�V���D�V���W�K�H�\���H�Q�I�R�U�F�H���W�K�H���6�W�D�W�X�W�H�V�����D�V��

they pertain to the District. 
 
280-03 The drug free zone extends beyond the school property 1,000 feet. 
 
280-04 The District shall post the Drug Free Zone signs on the school property. 
 
280-05 The posting shall be provided at each entrance to or in front of the school 

buildings. 
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281 SUBSTANCE ABUSE POLICY FOR EMPLOYEES HOLDING A 
COMMERCIAL DRIVERS LICENSE (CDL) 

 
The  Board  of  Education  endorses  the  Federal  Highway  Administration’s  (FHWA)  
drug and alcohol regulations.  The District will not tolerate unauthorized use, 
abuse, possession or sale of controlled substances or alcohol by its employees.  
Drug and alcohol testing will be an integral part of our program.  The Board 
directs the District Administrator or Designee to develop administrative 
regulations for this policy.  THESE ADMINISTRATIVE REGULATIONS ARE 
SUBJECT TO CHANGE WITHOUT FURTHER NOTICE FOR COMPLIANCE 
WITH FEDERAL REGULATIONS. 
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Administrative Regulations for Policy 281 (Substance Abuse Policy for Employees Holding A 
CDL) 
 
281-01 The District will provide drivers with information concerning: 

 
A. �7�K�H���H�I�I�H�F�W�V���R�I���G�U�X�J�V���D�Q�G���D�O�F�R�K�R�O���R�Q���W�K�H���L�Q�G�L�Y�L�G�X�D�O�¶�V���K�H�D�O�W�K�����Z�R�U�N�����D�Q�G���S�H�U�V�R�Q�D�O��

life. 
B. The signs and symptoms of a drug or alcohol problem. 
C. The available methods of intervention when a problem does exist. 

 
281-02 Scope 
 

A. This policy applies to all CDL vehicle operators when on duty; whenever 
performing, or just about to perform, a safety-sensitive function, or at any 
time as may be specified by the District. 

B. Safety-sensitive functions are defined as any on duty activity and include the 
following: 

 
1.  All time at a shipper or carrier, etc. waiting to be dispatched. 
2.  All time inspecting equipment. 
3.  All driving time. 
4.  All time in or on a CMV except resting time. 
5.  All time loading and unloading. 
6.  All time spent performing requirements relating to accidents. 
7.  Performing any other work in the employ or service of a common, 
     contract or private motor carrier. 
8.  Performing any compensated work for any non-motor carrier entity. 
9.  All time spent providing breath sample, urine specimen, including travel 

time to and from the collection site, in order to comply with testing as 
directed by the employer. 

 
281-03 Definitions 
 

On premises 
�$�������7�K�H���G�H�I�L�Q�L�W�L�R�Q���R�I���³�R�Q���S�U�H�P�L�V�H�V�´���L�Q�F�O�X�G�H�V���D�Q�\���Z�R�U�N���O�R�F�D�W�L�R�Q�����Y�H�K�L�F�O�H�� 
      property or office which is serviced or used by the District or any client of the  
      District which could include District owned, rented or leased vehicles on the  
      property of the District or any client of the District and/or vehicles of visitors,  
      leased, part-time or contract personnel on District premises. 

 
  Illicit Drugs 

B. �7�K�H���W�H�U�P���³�L�O�O�L�F�L�W���G�U�X�J�V�´���L�V���P�H�D�Q�W���W�R���L�Q�F�O�X�G�H���D�Q�\���D�Q�G���D�O�O���L�O�O�H�J�D�O���G�U�X�J�V�����L�Q�F�O�X�G�L�Q�J��
so-called look-alike and designer drugs:  legally obtained drugs that are used 
in a manner other than that prescribed by a physician, and any substance that 
�F�D�Q���D�I�I�H�F�W���D���S�H�U�V�R�Q�¶�V���S�H�U�F�H�S�W�L�R�Q�V���R�U���P�R�W�R�U���I�X�Q�F�W�L�R�Q�V�� 
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The persons affected by this policy will be tested for at least the following 
substances:  Amphetamines, Cannabinoids, Cocaine, Opiates, Phencyclidine 
(PCP), and Alcohol. 

 
281-04  Procedures 

 
A.  Pre-Employment 

 
All offers by the District to hire an applicant for a driver position are 
conditioned upon: 

 
1. �&�R�P�S�O�H�W�L�Q�J���W�K�H���'�L�V�W�U�L�F�W�¶�V���J�H�Q�H�U�D�O���F�R�Q�V�H�Q�W���D�Q�G���U�H�O�H�D�V�H���W�R���E�H���W�H�V�W�H�G 

 for drugs and alcohol forms. 
2. Taking a drug and alcohol test as directed by the District and 

 passing on both tests. 
3. �&�R�P�S�O�H�W�L�Q�J���W�K�H���'�L�V�W�U�L�F�W�¶�V���D�X�W�K�R�U�L�]�D�W�L�R�Q���W�R���R�E�W�D�L�Q���S�D�V�W���G�U�X�J���D�Q�G 

 alcohol test results form from previous employer(s). 
4.    Passing the DOT-required physical exam. 
5. Complying with any other District conditions or requirements at 

 time of offer. 
 

B.   Reasonable Suspicion Testing 
 

Each driver is required to submit to a drug and/or alcohol test whenever 
the District has reasonable suspicion to believe that the driver has used 
drugs and/or alcohol in violation of DOT regulations and/or this policy.  In 
the event one or more supervisor finds reasonable suspicion to test (based 
on personal observation and documented by one or more supervisor who 
has received training on performance indicators of probable drug and 
alcohol use) the District will require a drug and/or alcohol test of the 
employee. 

  
Drivers who are required to submit to a reasonable suspicion test will be 
escorted by a District official to the collection site for a drug and alcohol 
test. 

 
�,�I�� �W�K�H�� �G�U�L�Y�H�U�� �U�H�I�X�V�H�V�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V�� �H�I�I�R�U�W�� �D�Q�G�� �L�Q�V�L�V�W�V�� �R�Q�� �G�U�L�Y�L�Q�J�� �W�K�H�L�U�� �R�Z�Q��
vehicle, or a District vehicle, the District reserves the right to take 
whatever appropriate action is necessary to prevent this, including 
contacting law enforcement officials.  Failure to abide by District policy 
may result in severe disciplinary action including suspension or dismissal. 
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C. Random Testing 
 

The District is required to perform unannounced, random drug and alcohol 
testing of all covered employees.  Every driver will have an equal chance to 
be selected each and every time a selection is conducted.   

 
Whenever a driver is randomly selected to be tested, they will be notified of 
this in writing and instructed to report to the collection site immediately.  

 
Any driver who tests positive for controlled substances or alcohol will be 
considered to be medically unqualified to drive and/or perform any other 
safety-sensitive function and will be subject to disciplinary action, up to and 
including discharge. 

 
D. Post-Accident Testing 
 

A driver who has an accident while performing a safety-sensitive function 
must submit to a post-accident drug and alcohol test as soon as possible.   

 
A driver must always submit to a post-accident test as soon as possible after 
an accident that involves the death of a human being. 

 
A post-accident drug and alcohol test is required whenever a driver receives a 
citation for a moving violation involving the accident and either: 

 
1. A person is injured because of the accident and the injuries require 

immediate medical attention to the person away from the accident scene. 
2. One or more motor vehicles involved in the accident receive 
      disabling damage and must be removed from the accident scene by 
      a tow vehicle or another vehicle. 

 
Following an accident under the above circumstances, all employees will be 
tested as soon as possible, but not to exceed eight hours for alcohol testing and 
32 hours for drug testing.  Employees involved in accidents must refrain from 
alcohol use for eight hours following the accident or until a drug/alcohol test 
has been administered.  Employees who leave the scene of an accident 
without appropriate authorization prior to testing will be considered to have 
refused the test and be subject to discipline, up to and including discharge.  
Any other employee whose performance may have contributed to accidents 
under this section (for example, maintenance or dispatching employees) will 
be tested. 
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  E.  Compliance With Testing 
 
Any employee who refuses to comply with a request for testing, who provides 
false information in connection with a test, or who attempts to falsify test 
results through tampering, contamination, adulteration, or substitution shall be 
removed from duty immediately.  Refusal can include an inability to provide 
an adequate urine specimen or breath/saliva sample without valid medical 
reason or delaying arrival at the collection site, or engaging in any conduct 
that clearly obstructs the testing process.  Such refusals will be treated as 
insubordination and recorded as a positive test, with the employee subject to 
disciplinary action up to and including discharge. 

 
281-05  Test Procedures and Confidentiality 

 
A.  To insure the integrity and accuracy of each test, all specimen 

collection, analysis, and laboratory procedures will be performed in 
accordance with DOT protocols and safeguards as set forth in Part 40 of Title 
49 of the Federal Code of Regulations. 

B.  This will include: 
 

1.   Procedures to insure identity of driver at time of specimen 
    collection. 
2. Strict chain-�R�I���F�X�V�W�R�G�\���S�U�R�F�H�G�X�U�H���W�R���L�Q�V�X�U�H���W�K�D�W���W�K�H���G�U�L�Y�H�U�¶�V 
      specimen is not tampered with. 
3. The use of a trained breath alcohol technician (BAT) and National 

Highway Transportation Safety Administration (NHTSA) approved 
testing equipment for conducting alcohol tests. 

4. Use of a laboratory which has been certified by Substance Abuse and 
Mental Health Services Administration (SAMHSA). 

5. Confirmation of an initial positive drug screen by a second analysis using 
gas chromatography/mass spectrometry (GCMS) 

6. Confirmation of an initial positive alcohol screen by a second analysis 
7. District appointment of a qualified Medical Review Officer (MRO) to 

�U�H�Y�L�H�Z�� �G�U�X�J�� �U�H�V�X�O�W�V�� �E�H�I�R�U�H�� �W�K�H�\�� �D�U�H�� �U�H�S�R�U�W�H�G�� �W�R�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V�� �G�H�V�L�J�Q�D�W�H�G��
contact person. 

 
281-06  Collection Procedures 
 

A.   All drug tests will be administered using split sample procedures by DOT.  
       Under these procedures, the driver must provide at least 45 milliliters (ml) of  
       urine in a specimen container.  The specimen will then be divided into two  
       specimen bottles by the collector. Thirty (30) ml will be poured into one  
       bottle and fifteen (15) ml into the second bottle.  Both bottles will be sent to  
       the laboratory. 
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B. �7�K�H���E�R�W�W�O�H���F�R�Q�W�D�L�Q�L�Q�J�������P�O���Z�L�O�O���E�H���D�Q�D�O�\�]�H�G���D�V���W�K�H���G�U�L�Y�H�U�¶�V primary specimen.  
The second bottle will be held by the laboratory, to be sent to another lab at 
�W�K�H�� �G�U�L�Y�H�U�¶�V�� �U�H�T�X�H�V�W�� �L�Q�� �W�K�H�� �H�Y�H�Q�W�� �W�K�D�W�� �W�K�H�� �S�U�L�P�D�U�\�� �V�S�H�F�L�P�H�Q�� �L�V�� �Y�H�U�L�I�L�H�G�� �D�V��
positive.  In the event the primary specimen is verified as positive, the driver 
w�L�O�O�� �E�H�� �Q�R�W�L�I�L�H�G�� �E�\�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V�� �0�5�2�� �R�U�� �E�\�� �W�K�H�� �'�L�V�W�U�L�F�W�� �R�I�� �W�K�H�� �S�R�V�L�W�L�Y�H�� �W�H�V�W��
and given the option to have the second bottle sent to a different laboratory for 
�D�Q�D�O�\�V�L�V���� �� �7�R�� �H�[�H�U�F�L�V�H�� �W�K�L�V�� �R�S�W�L�R�Q���� �W�K�H�� �G�U�L�Y�H�U�� �P�X�V�W�� �D�G�Y�L�V�H�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V�� �0�5�2��
within 72 hours of being told that the primary specimen was positive.  A 
positive drug test may be determined to be negative by the MRO if the driver 
can prove that the substance was prescribed by a licensed physician.  This 
determination will be made by the District MRO. 

 
C. This policy is not intended to prohibit the use of medication legally 

�S�U�H�V�F�U�L�E�H�G�� �E�\�� �D�� �O�L�F�H�Q�V�H�G�� �S�K�\�V�L�F�L�D�Q���� �Z�K�R�� �L�V�� �I�D�P�L�O�L�D�U���Z�L�W�K�� �W�K�H�� �G�U�L�Y�H�U�¶�V�� �P�H�G�L�F�D�O��
history and specific safety-sensitive duties, and who has advised the driver 
that the prescribed medication �Z�L�O�O���Q�R�W���D�G�Y�H�U�V�H�O�\���D�I�I�H�F�W���W�K�H���G�U�L�Y�H�U�¶�V���D�E�L�O�L�W�\���W�R��
operate a motor vehicle.  Medications prescribed for someone other than the 
driver, however, will not be considered lawfully used when taken by the 
driver under any circumstances. 

 
D.  All alcohol tests conducted under this policy require the driver to provide a 

breath/saliva specimen for any test conducted by the District.  If the alcohol 
test is conducted by a law enforcement officer following an accident, the 
driver must provide either a breath or blood specimen. 

 
E.  Prior to being tested for alcohol, each driver will be required to: 

 
1.  Present their personal identification. 
2.  Complete a DOT Breath Alcohol test Form provided by the 
      BAT/SST. 

 
A driver who fails to cooperate will be treated as though they had tested 
positive and will be subject to disciplinary action, up to and including 
discharge. 

 
F. Prior to each alcohol breath/saliva test conducted by the District, the 

 BAT/SST will instruct the driver on how the test will be conducted. 
 
281-07  Alcohol 
 

A.  No employee shall consume an intoxicating beverage, regardless of its       
      alcoholic content, or be under the influence of an intoxicating beverage,  

within 4 hours before going on duty or operating, or having physical control  
of, or performing any safety-sensitive function. 
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B. No employee shall consume an intoxicating beverage regardless of its 
alcoholic content, be under the influence of an intoxicating beverage, or have 
any measured alcohol concentration or any detected presence of alcohol, while 
on duty, or operating, or in physical control of a District vehicle, or while 
performing any safety-sensitive function. 

 
C. No employee shall be on duty, or operate, or be in physical control of a 

District vehicle, or perform any safety-sensitive function while in possession 
of an intoxicating beverage (including medications that contain alcohol) 
regardless of its alcoholic content. 

 
281-08 Referral, Evaluation and Treatment 
 

A.  A driver who registers 0.02 or more but less than 0.04 will, at minimum, be  
      suspended without pay until their next regular duty period, but for no less than  
      24 hours, and must undergo a return to duty alcohol test with a result of less  
      than 0.02.  A driver must also be subject to additional disciplinary action by  
      the District, up to and including discharge. 

 
B. A driver who registers 0.04 or greater or has a verified positive test result for a 

controlled substance, will, at minimum, be suspended without pay until their 
next regular duty period, but for no less than 24 hours, and must undergo a 
return to duty alcohol or drug test with an acceptable result.  In addition, a 
driver must be released for duty by a Substance Abuse Professional.  A driver 
may also be subject to additional disciplinary action by the District, up to and 
including discharge. 

 
281-09 Employee Assistance Program (EAP) 
 

A. The District believes that the Early Assistance Program (EAP) and training, 
along with the comprehensive drug testing, are the most effective ways to 
promote safety and reduce alcohol and drug abuse in the transportation 
industry.  The District has established a training program to insure that all 
employees are aware of the effects and consequences of alcohol or controlled 
substance use on personal health, safety, and the work environment. 

 
281-10 Drug and Alcohol Information 
 

A.  Any driver who engages in any conduct prohibited under this Policy 
will be provided with information regarding resources available to evaluate 
and resolve a drug or alcohol problem.  This information will provide names, 
addresses and telephone numbers of substance abuse professionals, and 
counseling and treatment programs available in the area. 

B. All questions concerning the educational materials provided by the 
District, or about this policy, should be directed to the appropriate person as 
identified in writing by the District. 
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    ACKNOWLEDGEMENT AND ACCEPTANCE OF SUBSTANCE ABUSE POLICY 
 
 
I,___________________________________________, have hereby read and understand the 
District Policy Statement and hereby agree to abide by those terms.  I understand that compliance 
with this Policy is a condition of my continued employment with the Richland School District. 
 
 
 
__________________________________ 
�(�P�S�O�R�\�H�H�¶�V���6�L�J�Q�D�W�X�U�H 
 
 
______________________ 
Date 
 
 
____________________________________ 
Witness 
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282   DISTRICT ETHICS 
 

The Board of Education expects every staff member to abide by the code of 
ethics.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 282 (District Ethics) 
 
282-01 An effective educational program requires the services of men and women of 

integrity, with high ideals, and a high level of human understanding. 
 
282-02 The ethics as United States citizens and District employees, will abide by and 

uphold the laws of the United States and the State of Wisconsin, and the policies 
and regulations of the District. 

 
282-03 To maintain and promote these essential ethics, all employees of the Richland 

School District are expected to maintain these ethics in their school relationships. 
 
282-04 The ethics of just and courteous professional relationships with pupils, parents, 

staff members and others. 
 
282-05 The ethics of their own efficiency and knowledge of the developments in their 

fields of professional preparation. 
 
282-06 The ethics of proper use and protection of District properties, equipment, and 

materials. 
 
282-07 The ethics of official business transactions with the properly designated 

authorities of the District or the participation in the making of a contract in which 
the employee, a member of the immediate family, or an organization with which 
the employee is associated or has a financial interest or has a private monetary 
interest, either directly or indirectly except as permitted by state law. 

 
282-08 The ethics of not using District contracts and privileges to promote political 

viewpoints, sectarian religious views, an organization with which the employee is 
associated, or selfish propaganda of any kind. 

 
282-09 The ethics of communicating with students in a way which fosters the 

development of positive self-image. 
 
282-10 The ethics of using discretion in handling confidential information about students 

and staff. 
 
282-11 The ethics of modeling and reinforcing behaviors which are expected of students 

and staff. 
 
282-12 The ethics of directing any constructive criticism of other staff members or of any 

department of the District shall aim toward the improvement of the District.  Such 
constructive criticism is to be made directly to the particular building level 
administrator who has the administrative responsibility for improving the 
situation, then to the District Administrator, then to the Board of Education if 
necessary. 



 

 5/15/06 

282-13 The ethics of following the chain of command from all levels to all levels. 
 
282-14 The adherence to all ethical standards for public employees and officials required 

by state law. 
 
282-15 The ethics of refraining from soliciting or accepting from any person, directly or 

indirectly, anything of value if it could be reasonably expected to influence the 
individual�¶s official actions or independent judgment or it could be considered a 
reward for any action or inaction. 

 
282-16 A review of these codes shall occur in staff development. 
 
282-17 Staff members in this policy are defined as board members, administrators, 

employees and volunteers. 
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283   HANDBOOKS AS OPERATING PROCEDURES 
 

The Board of Education approves handbooks, procedures and guidelines; all of 
which are operating procedures which the school personnel and students must 
follow.  Copies of handbooks, procedures and guidelines may be found in the 
District Office and offices of each school building.  The Board of Education 
directs the District Administrator or Designee to maintain a list and copies of all 
handbooks, procedures and guidelines approve by Board action. 
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284   TITLE I A EQUITY 
 

The Board of Education believes Title I A services will be equitable with all other 
district project areas.  The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 
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Administrative Regulations for Policy 284 (Title I A Equity) 
 
284-01    The District will provide equivalent expenditures per student among schools or 

grade levels within the Title I A projects. 
  
284-02 The District will use the established salary schedule found in the Negotiated 

Agreement to pay the Title I A staff. 
 
284-03   The District will provide equivalent teachers, administrators and auxiliary 

personnel in all Title I A project sites. 
 
284-04    The District will provide equivalent curriculum materials and instructional 

supplies in all Title I A project sites. 
 
284-05   The individual assigned responsibility for Title I A within the District shall 

provide documentation verifying compliance with this policy and administrative 
regulations. 

 
284-06     Unpredictable changes in enrollment or personnel assignments that occur after the 

beginning of a school year need not be included as a factor in determining 
comparability of services. 

  
284-07   The Title I A funds will not be used to supplant district, state, or other federal 

funding. 
 
284-08   The documentation will be updated annually and will be available for the 

�'�H�S�D�U�W�P�H�Q�W���R�I���3�X�E�O�L�F���,�Q�V�W�U�X�F�W�L�R�Q�����'�3�,�����I�R�U���D�X�G�L�W�R�U�¶�V���U�H�Y�L�H�Z���X�S�R�Q���U�H�T�X�H�V�W�� 
 
284-09   Title I A will service the students that are most in need academically as identified 

through district approved assessment procedures. 
 
284-10   The District will provide highly qualified teachers and support staff. 
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285  TITLE I A - PARENT AND TEACHER INVOLVEMENT 
 

The Board of Education believes that the parents of Title I A children, teachers, 
and administrators should collaborate in a meaningful and on-going partnership 
developing, implementing, and reviewing a success-oriented Title I A Program.  
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 285 (Title I A �± Parent and Teacher Involvement) 
 
285-01  District offi�F�L�D�O�V���V�K�D�O�O���Q�R�W�L�I�\���H�D�F�K���F�K�L�O�G�¶�V���S�D�U�H�Q�W���V�����W�K�D�W���W�K�H���F�K�L�O�G���K�D�V���E�H�H�Q���V�H�O�H�F�W�H�G 

to participate in Title I A and why the child has been selected. 
 

285-02 �(�D�F�K���F�K�L�O�G�¶�V���S�D�U�H�Q�W�V���V�K�D�O�O���E�H���L�Q�I�R�U�P�H�G���R�I���W�K�H���V�S�H�F�L�I�L�F���L�Q�V�W�U�X�F�W�L�R�Q�D�O���R�E�M�H�F�W�L�Y�H�V���I�R�U��
the child by means of a conference. 

 
285-03 �3�U�R�J�U�H�V�V���Z�L�O�O���E�H���U�H�S�R�U�W�H�G���W�R���H�D�F�K���F�K�L�O�G�¶�V���S�D�U�H�Q�W�V�����R�Q���W�K�H���F�K�L�O�G�¶�V���S�U�R�J�U�H�V�V���E�\���P�H�D�Q�V��

of a conference (two or three times per year) and quarterly Grade Assessment 
Report. 

 
285-04 Materials, strategies, and suggestions will be provided to parents to help them 

promote and support the education of their children at home. 
 
285-05 Timely information concerning the Title I A Program (i.e. meetings, newsletters, 

personal contacts) will be provided to parents. 
 
285-06 The District will solicit parent suggestions in the planning and operation of the 

program. 
 
285-07 At least one public meeting will be convened annually to which all parents of 

eligible children are invited.  The following items will be discussed at the 
meeting: 

 
A. Explanation of the program. 
B. Parents right to contribute to the design and implementation of the project. 
C. Opportunities for maintaining on-going communications between parents, 

teachers, and Department of Public Instruction (DPI). 
 
285-08 The District will provide additional parent involvement activities which may 

include: 
  

A. Reasonable access to meeting space and materials. 
B. Provision of information concerning Title I A laws, regulations, and 

instructional programs. 
C. Parent training. 
D. Opportunities for parents to observe Title I A classes. 
E. Other resources, as appropriate. 

 
285-09  Students qualify for Title I A when: 
 

A. They score at or below the 35% on the Iowa Test of Basic Skills. 
B. The parent refers the student for assistance. 
C. A teacher refers the student for assistance. 
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286  SURVEYS, ANALYSIS, EVALUATIONS 
 

The Board of Education respects the privacy rights of parents and students in 
relation to surveys, analysis and evaluation.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 286 (Surveys, Analysis, Evaluations) 
 
286-01 Procedures outlined in the policy are not intended for general classroom or 

building surveys related to curriculum or building projects. 
 
286-02  Procedures outlined in the policy are to be applied to the following situations: 
 

A. Outside agencies or entities who want to survey the student population of 
the district or a building. 

B. Any survey or data to be used for purposes other than general classroom    
activities. 

C. Any survey, analysis or evaluation that reveals information of a private 
nature.   

 
286-03 Information of private nature is considered to include, but not be limited to, 

the following: 
 
�$�������7�K�H���V�W�X�G�H�Q�W�¶�V���S�D�U�H�Q�W�
�V���S�R�O�L�W�L�F�D�O���D�I�I�L�O�L�D�W�L�R�Q�� 
B. Mental or psychological problems potentially embarrassing to the student 

or his/her family. 
C. Sexual behavior or attitudes. 
D. Illegal anti-social, self-incriminating or demeaning behavior. 
E. Critical appraisal of other individuals with whom respondents have close 

family relationships. 
F. Legally recognized privileged relationships such as those with lawyers, 

physicians and ministers. 
G. Income other than that required by law to determine eligibility for 

participation in federal, state or school programs or for receiving financial 
assistance under such programs. 

 
286-04    If the survey, analysis or evaluation fits one or more of the above stated 

criteria, then these steps must be followed: 
 

A.  It must receive administrative approval. 
B. It must have board approval. 
C. Parents must provide written consent prior to a student participating in a 

survey, analysis or evaluation. 
D. Parents will be provided the right to inspect any survey, analysis or 

�H�Y�D�O�X�D�W�L�R�Q���S�U�L�R�U���W�R���V�W�X�G�H�Q�W�V�¶���S�D�U�W�L�F�L�S�D�W�L�R�Q���L�Q���W�K�H���V�X�U�Y�H�\�� 
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287  RELIGIOUS EXPRESSION IN SCHOOL  
 

The Board of Education upholds the federal and state constitutional provisions 
regarding the Establishment Clause and neither opposes or promotes any 
particular religious beliefs, tenets, or practices.  Further more, the Board shall not 
interfere with the right of any person or persons to exercise their sincerely held 
religious beliefs in any manner or manners not disruptive to the educational 
�S�U�R�J�U�D�P�� �R�U�� �R�Q�� �D�Q�\�� �P�D�Q�Q�H�U���W�K�D�W���L�Q�W�H�U�I�H�U�H�V�� �Z�L�W�K�� �D�Q�R�W�K�H�U�¶�V�� �V�L�Q�F�H�U�H�O�\�� �K�H�O�G�� �U�H�O�L�J�Lous 
beliefs.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 287 (Religious Expression in School) 
 
287-01 Students may pray individually or in groups and discuss their religious views with 

their peers subject to the same rules as applied to other student speech.  There is, 
however, no right to have a captive audience or compel other students to 
participate.  Teachers and school administrators should ensure that no student is in 
any way coerced to participate in religious activity or discouraged from 
participating in religious activity. 

 
287-02 Students may be taught about religion in a historical or comparative context or 

study the Bible, Koran, or other religious works.  History, sociology, literature, 
the arts, and other disciplines taught in school may have a religious dimension.  
Study of these disciplines, including the religious dimension, shall give neither 
preferential or disparaging treatment to any single religion or to religion in 
general and must not be introduced or utilized for devotional purposes.  Any 
instruction about religious matters or using religious materials shall be conducted 
in an objective, neutral, non-devotional manner and shall serve a secular 
educational purpose.  If suitable to the required form and purpose of the 
�D�V�V�L�J�Q�P�H�Q�W�� �D�Q�G�� �W�H�D�F�K�H�U�¶�V�� �G�L�U�H�F�W�L�R�Q�V���� �V�W�X�G�H�Q�W�V�� �P�D�\�� �H�[�S�U�H�V�V�� �U�H�O�L�J�L�R�X�V�� �E�H�O�L�H�I�V�� �L�Q��
assignments, and teachers may not reject or correct assignments solely because 
they contain religious themes.  Criteria used to guide academic inquiry in the 
study of religion shall seek the same neutrality, objectivity, and educational 
effectiveness expected in other areas of the curriculum.  In addition, materials and 
activities should be sensitive t�R���$�P�H�U�L�F�D�¶�V���S�O�X�U�D�O�L�V�W�L�F���V�R�F�L�H�W�\���D�Q�G���V�K�R�X�O�G���H�G�X�F�D�W�H��
rather than indoctrinate. 

 
287-03 Students may distribute religious literature under the same conditions as 

established in school regulations that other student-initiated literature may be 
distributed on the campus, provided that such distribution does not intrude on the 
operation of the school. 

 
287-04 Religious clubs have the right to meet before and after school and have access to 

campus media to announce their meetings equal to that of other student non-
curriculum related groups.  Students shall be permitted to meet and discuss 
political, philosophical, or other issues provided such group meetings are student-
initiated and student-managed. 

 
287-05 Students have a right to speak to and try to persuade their peers about religious 

topics, just as they do with regard to political topics.  School officials should 
intervene to stop student speech which constitutes harassment. 

 
287-06 Religious apparel such as yarmulkes, crosses, and veils are permitted, as long as 

they are not disruptive to the educational process. 
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287-07 Subject to applicable state laws, school officials shall excuse individual students 
�I�U�R�P�� �O�H�V�V�R�Q�V�� �W�K�D�W�� �D�U�H�� �R�E�M�H�F�W�L�R�Q�D�E�O�H�� �W�R�� �W�K�H�� �V�W�X�G�H�Q�W�� �R�U�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �S�D�U�H�Q�W�V�� �R�Q��
religious or other conscientious grounds.  School officials may neither encourage 
nor discourage students from having themselves excused.  Students may be 
excused from participating in specific curricular programs and classroom 
activities on the basis of their religious beliefs in accordance with established 
Board policies. 

 
287-08 School officials, when acting in that capacity, may not require or organize 

graduation ceremony prayers or a religious baccalaureate ceremony.  Prayer, 
religious services, programs, or assemblies shall not be conducted in school 
facilities during school hours or in connection with any school sponsored or 
school related activity.  Religious groups may rent school facilities under Policy 
903 �± Use of School Buildings and Grounds.  Activities of such groups shall be 
clearly separated from school-sponsored activities so that the school district does 
not support or appear to support the establishment of religion. 

 
287-09 Teachers and school administrators, when acting in those capacities, are 

representatives of the state and are prohibited by the Establishment Clause from 
soliciting or encouraging religious activity and from participating in such activity 
with students.  Teachers and administrators are also prohibited from discouraging 
activity because of its religious content and from soliciting or encouraging anti-
religious activity. 

 
287-10 School officials shall not allow anyone to teach religion on campus during the 

school day or distribute religious or anti-religious literature in the classroom.  
�*�X�H�V�W�V���P�D�\���E�H���L�Q�Y�L�W�H�G���W�R���W�D�O�N���D�E�R�X�W���U�H�O�L�J�L�R�Q���D�W���W�K�H���W�H�D�F�K�H�U�¶�V���G�L�U�Hction and with the 
knowledge of the building principal. 

 
287-11 Religious holidays offer opportunities to teach about religion in elementary and 

secondary schools.  Teaching about religious holidays, which is permissible, is 
different from celebrating religious holidays, which is not. 

 
287-12 The use of religious symbols as examples of religious or cultural heritage is 

permissible as a teaching aid or resource.  Religious symbols should be displayed 
only on a temporary basis as part of the academic program. 
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288  ANIMALS IN THE CLASSROOM  
 

The Board of Education recognizes that students can gain valuable learning 
experiences from having animals in classrooms, but also recognizes that the 
health, safety and welfare of students, staff and animals are paramount. The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 
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Administrative Regulations for Policy 288 (Animals in the Classroom) 
 
288-01 Animals may be brought into the classroom, but only under conditions that 

insure the safety of the children and well being of the animal.  Prior 
permission must be received from the teacher and the building level 
administrator before any animal shall be brought into the school. 

 
288-02 The classroom teacher may grant permission to bring an animal to school for a 

short period of time, not to exceed half a day. 
 
288-03 All animals must have proper inoculations documented by a veterinarian. 
 
288-04 Animals may not be transported on school buses. 
 
288-05 Teachers considering animals in the classroom must check for any known 

allergies among the students in the class and employees who frequent the 
room.  If allergies exist, parents must be contacted for further direction, and 
employees must be contacted to determine the severity of exposure to the 
proposed animal.  In case of severe allergies, animals will not be allowed in 
the classroom. 

 
288-06 Before bringing animals into the classroom as permanent classroom pets, the 

following questions must addressed: 
 

A. Why do I want a classroom pet? 
B. What do I hope to teach my students by having a classroom pet? 
C. Who is ultimately responsible for the upkeep, safety and welfare of the 

classroom pet: 
1. During school hours.  
2. During school emergencies such as fire drills. 
3. During periods of time when school is not in session. 

D. Do I have the time needed for the daily upkeep of a classroom pet? 
E. What will happen to the classroom pet if I am no longer able to care for it? 

 
288-07 Teachers will be assuming primary responsibility for the humane treatment of 

the animal.  If animals are to be kept in the classroom on days when classes 
are not in session, the teacher must make arrangements for their care and 
safety.  (This includes the summer break). 

 
288-08 Animals must be humanely and properly housed in cages, aquariums, etc. 

specific to the species.  Animal houses and the surrounding areas must be 
meticulously cleaned regularly (at least weekly).  Animal waste and materials 
must be removed and disposed of in sealed bags. 
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288-09 If an individual is bitten or scratched by an animal and the skin is broken, the 
affected area should be thoroughly cleaned with soap and water.  The incident 
must be reported to the building level administrator, the school nurse, and the 
�V�W�X�G�H�Q�W�¶�V�� �S�D�U�H�Q�W�V���� �� �7�K�H�� �V�F�K�R�R�O�� �Q�X�U�V�H�� �Z�L�O�O�� �Q�R�W�L�I�\�� �S�X�E�O�L�F�� �K�H�D�O�W�K�� �D�X�W�K�R�U�L�W�L�H�V���� �� �,�I��
the school nurse is not available for notification, the teacher is to call the 
public health office at 647-2166 



 

  12/18/06 

289   SURVEILLANCE EQUIPMENT IN THE SCHOOLS  
 

The Board of Education authorizes use of surveillance equipment in the schools to 
be used exclusively for the purpose of maintaining a safe and orderly educational 
environment, for identifying disciplinary issues, for minimizing theft and 
vandalism and for enforcing district policies and rules. The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 289 (Surveillance Equipment in the Schools) 
 
289-01  The district administrator and the building principal may authorize the use of 

surveillance equipment in public areas as determined to be necessary. 
 
289-02 The cameras will not be routinely monitored except when specifically authorized 

by the district administrator in an emergency situation and only in compliance 
with state or federal laws. 

 
289-03 Only individuals authorized by the district administrator or designee may view 

recordings. 
 
289-04 The video camera system is to be used as a resource only for investigations.  

Should a video recording become part of a student disciplinary action, the 
�U�H�F�R�U�G�L�Q�J���Z�L�O�O���E�H�F�R�P�H���S�D�U�W���R�I���W�K�H���V�W�X�G�H�Q�W�¶�V���E�H�K�D�Y�L�R�U�D�O���U�H�F�R�U�G���F�R�Q�V�L�V�W�H�Q�W���Z�L�W�K���W�K�H��
�'�L�V�W�U�L�F�W�¶�V�� �U�H�F�R�U�G�V�� �S�R�O�L�F�\�� �D�Q�G�� �S�U�R�F�H�G�X�U�H�V���� �� �7�K�H��District reserves the right to 
provide copies of recordings to law enforcement agencies as deemed appropriate 
by the district administrator and in compliance with appropriate federal or state 
laws. 

 
289-05 Except as provided in item 04, video recordings will be kept no longer than 14 

days. 
 
289-06 Cameras are authorized for use in the following areas where public, students and 

staff have no reasonable expectation of privacy:  entrances, hallways, commons, 
gymnasiums, parking lots, athletic fields and the exterior of buildings.  Under no 
circumstances will video cameras be used in any area where the public, students 
or staff have a reasonable expectation of privacy, including restrooms, locker 
rooms and health rooms. 

 
289-07 �1�R���³�G�X�P�P�\�´���F�D�P�H�U�D�V���Z�L�O�O���E�H���S�H�U�P�L�W�Wed, and all cameras will remain operational 

at all times. 
 
289-08 Signs will be posted at all main entrances stating that video surveillance cameras 

are in use but not continuously monitored. 
 
289-09 This policy shall be distributed annually to students, employees and on facility 

use forms. 
 



 

  Approved 7/01/98 
   Revised 1/28/08 

290  FAMILY AND MEDICAL LEAVE  
 

The Board of Education recognizes the Family and Medical Leave provisions 
found in Federal and State Statutes.  The Board directs the District Administrator 
or Designee to develop administrative regulations for this policy. 

 



 

  Approved 7/01/98 
   Revised 1/28/08 

 Administrative Regulations for Policy 290 (Family and Medical Leave) 
 
290-01 Employees of either sex who have been employed by the District for more than 

fifty -two (52) consecutive weeks and who have worked at least one thousand 
(1000) hours during the fifty-two (52) weeks immediately preceding may be 
entitled to unpaid leave pursuant to the Wisconsin Family and Medical Leave Act 
���³�:�)�0�/�$�´�����X�S�R�Q���W�K�H�L�U���Z�U�L�W�W�H�Q���U�H�T�X�H�V�W���D�V���R�X�W�O�L�Q�H�G���E�\���W�K�L�V���S�R�O�L�F�\�� 

 
290-02 Childrearing under the WFMLA 
 
 A. Childrearing leave applies to a male or female employee. 
 

B. Up to six (6) weeks of unpaid leave in a twelve (12) month period, for the 
birth, adoption, or placement of a child as a precondition to adoption of a 
�F�K�L�O�G�� �W�D�N�H�Q�� �Z�L�W�K�L�Q�� �V�L�[�W�H�H�Q�� ���������� �Z�H�H�N�V�� �R�I�� �W�K�D�W�� �F�K�L�O�G�¶�V�� �E�L�U�W�K���� �D�G�Rption, or 
placement. 

 
C. The employee shall give the District advance notice of the birth, adoption, 

or placement in a reasonable and practical manner. 
 

290-03 Illness under the WFMLA 
 

A. Up to two (2) weeks of unpaid leave within a twelve (12) month period to 
care for a child, spouse or parent having a serious health condition. 

 
 B. Definitions 
 

1. �³�&�K�L�O�G�´�� �P�H�D�Q�V�� �D�� �Q�D�W�X�U�D�O���� �D�G�R�S�W�H�G�� �R�U�� �I�R�V�W�H�U�� �F�K�L�O�G���� �V�W�H�S�F�K�L�O�G�� �R�U�� �D��
legal ward less than 18 years of age or, if older, an individual who 
cannot care for himself or herself because of a serious health 
condition. 

 
2. �³�3�D�U�H�Q�W�´�� �P�H�D�Q�V�� �D�� �Q�D�W�X�U�D�O�� �S�D�U�H�Q�W���� �I�R�V�W�H�U�� �S�D�U�H�Q�W���� �D�G�R�S�W�L�Y�H�� �S�D�U�H�Q�W����

�V�W�H�S�S�D�U�H�Q�W���� �R�U�� �O�H�J�D�O�� �J�X�D�U�G�L�D�Q�� �R�I�� �D�Q�� �H�P�S�O�R�\�H�H�� �R�U�� �D�Q�� �H�P�S�O�R�\�H�H�¶�V��
spouse. 

 
C. The employee shall give the District advance notice of the need for an 

unpaid family illness leave and shall make reasonable attempts to schedule 
�W�U�H�D�W�P�H�Q�W�V�����H�W�F�������L�Q���D���P�D�Q�Q�H�U���W�R���G�L�V�U�X�S�W���W�K�H���'�L�V�W�U�L�F�W�¶�V���R�S�H�U�D�W�L�R�Q�V���D�V���O�L�W�W�O�H���D�V��
possible. 

 
D. An employee may not take more than a total of eight (8) weeks leave in a 

twelve (12) month period for any combination leave under ¤¤  421-02 and 
421-03. 
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   Revised 1/28/08 

290-04 Employee Medical Leave under the WFMLA 
 

A. Up to two (2) weeks of unpaid medical leave within a twelve (12) month 
period for an employee who has a serious health condition which makes 
him/her unable to perform his/her duties. 

 
B. A serious health condition is defined for medical leave as a disabling 

physical or mental illness, injury, impairment or condition that involves 
inpatient/outpatient care requiring continuing treatment or supervision by 
a health care provider. 

 
C. Medical leave may be scheduled as medically necessary as determined by 

the health care provider. 
 
D. The employee shall make a reasonable effort to schedule treatments, etc., 

in a manner to disrupt the District operations as little as possible. 
 

290-05 Federal FMLA Leave 
 

Up to twelve (12) weeks of unpaid leave within a twelve (12) month period for 
one or a combination of the following:  birth, adoption or placement for adoption 
�R�I���W�K�H���H�P�S�O�R�\�H�H�¶�V���F�K�L�O�G�����W�R���F�D�U�H for a parent, child or spouse with a serious health 
�F�R�Q�G�L�W�L�R�Q�����R�U���I�R�U���W�K�H���H�P�S�O�R�\�H�H�¶�V���R�Z�Q���V�H�U�L�R�X�V���K�H�D�O�W�K���F�R�Q�G�L�W�L�R�Q�� 

 
290-06 Leave under ¤¤ 421-04, 421-05 and 421-06 may be taken in non-continuous 

increments or in partial day increments of less than one work day.  An employee 
shall be required to schedule partial and non-continuous absence increments so 
that it does not unduly disrupt the District operations. 

 
290-07 �$���³�V�H�U�L�R�X�V���K�H�D�O�W�K���F�R�Q�G�L�W�L�R�Q�´���P�H�D�Q�V���D�Q���L�O�O�Q�H�V�V�����L�Q�M�X�U�\�����L�P�S�D�L�U�P�H�Q�W�����R�U���S�K�\�V�L�F�D�O���R�U��

mental condition that involves: 
 

1. Hospital care. 
 
2. A three-day absence plus treatment, which includes either two (2) 

treatments by a healthcare provider, or one (1) occasion on which a 
healthcare provider renders treatment which results in a regimen of 
continuing treatment. 

 
3. A period of incapacity due to pregnancy. 
 
4. A chronic condition, requiring (a) continuing treatment by a 

healthcare provider; (b) which continues over a period of time; and 
(c) may cause episodes of incapacity. 
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290-08 The District is permitted to substitute other types of leave, paid or unpaid, 
available from the District for the unpaid leave taken solely under the federal 
FMLA in accordance with federal and state law. 

 
290-09 For leaves covered solely by the federal FMLA, the District may require an 

employee to substitute any other leave provided by the District if the leave is for 
the same purposes as provided under the federal FMLA, and is equivalent to or 
greater than the leave provided by the federal FMLA. 

 
290-10 Certification 
 

A. If  the leave is for medical treatment purposes, either for the employee or 
for the care of a child, spouse, or parent, the District may request a health 
�F�D�U�H�� �S�U�R�Y�L�G�H�U�¶�V�� �F�H�U�W�L�I�L�F�D�W�L�R�Q���� �� �7�K�H�� �'�L�V�W�U�L�F�W�� �P�D�\�� �U�H�T�X�L�U�H�� �W�K�D�W�� �W�K�H��
certification state: 

 
1. The child, spouse, parent or employee has a serious health 

condition. 
 
2. The date when the condition began and how long it is expected to 

continue. 
 
3. The medical facts known to the health care provider (physician, 

psychologist, etc.) regarding the condition. 
 
4. If the leave is for the employee personally, the extent to which the 

employee is unable to perform his/her job duties. 
 

B. The District may require the employee to seek a second medical opinion.  
However, the employer must pay for this second opinion. 

 
C. In t�K�H�� �H�Y�H�Q�W�� �R�I�� �D�� �G�L�V�D�J�U�H�H�P�H�Q�W�� �E�H�W�Z�H�H�Q�� �W�K�H�� �H�P�S�O�R�\�H�H�¶�V�� �K�H�D�O�W�K�� �F�D�U�H��

provider and the second medical opinion requested by the employer, the 
Department of Workforce Development may make arrangements for an 
independent medical examination, with the employer and employee 
sharing the cost of such examinations. 

 
290-11 During the leave, the District must maintain group health insurance coverage 

under the same conditions that applied immediately before the leave began.  If the 
coverage parameters change during the leave, the District will change the 
�H�P�S�O�R�\�H�H�¶�V���F�R�Y�H�U�D�J�H���D�V���L�I���K�H���R�U���V�K�H���Z�H�U�H���Q�R�W���R�Q���O�H�D�Y�H�� 
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290-12 Upon return from either federal FMLA or WFMLA leave, an employee is entitled 
to: 

 
A. If the position the employee held prior to the leave is vacant, that position; 

or 
 
B. If the position the employee held prior to the leave has been filled, an 

equivalent position having equivalent compensation benefits, scheduled 
hours and other terms and conditions of employment. 

 
C. Benefits earned by the employee prior to the leave must be retained for the 

�H�P�S�O�R�\�H�H�¶�V�� �X�V�H�� �I�R�O�O�R�Z�L�Q�J�� �K�L�V���K�H�U�� �U�H�W�X�U�Q�� �I�U�R�P�� �O�H�D�Y�H���� �V�X�E�M�H�F�W�� �W�R�� �† 421-12, 
unless these benefits have been exercised during the leave period, e.g., 
paid leave. 

 
290-13  Concurrent Leave 
 

Leave under the federal FMLA and the WFMLA will run concurrently to the 
fullest extent allowed under applicable law.  Any other leave available may also 
be deemed to run concurrently as allowed under applicable law and at the sole 
discretion of the District. 
 

290-14 Time limitations   
 

An employee must file a complaint with the Equal Rights Division of the 
Department of Workforce Development within thirty (30) days of a violation or 
when the employee should have reasonably known that violation had occurred in 
the application of the WFMLA. 

 
290-15 The Board Policy is intended to be read and applied in a manner consistent with 

the WFMLA and the federal FMLA.  In applying this Policy, any inconsistency 
which may exist between the terms of this Board Policy, the WFMLA and the 
federal FMLA will be resolved in favor of the Acts. 
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291 EMPLOYEE GRIEVANCE PROCEDURE 
 
The Board of Education provides this procedure as a means to resolve disputes regarding 
the implement of board policies, practices and protocol.  All employees have access to 
this procedure.  The Board directs the district Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 291 (Employee Grievance Procedure) 
 
Definitions: 
291-01 A grievance shall mean a dispute regarding the application of School Board 

policies regarding an employee's discipline or termination of employment, or a 
dispute concerning workplace safety. No grievance shall be processed under this 
policy unless it is in writing and contains all of the following: 

 
A. The name and position of the grievant; 
B. A clear and concise statement of the grievance; 
C. The issue involved; 
D. The relief sought; 
E. The date the incident or alleged violation took place; 
F. The specific section of the Policy Manual or workplace safety rule alleged to 

have been violated; and 
G. The signature of the grievant and the date. 

 
291-02 The term "days" means regular business days, Monday through Friday, other than 

weekends and holidays regardless of whether the employee or his or her 
classification is scheduled to work. The time within which an act is to be done 
under this policy shall be computed by excluding the first day and including the 
last day. 

 
291-03  A "grievant" is an employee as defined by state statutes governing this grievance 

�S�U�R�F�H�G�X�U�H���� �$�W�� �W�K�H�� �J�U�L�H�Y�D�Q�W�¶�V�� �F�R�V�W�� �D�Q�G�� �U�H�T�X�H�V�W�� �D�� �S�H�U�V�R�Q of their choice may 
represent them. 

 
291-04 �³�:�R�U�N�S�O�D�F�H�� �V�D�I�H�W�\���� �P�H�D�Q�V�� �W�K�R�V�H�� �F�R�Q�G�L�W�L�R�Q�V�� �U�H�O�D�W�H�G�� �W�R�� �S�K�\�V�L�F�D�O�� �K�H�D�O�W�K�� �D�Q�G�� �V�D�I�H�W�\��

of employees enforceable under federal or state law, or District rule related to:  
safety of the physical work environment, the safe operation of workplace 
equipment and tools, provision of protective equipment, training and warning 
requirements, workplace violence and accident risk 

 
291-05 "Discipline" means oral reprimands (where a written record of the reprimand is 

placed in the em�S�O�R�\�H�H�¶�V�� �I�L�O�H������ �Z�U�L�W�W�H�Q�� �U�H�S�U�L�P�D�Q�G�V���� �V�X�V�S�H�Q�V�L�R�Q�� �D�Q�G�� �G�H�P�R�W�L�R�Q������
Discipline does not include performance reviews, work plans or corrective actions 
that do not include a reprimand or other adverse employment action. 

 
289-06 Termination" means discharge from employment. Non-renewals and layoffs 

(reduction in force) are not considered terminations and are not subject to this 
procedure. 

 
Procedures: 
291-07 First Step:  Within ten (10) days after the facts upon which the grievance is based 

or should have reasonably become known the employee shall present the written 
grievance to his/her immediate supervisor. The immediate supervisor shall give a 
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written answer within ten (10) days of receipt of the grievance, with a copy to the 
District Office.  An employee who has been notified of termination may process 
the grievance commencing at Step 3. 

 
291-08 Second Step:  If the grievance is not satisfactorily resolved at Step 1, it may be 

submitted by the grievant to the District Administrator within five (5) days after 
having received the answer in the First Step. After receipt of the written grievance 
by the District Administrator, he/she or the designated representative of the 
District Administrator will meet with the grievant in an effort to resolve the 
issue(s) raised by the grievance.  Within ten (10) days after the meeting, the 
District Administrator shall respond to the grievance in writing. The District 
Administrator shall also determine if the grievance is timely, if the subject matter 
of the grievance is within the scope of this policy and otherwise properly 
processed as required by this policy. If the District Administrator is aware of other 
similar pending grievances, he may consolidate those matters and process them as 
one grievance. 

 
291-09 Third Step:  Upon the written request of the grievant in response to an adverse 

decision, the decision at the second step may be appealed to the District 
Administrator by a written statement particularly describing the reason for appeal. 
If the decision at Step 2 is based in whole or in part on the basis of timeliness, 
scope of the grievance process or other failure of the Grievant to properly follow 
the process the matter shall be referred to the Board who shall determine whether 
the matter should be processed further. If the Second Step decision is on the 
merits of the grievance only the grievance will be referred to an Impartial Hearing 
Officer (IHO). The District Administrator will designate the IHO. Any costs 
incurred by the (IHO) will be paid by the School District. The IHO will convene a 
hearing in the manner the IHO determines necessary. The IHO shall have the 
authority to administer oaths, issue subpoenas at the request of the parties, and 
decide if a transcript is necessary. The IHO may require the parties to submit 
grievance documents and witness lists in advance of the hearing to expedite the 
hearing.   The   burden   of   proof   shall   be   “a   preponderance   of   the   evidence”.      In  
termination 3 and discipline cases, the District shall have the burden. In 
workplace safety cases, the employee shall have the burden. The IHO may request 
oral or written arguments and replies. The IHO shall provide the parties a written 
decision.  The IHO may only consider the matter presented in the initial grievance 
filed by the employee. The IHO shall have no power to add to subtract from or 
modify the terms of the Board policy or rule that forms the basis for the 
grievance. 

 
291-10 Fourth Step:  Either party may appeal an adverse determination at step three to the 

Board of Education, by filing written notice appealing the decision of the IHO in 
the District Office within ten (10) days of the decision of the IHO. The Board of 
Education shall within thirty (30) days after submission of the appeal schedule the 
review of the IHO's decision. The Board will conduct the review during a closed 
session meeting unless the employee requests an open session. The Board may 
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make its decision based on the written decision of the IHO or the Board may 
examine any records, evidence and testimony produced at the hearing before the 
IHO.  A simple majority vote of the Board membership shall decide the appeal 
within twenty (20) days following the last session scheduled for review. The 
Board will issue a final written decision, which shall be binding, on all parties. 

 
 
Timelines 
291-11 Failure to process a grievance by the grievant within the time limit, or agreed 

upon extensions, shall constitute waiver of the grievance and will be considered 
resolved on the basis of the District's last answer. Failure of a management 
representative to meet the time limits shall cause the grievance to move 
automatically to the next step in the procedure. To encourage that grievances are 
addressed in a prompt manner the time limits set by this policy are intended to be 
strictly observed and may not be extended except in extreme circumstances and 
then only upon the express written consent of the parties. 

 
Exclusive Remedy 
291-12 This procedure constitutes the exclusive process for the redress of any employee 

grievances as defined herein. However, nothing in this grievance procedure shall 
prevent any employee from addressing concerns regarding matters not subject to 
the grievance procedure with administration and employees are encouraged to do 
so.  Matters not subject to the grievance procedure that are raised by employees 
shall be considered by administration which has final authority, subject to any 
applicable Board policy or directive, to resolve the matter. 
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292 STAFF DRESS AND GROOMING 
 

The Board of Education believes that all staff members set an example in dress and 
grooming for the students to follow.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 292 (Staff Dress and Grooming) 
 
292-01 A staff member who is dressed and groomed appropriately for the job enlarges the 

importance of his/her task, presents an image of dignity and encourages respect for 
authority.  All of these factors act in a positive manner toward maintaining a safe, 
secure and disciplined school building environment. 

 
292-02 The Board retains the authority to specify the following dress and grooming 

guidelines for staff that will prevent adverse impacts on the educational process.  
When assigned to District duty, all staff members shall follow the general guidelines: 

 
a. Be physically clean, neat and well-groomed; 
b. Dress in a manner consistent with their professional duties; 
c. Dress in a manner that communicates to students a pride in personal appearance; 
d. Be groomed in such a way that hairstyle or dress does not disrupt the educational 

process nor cause a health or safety hazard. 
 
292-03 In addition to the general staff dress and grooming guidelines, the following specific 

prohibitions shall be followed. 
 

a. Unacceptable attire includes, but is not limited to the following: halter tops, 
midriff tops, spaghetti straps, tank tops, scrubs, clothing that is too low cut, too 
short, too sheer, too tight or too loose, flip flops of any kind and house shoes. 

 
b. Body alteration or modification is prohibited if it is intentional and results in a 

visible, physical effect that detracts from a professional image.  Tattoos and 
brands anywhere on the body that are obscene, advocate sexual, racial, ethnic or 
religious discrimination or that are of a nature that tends to bring discredit to the 
District are prohibited.  Prohibited alterations, modifications, tattoos or brands 
must be covered with articles of clothing, or other appropriate material if the 
tattoo is small, so they are not visible to students or other employees. 

 
c. Employees are prohibited from attaching, affixing or displaying objects, articles, 

jewelry or ornamentation to or through the nose, tongue or any exposed body part 
except for earrings worn only on the ear(s). 

 
292-04 Employees who do not, in the judgment of the principal, supervisor or designee, 

conform to this policy shall receive a notice.  Repeated violations or refusal to 
comply could result in further disciplinary action, up to and including termination. 
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301  RECRUITMENT 
 

The Board of Education recognizes that the recruitment of high quality 
instructional staff is a function of the administration.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 301 (Recruitment) 
 
301-01 Recruitment of the instructional staff members of the District shall be the 

responsibility of the District Administrator or Designee. 
 
301-02 In this the discharge of this responsibility, the District Administrator shall make 

such use of other administrative and supervisory staff members as he/she deems 
practical and effective. 

 
301-03 Personnel shall be assessed and selected upon the basis of their proven and 

potential abilities for the job position, and will not be discriminated against 
because of race, sex, religion, creed, age, handicap, national origin or any other 
basis prohibited by State or Federal law. 

 
301-04 The recruitment will follow a procedure that attracts the highest quality 

applicants. 
 
301-05 The District Administrator will report any area of the system that creates barriers 

to successful recruiting to the Board. 
 



  Approved 7/01/98 
Reapproved 4/16/07 

302  QUALITIES 
 

The Board of Education desires that the instructional staff have certain 
professional qualities.  These qualities should better insure that the students will 
have a high performing instructional staff.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 302 (Qualities) 
 
302-01 The following qualities will be given consideration when selecting instructional 

staff: 
 

A. Interest in and ability to work successfully with young people. 
B. Demonstrated high levels of professional behavior and teaching competencies. 
C. Enthusiastic personality and ability to get along with other staff members, 

administrators and parents. 
D. A background of involvement with community activities demonstrating a 

belief that the certified staff of a school system should participate in some 
community organizations and/or activities. 

E. Previous teaching and/or related experiences demonstrating a willingness to 
work as necessary to better meet the needs of the students with whom he/she 
works or to better serve the overall instructional needs of other students within 
the District. 

F. Willingness to direct or help lead co-curricular activities, experiences, events 
for which he/she is qualified. 

G. Abil ity to perform all the functions required on the job and by the position. 
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303   PROFESSIONAL EXPECTATIONS 
 

The Board of Education expects the professional staff to remain current in their 
instructional field, and follow the educational philosophy and goals of the 
District, and District policies and procedures.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 303 (Professional Expectations) 
 
303-01 �,�Q�V�W�U�X�F�W�L�R�Q�D�O�� �V�W�D�I�I�� �P�H�P�E�H�U�V�� �V�K�D�O�O�� �P�D�L�Q�W�D�L�Q�� �D�� �F�X�U�U�H�Q�W�� �L�Q�� �W�K�H�� �S�H�G�D�J�R�J�\�� ���:�H�E�V�W�H�U�¶�V��

de�I�L�Q�L�W�L�R�Q���L�V���³�W�K�H���D�U�W���R�I���S�U�R�I�H�V�V�L�R�Q���R�I���W�H�D�F�K�L�Q�J�´�����D�Q�G���F�R�Q�W�H�Q�W���R�I���W�K�H�L�U���P�D�M�R�U���I�L�H�O�G���R�I��
instruction. 

 
303-02 Instructional staff members shall possess and exhibit a knowledge and 

appreciation of the characteristics, needs, and problems of children and adolescent 
youth. 

 
303-03 All instructional staff is to assume responsibility for the maintenance of proper 

student conduct in classrooms, in the halls, and on school property, and for 
enforcing the Classroom Code of Conduct (Policy 517). 

 
303-04 Instructional staff members shall be active and participate in appropriate 

professional organizations. 
 
303-05 Instructional staff members and departments shall continue to develop and 

evaluate new materials and proven methods of instruction. 
 
303-06 Instructional staff members shall show a positive approach to classroom 

�L�Q�V�W�U�X�F�W�L�R�Q���Z�L�W�K���H�D�F�K���V�W�X�G�H�Q�W�¶�V���O�H�D�U�Q�L�Q�J���D�E�L�O�L�W�\���U�H�F�R�J�Q�L�]�H�G���D�V���E�H�L�Q�J���X�Q�L�T�X�H�� 
 
303-07 Instructional staff members shall have a high degree of professional behavior that 

fosters respect with students, other staff members, administrators and the 
community. 

 
303-08 Instructional staff members shall support the belief statements approved by the 

Board. 
 
303-09 Instructional staff members shall follow board policies, administrative 

regulations, and State and Federal laws and regulations. 
 
303-10 Instructional staff members who fail to satisfactorily meet professional 

expectations may expect appropriate remedial action, including discipline, 
dismissal, or non-renewal. 

 
 



  Approved 7/01/98 
Revised 4/16/07 

304   PROHIBITED CONDUCT 
 

The Board of Education forbids inappropriate, illegal, illicit, or immoral conduct 
or contact by a District employee (including vulgar, obscene, profane modes of 
expression or other forms of communication or actions), which interfere with the 
educational purpose, process, operations of the District or well being of an 
individual.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 304 (Prohibited Conduct) 
 
304-01 When an alleged incident is brought to the attention of the staff, it must be 

reported immediately to the Building Principal. 
 
304-02 The reported incident will be reduced to writing. 
 
304-03 The Building Principal will determine if there is the probability of alleged 

occurrence.  If so, the report will be investigated or filed with the proper 
authorities. 

 
304-04 All reports of inappropriate conduct by a professional employee will be 

investigated immediately. 
 
304-05 The steps outlined in the concern procedure will be followed. 
 
304-06 The investigation will be planned and carried out in accordance with State 

Statutes. 
 
304-07 The confidentiality of the incident will be maintained to the best abilities of all 

parties. 
 
304-08 The District Administrator is authorized to employ a third party to investigate the 

reported incident. 
 
304-09 The administration and staff will cooperate fully and completely with the 

authorities assigned to the incident. 
 
304-10 The District Administrator has the authority to assign paid or unpaid 

administrative leave to a staff member.  The paid or unpaid leave will be brought 
to the next Board meeting for action. 

 
304-11 Upon completion of the investigation a report will be made to the District 

Administrator. 
 
304-12 The District Administrator will determine the disciplinary action to be 

administered and make a recommendation to the Board for action. 
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305  CERTIFICATION 
   

The Board of Education requires that all instructional employees shall be properly 
licensed and certified as required by State Statutes and the Department of Public 
Instruction.  Temporary certification approved by the Department of Public 
Instruction may be accepted for given positions at given times.  The Board directs 
the District Administrator or Designee to develop administrative regulations for 
this policy. 
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Administrative Regulations for Policy 305 (Certification) 
 
305-01 The application process will require verification that an individual can be licensed 

in the State. 
 
305-02 The prospective employee will produce a copy of his/her certification or if he/she 

is a new teacher, will produce a copy of the license application and their canceled 
check prior to a contract being issued. 

 
305-03 Certified employees will be required to maintain a current license.  A copy of the 

license, or a copy of the application and canceled check in the case of new 
graduates, will be provided for the personnel file. 

 



  Approved 7/01/98 
Revised 4/16/07 

306    SALARY 
 

The Board of Education realizes that the instructional employees must be 
reimbursed for services rendered.  The District Administrator will make 
recommendation as per the negotiated agreement or contractual arrangements.  
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 306 (Salary) 
 
306-01 The salary table and professional compensation addendum made a part of the 

Negotiated Agreement, shall be used as the guide for determining the salaries paid 
to the instructional staff included in the bargaining unit. 

 
306-02 Salaries for instructional staff members shall be recommended by the District 

Administrator and approved by the Board. 
 
306-03 Salaries for instructional staff members shall be paid in twenty-four (24) 

installments on the tenth (10th) and twenty-fifth (25th) days of each month.   
 

A. If the payday falls on a Sunday, the paycheck may be issued the following 
Monday. 

B. If the payday falls on a Saturday, the paycheck may be issued the preceding 
Friday. 

C. If the payday falls on a holiday, the paycheck may be issued the day before if 
that day is a workday. 

 
306-04 Salary advance may be permitted for newly employed teachers.  They may, on the 

first scheduled in-service day of that school year, apply for a two hundred dollar 
($200) salary advance.  The advance payment will be deducted from his/her the 
first regular paycheck. 

 
306-05 Salary for contracted special instructional programs or classes shall be established 

by the District Administrator and approved by the Board. 
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307    TEACHING CONTRACTS 
 

The Board of Education will issue contracts to the instructional staff.  The 
contract shall contain the necessary legal language to convey the necessity of a 
formal document of employment.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 307 (Teaching Contracts) 
 
307-01 Teaching contracts with instructional personnel shall be in writing, state the 

length of time the contract is in force, and identify the compensation for the 
contract period together with the schedule of periodic payments. 

 
307-02 Teaching contracts shall be recommended by the District Administrator, approved 

by a majority vote of the Board, signed by the president, clerk, and treasurer of 
the Board, co-signed by the employee, and then filed with the School District 
Clerk in the District Central Office. 

 
307-03 Teaching contracts shall be regulated by the laws of the State of Wisconsin. 
 
307-04 A contract will not be offered to a candidate under contract to another school 

system. 
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308   MEDICAL EXAMINATIONS  
 

The Board of Education requires all instructional personnel, upon their initial 
employment, to have a physical examination.  The physical examination should 
provide the District some assurance that individuals hired for a teaching position 
is are healthy and free of contagious disease.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 308 (Medical Examinations) 
 
308-01 Physical examinations shall be required of all instructional personnel upon their 

initial appointment.  Forms for examination shall be provided by the School 
District, and the completed forms shall be filed with the District Administrator.  
The District will assume the cost of the initial school physical up to an amount 
equal to the fee negotiated and charged for such physical at the Richland Medical 
�&�H�Q�W�H�U���� �� �7�K�H�� �H�P�S�O�R�\�H�H�� �L�V�� �U�H�V�S�R�Q�V�L�E�O�H�� �I�R�U�� �S�U�H�V�H�Q�W�L�Q�J�� �W�K�H�� �S�K�\�V�L�F�L�D�Q�¶�V�� �E�L�O�O�� �I�R�U�� �W�K�H��
school physical to the Business Office. 

 
308-02 The physical examination shall include a tuberculin test or chest x-ray. 
 
308-03 The building administrator or District Administrator may request instructional 

staff members absent from work because of illness or disability to submit a 
�S�K�\�V�L�F�L�D�Q�¶�V���V�W�D�W�H�P�H�Q�W���L�Q�G�L�F�D�W�L�Q�J���W�K�H���S�D�W�L�H�Q�W�¶�V���J�H�Q�H�U�D�O���K�H�D�O�W�K���V�W�D�W�X�V�����D���S�U�R�J�Q�R�V�L�V���D�V��
to approximate date of return to service, and/or ability to return to work and 
�D�V�V�X�P�H�� �I�X�O�O�� �G�X�W�\���� �� �6�X�F�K�� �S�K�\�V�L�F�L�D�Q�¶�V�� �V�W�D�W�H�P�H�Q�W�� �V�K�D�O�O�� �E�H�� �I�X�U�Q�L�V�K�H�G�� �E�\�� �W�K�H��
instructional staff member at no cost to the District. 

 
308-04 A religious objector status may be applicable to this policy. 
 
308-05 An instructional staff member returning to work after childbirth, other disability, 

�R�U���V�H�U�L�R�X�V���L�O�O�Q�H�V�V�����P�X�V�W���V�X�E�P�L�W���D���Z�U�L�W�W�H�Q���S�K�\�V�L�F�L�D�Q�¶�V���D�S�S�U�R�Y�D�O���W�R���U�H�W�X�U�Q���W�R���Z�R�U�N���W�R��
his/her administrator before he/she will be allowed to return to his/her job. 

 
308-06 An instructional staff member whose physical, mental, or emotional well-being is 

such that the District Administrator feels he/she is unable to adequately perform 
his/her assigned task may be required to undergo an appropriate examination from 
a qualified physician and present evidence from that examination indicating that 
he/she is physically, mentally, or emotionally able to perform the tasks to which 
he/she has been assigned. 

 
308-07 Exceptions to the foregoing shall be as provided in section 118.25 of Wisconsin 

Statutes. 
 
308-08 Each instructional staff member will be required to have a reexamination every 5 

years.  The District will assume the cost of the five-year school physical up to an 
amount equal to the fee negotiated and charged for such a physical at the Richland 
Medical Center. 



  Approved 7/01/98 
Revised 4/16/07 

309  CREDENTIALS 
 

The Board of Education requires that all instructional staff have a valid copy of 
their teaching license, official transcripts, application, resume, and physical 
examination on file in the District Central Office.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 

 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 309 (Credentials) 
 
309-01 �$�� �S�U�R�F�H�G�X�U�H�� �Z�L�O�O�� �E�H�� �H�V�W�D�E�O�L�V�K�H�G�� �Z�K�L�F�K�� �L�Q�V�X�U�H�V�� �W�K�D�W�� �D�� �W�H�D�F�K�H�U�¶�V�� �F�U�H�G�H�Q�W�L�D�O�V�� �D�Q�G��

personnel file are maintained with the proper and current documents pursuant to 
the policies of the Board of Education. 

 
309-02 Instructional staff must have a valid copy of their teaching license, official 

transcripts, physical examination record, and District application form on file in 
the District Central Office. 

 
309-03 Instructional staff who do not have a valid copy of their teaching license, or an 

accepted verification of application for license, and official transcripts on file may 
have salary withheld until such copies are obtained by the staff member and 
presented to the Central Office for filing. 

 
309-04 Files of instructional staff lacking vital documentation for salary advancement or 

other items related to documentation may have salary increases delayed or 
postponed until the next cycle.  This postponement could be up to a year. 



  Approved 7/01/98 
Revised 4/16/07 

310  JOB DESCRIPTIONS 
 

The Board of Education requires that job descriptions be established for all 
positions in the District.  The job descriptions need to be maintained in an up to 
date condition, addressing new issues pertaining to jobs and work rules as they 
develop.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 

 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 310 (Job Descriptions) 
 
310-01 The Job Description shall contain but not be limited to sections for:  Job, Title, 

Department, Reports to, Prepared by, Approved by, Summary, Essential Duties 
and Responsibilities, Supervisory Responsibilities, Qualifications, Education 
and/or Experience, Language Skills, Mathematical Skills, Reasoning Ability, 
Certificates, Licenses, Registrations, Physical Demands, Work Environment, and 
Other Skills and Abilities needed for the job. 

 
310-02 The Job Description will be developed for any new position before the position is 

recommended by the District Administrator and action taken by the Board. 
 
310-03 The Job Description, if describing a single position, shall be reviewed each time 

the position is vacant and before the position is filled. 
 
310-04 All Job Descriptions shall be reviewed in the year 2000 and each five years 

thereafter.  
 
310-05 Job �'�H�V�F�U�L�S�W�L�R�Q�� �E�R�R�N�V�� �Z�L�O�O�� �E�H�� �P�D�L�Q�W�D�L�Q�H�G�� �L�Q�� �H�D�F�K�� �$�G�P�L�Q�L�V�W�U�D�W�R�U�¶�V�� �D�Q�G��

�6�X�S�H�U�Y�L�V�R�U�¶�V���2�I�I�L�F�H�� 
 
310-06 �7�K�H���'�L�V�W�U�L�F�W���$�G�P�L�Q�L�V�W�U�D�W�R�U�¶�V���R�I�I�L�F�H���R�U���W�K�H���R�I�I�L�F�H���D�V�V�L�J�Q�H�G���V�K�D�O�O���E�H���U�H�V�S�R�Q�V�L�E�O�H���I�R�U��

maintaining the Job Description books in a current condition. 
 
 



  Approved 7/01/98 
Revised 4/16/07 

311  TEACHING ASSIGNMENT 
 

The Board of Education recognizes that the teaching assignment is an 
administrative function.  This action is to be directed by administrative 
regulations and the Negotiated Agreement.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 311 (Teaching Assignment) 
 
311-01 Unless otherwise agreed to in writing by the Board, the teaching assignment in 

the School District shall be based upon the qualifications of the candidate and the 
needs of the School District as determined by the District Administrator or 
Designee. 

 
311-02 The individual employee being assigned shall be informed of the final 

assignment. 
 
 



  Approved 7/01/98 
Revised 4/16/07 

312   CHANGE OF TEACHING ASSIGNMENT   
 

The Board of Education recognizes that the change of teaching assignment is an 
administrative function.  This action is to be directed by administrative 
regulations and the Negotiated Agreement.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 

 
 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 312 (Change of Teaching Assignment) 
 
312-01 Changes in teaching assignments will be authorized by the District Administrator 

with the recommendation of the Building Administrator.  These changes shall 
follow administrative regulations and the Negotiated Agreement. 

 
312-02 Changes in teaching assignments may be initiated by the administration. 
 
312-03 Grievances filed concerning changes in assignment will be filed because the 

procedures in the Negotiated Agreement were not followed. 
 
312-04 The individual employee involved in the change of assignment shall be informed 

of the final assignment. 
 
 



  Approved 7/01/98 
Revised 4/16/07 

313  TRANSFER OF TEACHING ASSIGNMENT 
 

The Board of Education recognizes that teacher transfers are administrative 
functions.  This action is to be directed by administrative regulations and the 
Negotiated Agreement.  The Board directs the District Administrator or Designee 
to develop administrative regulations for this policy. 

 
 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 313 (Transfer of Teaching Assignment) 
 
313-01 Agreed upon teaching assignment transfer procedures are described in the 

Negotiated Agreement. 
 
313-02 Transfers in teaching assignments may be initiated by the instructional staff 

member. 
 
313-03 The individual employee involved in the transfer shall be informed of the final 

assignment. 
 
 
 
 



  Approved 7/01/98 
Revised 4/16/07 

314   CO-CURRICULAR ASSIGNMENTS 
 

The Board of Education delegates the assignment of individuals to co-curricular 
duties to the administration.  Assignments and contracts shall be recommended to 
the Board of Education by the District Administrator.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 314 (Co-Curricular Assignments) 
 
314-01 Co-curricular assignments shall be separate from the regular teaching contracts. 
 
314-02 The co-curricular contract shall be in writing, state the length of time the contract 

is in force, and identify the compensation for the contract period as per the 
Negotiated Agreement. 

 
314-03 Payment for co-curricular assignments will be made upon completion of the 

assignment and verification by the Level Administrator is received by the District 
Office. 

 
314-04 The co-curricular contract shall be recommended by the District Administrator, 

approved and signed by the Board Officers and co-signed by the employee, then 
filed with the District Office. 



  Approved 7/01/98 
Revised 4/16/07 

315   NON-PAID ASSIGNMENTS 
 

The Board of Education recognizes that any instructional staff member may be 
assigned to other non-paid duties.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 315 (Non-Paid Assignments) 
 
315-01 The administration may assign any instructional staff members' duties that the 

administration considers necessary for the operation of the School District. 
 
315-02 Assignments will be distributed among the instructional staff as equitably as 

possible. 
 
315-03 No instructional staff member shall be required to perform an assignment which 

he/she is medically unable to perform. 
 
315-04 Some procedures relating to assignments have been agree to and described in the 

Negotiated Agreement. 
 
 



  Approved 7/01/98 
Revised 4/16/07 

316   EVALUATION  
 

The Board of Education recognizes that the interest of the District can best be 
served when the students of the District are taught by quality, effective and 
efficient teachers.  In an effort to ensure this, the Board directs the administration 
to develop a fail and comprehensive instructional evaluation system.  The Board 
directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 316 (Evaluation) 
 
316-01 The administrative staff shall continuously assess and evaluate the performance of 

instructional staff members according to the Negotiated Agreement. 
 
316-02 The administration shall develop an evaluation system and instrument that 

attempts to provide insight into the instructional process and assess the 
instructional staff on the processes. 

 
316-03 Probationary teachers will have written formal evaluations each year completed 

by February 1 and will hold a conference with the building administrator to 
discuss the evaluation. 

 
316-04 A formal evaluation of non-probationary teachers shall be done every three years, 

in writing, and a conference held with the building administrator to discuss the 
evaluation. 

 
316-05 An informal conference and evaluation will be held annually if no formal 

evaluation is conducted. 
 
316-06 Mutually agreed upon improvement goals, which reflect the evaluation or 

improvement needs discussed jointly between the teacher and the administrator, 
will be developed each year. 



  Approved 7/01/98 
Revised 4/16/07 

317   LAYOFF 
 

The Board of Education may need to reduce instructional staff.  This layoff may 
come after the statutory timelines, but must follow the procedure that is outlined 
in the Negotiated Agreement.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 

 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 317 (Layoff) 
 
317-01 Layoff of instructional staff members shall be recommended by the District 

Administrator and approved by the Board. 
 
317-02 Such layoff shall follow the layoff procedures established in the Negotiated 

Agreement. 
 
317-03 Such procedures shall not be in conflict with applicable State Statutes. 

 



  Approved 7/01/98 
Revised 4/16/07 

318   INSTRUCTIONAL STAFF DISCIPLINE AND DISMISSAL 
 

The Board of Education has appointed the District Administrator as its executive 
officer responsible for the general supervision and management of the District.  In 
fulfilling this responsibility, the District Administrator and/or Designee may 
discipline instructional staff members in accordance with applicable laws and any 
collective bargaining agreement that might apply.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 318 (Instructional Staff Discipline and Dismissal) 
 
318-01 The District shall make information available concerning written professional 

expectations, job duties and other responsibilities as determined by the District.  
This provision shall not defeat generally or reasonably expected conduct or 
standards of conduct or their enforcement. 

 
318-02 Failure to meet professional expectations or perform job duties or other functions 

at an acceptable level, or inappropriate, unprofessional, or otherwise unacceptable 
conduct may lead to disciplinary action(s). 

 
318-03 Discipline will generally be considered and, if appropriate, recommended or 

�L�P�S�R�V�H�G���E�\���W�K�H���H�P�S�O�R�\�H�H�¶�V���L�P�P�H�G�L�D�W�H���V�X�S�H�U�Y�L�V�R�U�� 
 
318-04  Disciplinary action will be taken in accordance with any applicable negotiated   
                        agreement. 
 
318-05 Dismissal of certified personnel shall be consistent with the s.118.22 Stats., where 

applicable. 



  Approved 7/01/98 
Revised 4/16/07 

319   RESIGNATION 
 

The Board of Education recognizes that an instructional staff member may need 
to resign from employment with the Richland School District.  The Board directs 
the District Administrator or Designee to develop administrative regulations for 
this policy. 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 319 (Resignation) 
 
319-01 Resignations shall be in writing, signed by the party requesting release from 

contract and directed to the District Administrator. 
 
319-02 Instructional staff members who do not return a signed contract to the District 

Administrator on or before the close of the business day on April 15th, shall be 
considered as having resigned as of that date for the ensuing school year. 

 
319-03 Resignation of employment shall follow the procedure outlined in the Negotiated 

Agreement. 
 



  Approved 7/01/98 
Revised 4/16/07 

320   CONTRACTED SERVICES 
 

The Board of Education may contract for any special services that it determines 
may aid in the instruction, maintenance and/or improvement of the School 
�'�L�V�W�U�L�F�W�¶�V���H�G�X�F�D�W�L�R�Q�D�O���S�U�R�J�U�D�P�V���D�Q�G���R�U���F�R-curricular programs.  The Board directs 
the District Administrator or Designee to develop administrative regulations for 
this policy. 

 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 320 (Contracted Services) 
 
320-01 The service to be contracted shall be identified in writing. 
 
320-02 Specification for the contracted service must contain services to be provided, 

qualifications needed, licenses and certification required, special training 
required, assurance that Federal and State employment rules are followed, 
beginning and ending date of service, and other items specific to the contracted 
service. 

 
320-03 Contracted Services Agreements shall not violate State Statutes or Negotiated 

Agreements. 
 
320-04 The District Administrator will make a recommendation to the Board for approval 

of the proposed contracted service. 
 
320-05 The services of the contracted provider will be evaluated by the building level 

administrator before renewal of the contracted services agreement and a 
recommendation made to the District Administrator. 

 
 



Approved 7/01/98 
Revised 4/16/07 

321 PROFESSIONAL DEVELOPMENT 
 

The Board of Education, in an effort to meet and provide training for the ever-
changing educational field, will provide a planned staff development program.  
This program should not only meet the challenges of changing educational needs, 
but also address the re-training of staff in effective teaching and learning 
activities.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 

 
 
 
 
 



Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 321 (Professional Development) 
 
321-01 The Staff Development Committee shall be made up of teachers from each 

building (2 elementary, 1 middle school, 1 high school), a representative from 
pupil services staff and an administrator.  In addition, representatives from the 
support staff and parent organizations shall be invited to attend the meetings. 

 
321-02 The Staff Development Committee shall be responsible for evaluating the long- 

term and immediate needs of the instructional staff of the district. 
 
321-03 The Staff Development Committee shall survey teachers to determine their needs 

�D�Q�G���H�Y�D�O�X�D�W�H���W�K�H���F�X�U�U�H�Q�W���\�H�D�U�¶�V���6�W�D�I�I���'�H�Y�H�O�R�S�P�H�Q�W���3�O�D�Q�������,�Q�G�L�Y�L�G�X�D�O���V�W�D�I�I���P�H�P�E�H�U�V��
are encouraged to make recommendations to the committee members at any time. 

 
321-04 The Staff Development Committee shall review publications and conferences for 

the latest staff development opportunities that are relevant to the needs the staff 
has identified. 

 
321-05 The Staff Development Committee will plan and implement a three-year staff 

development program that meets the needs of the current year, and is reviewed 
and adjusted each spring. 

 
321-06 The Staff Development Plan will have measurable objectives that will be stated 

and evaluated in the plan, and the results will be reported to the Board. 
 
321-07 The Staff Development Plan should provide for the training of staff new to 

District so that training is not lost to attrition. 
 
321-08 The District Administrator, the Staff Development Committee and the 

Administrative Team will organize the resources for the Staff Development Plan. 
 
321-09 The Board shall approve the annual staff development plan for the following 

school year by May. 
 
 



  Approved7/01/98 
Revised 4/16/07 

322  WORKING DAY 
 

The Board of Education believes in the importance of defining the working day.  
The Negotiated Agreement will provide some definition of working day.  The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



  Approved7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 322 (Working Day) 
 
322-01  The working day will follow the terms of the Negotiated Agreement. 
 
322-02  The District Administrator may make modifications in the working hours to meet 
  the unique needs that may arise. 
 
322-03  Each building will provide a copy of working hours to the payroll office and the  
  Central Office. 
 
322-04  There will be as much consistency within the District and within the week as 
  possible. 



  Approved 7/01/98 
Revised 4/16/07 

323  LEAVES OF ABSENCE 
 

The Board of Education believes that regular, everyday contact between pupils 
and the instructional staff members is an essential ingredient to the educational 
welfare and achievement of the pupil.  Leaves of absence by employees during 
school term are discouraged.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 323 (Leaves of Absence) 
 
323-01 Instructional staff members may be granted leave for those conditions or 

situations set forth in the Negotiated Agreement or required by law.   
 
323-02 Instructional staff members will be granted jury leave without deduction of leave 

or salary. 
 
323-03 The staff member will provide satisfactory documentation of jury duty to the 

Business Office. 
 
323-04 When jury duty services are not required all morning or beyond lunch hour, the 

staff member is expected to return to school duties for the remainder of the day. 
 
323-05 Any compensation received for jury duty, except travel allowance, shall be given 

to the School District as soon as possible. 
 
323-06 The District Administrator or Designee may grant up to two days of paid or 

unpaid leave to instructional staff members when satisfied that such leave is 
justifiable and will not have a negative impact on the instructional program of the 
District. 

 
323-07 The District Administrator may grant paid or unpaid administrative leave in 

special cases. 
 
323-08 Leaves of absence will be evaluated to determine if the leave request if better 

defined under a different policy. 
 
323-09 Leaves requests for periods of three or more days (except those under FMLA) 

will be recommended by the District Administrator and approved by the Board of 
Education. 



  Approved 7/01/98 
Revised 4/16/07 

324  INVOLUNTARY LEAVES OF ABSENCE 
 

The Board of Education may initiate a leave of absence for an instructional staff 
member after receiving a recommendation from the District Administrator.  The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  Approved 7/01/98 
Revised 4/16/07 

Administrative Regulations for Policy 324 (Involuntary Leaves of Absence) 
 

324-01  �,�Q�Y�R�O�X�Q�W�D�U�\�� �O�H�D�Y�H�V�� �R�I�� �D�E�V�H�Q�F�H�� �P�D�\�� �E�H�� �D�V�V�L�J�Q�H�G�� �Z�K�H�Q�� �W�K�H�� �H�P�S�O�R�\�H�H�¶�V�� �Z�R�U�N��
performance is �E�H�L�Q�J�� �L�P�S�D�L�U�H�G�� �E�\�� �W�K�H�� �H�P�S�O�R�\�H�H�¶�V�� �J�H�Q�H�U�D�O�� �K�H�D�O�W�K�� �R�U�� �S�K�\�V�L�F�D�O��
condition. 

 
324-02 Each involuntary leave of absence will be examined on an individual basis and 

weighed on the merits of each individual case. 
 
324-03 The possible effect of the leave upon the District program/operation will be a 

major consideration when making the recommendation.   
 
324-04 Competent medical advice and other pertinent evidence will be considered by the 

administration in reaching its recommendation. 
 
324-05 The District Administrator will recommend the period of leave to the Board for its 

approval. 



   

  Approved 8/07/00 
Revised 4/16/07 

325   TEMPORARY PERSONNEL 
 

The Board of Education recognizes the need for temporary instructional 
personnel.  The temporary personnel must be equal to the qualities and skills of 
the regular staff so as not to interfere with the instructional process.  The Board 
directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



   

  Approved 8/07/00 
Revised 4/16/07 

Administrative Regulations for Policy 326 (Temporary Personnel) 
 
325-01  Substitute Teachers 
 

A. The administration shall maintain a list of qualified substitute teachers, 
employ them as necessary, and advise them of their assignments. 

B. Substitute teachers shall be reimbursed at the rate determined by the District 
Administrator and approved by the Board. 

C. Neither substitute nor temporary teachers shall be considered as regular 
employees of this District. 

D. Only substitute teachers who maintain a current DPI license and provide a 
copy of the license to the District Office shall be placed on the Substitute 
Teacher List. 

 
325-02  Temporary Teachers 
 

A. A substitute teacher who replaces a regular teacher for a period of at least 20 
consecutive school days shall be classified as a temporary teacher and be 
employed for specific periods of time only.  Salaries shall be determined by 
the District Administrator and approved by the Board.  A temporary teacher 
contract will be issued to the substitute teacher. 

B. A substitute teacher working 1-19 consecutive school days for a regular 
teacher will be paid as a substitute until day 20.  On the 20th day the substitute 
teacher shall become a temporary teacher and be paid as per a temporary 
teacher. 

 
325-03  Student Teachers 
 

The administration may assign student teachers to regular teachers who volunteer 
to work with them. 

 
325-04  Intern Teachers 
 

The District Administrator may use interns when they are available.  
Compensation shall be at the rate established by the sponsoring college or 
university. 



   

Approved 7/1/98 
Revised 1/7/00 

Approved 10/15/01 
Revised 4/16/07 

326  EARLY RETIREMENT �± TEACHER 
 

The Board of Education recognizes the benefit of early retirement to both the 
District and its teaching staff.  Teachers who have served the Richland School 
District for a continuous period of 15 or more years, may retire at age 55 and 
receive benefits as per the administrative regulations established.  After a review 
�R�I���W�K�H���W�H�D�F�K�H�U�¶�V���U�H�T�X�H�V�W���I�R�U���H�D�U�O�\���U�H�W�L�U�H�P�H�Q�W�����W�K�H���U�H�T�X�H�V�W���V�K�D�O�O���E�H���D�S�S�U�R�Y�H�G���E�\���W�K�H��
Board.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 

 
 
 



   

Approved 7/1/98 
Revised 1/7/00 

Approved 10/15/01 
Revised 4/16/07 

Administrative Regulations for Policy 327 (Early Retirement-Teacher) 
 
326-01 Teachers who have served the Richland School District for a period of 15 or more 

continuous years may retire at age 55 and receive benefits as per the Early 
Retirement Policy.   

 
326-02 For the purpose of determining the school year in which a teacher will reach the 

age of 55, the school year shall be defined as extended from September 1 of one 
year through August 31 of the next calendar year during which the teacher will 
reach the age of 55. 

 
326-03 A sum not to exceed $7000 per year for five (5) years shall be paid to the retiree 

in 24 payments annually. 
 
326-04 The retiree may participate in the District health insurance pay at his/her own 

expense until such time as the retiree is eligible for Medicare or other Federal 
insurance benefits. 

 
326-05 In an instance where one spouse elects to retire and the other continues 

employment with the School District, they must select from one of the 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. 

 
326-06 In case of death, the payments shall be terminated and shall be prorated for the 

year of death. 
 
326-07 Teachers who desire to participate in this program shall make application not later 

than the first day of April prior to the school year in which they plan to begin their 
retirement. 

 
326-08 The Board reserves the right to limit the total number of applications granted to 

five per year. 
 
326-09  This policy and administrative regulations shall be reviewed every two years.   
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   7/01/98 
Re-approved  12/3/07 

401  DEFINITION OF NON-INSTRUCTIONAL PERSONNEL 
 

The Board of Education defines non-instructional personnel as those positions that do not 
require a teaching license to provide a service for the District.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this policy.  



   7/01/98 
Re-approved  12/3/07 

Administrative Regulations for Policy 401 (Definition of Non-instructional Personnel) 
 
401-01 The category of non-instructional personnel will include, but not be limited to:  

Aides, Custodial, Maintenance, Food Service, Secretaries, and Clerical. 
 
401-02 The Business Official will be responsible for the supervision of this category of 

personnel. 
 
 



  7/01/98 
Re-approved 12/3/07 

402  RECRUITMENT 
 

The Board of Education recognizes that the recruitment of high quality non-
instructional staff is a function of administration.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 402 (Recruitment) 
 
402-01 The recruitment of all positions will follow the procedures as provided in the 

negotiated agreement. 
 
402-02 The Business Official or Designee will screen the candidates for each position. 
 
402-03 The Business Official in coordination with the administrator or supervisor will 

interview and make a recommendation of the candidate for the position to the 
District Administrator. 

 
402-04 The District Administrator will review the process and the candidate and make a 

recommendation to the Board for action. 
 
402-05 Personnel shall be assessed and selected upon the basis of their proven and 

potential abilities for the job position, and will not be discriminated against 
because of age, race, creed, color, disability, marital status, sex, national origin, 
ancestry, sexual orientation, arrest record, conviction record, membership in the 
national guard, state defense force or any other reserve component of the military 
forces of the United States or this state, use or nonuse of lawful products off the 
employer's premises during non-working hours, or any other basis prohibited by 
State or Federal Law. 

 
402-06 The District Administrator will report any areas of the system that create barriers 

to successful recruiting to the Board. 



  7/01/98 
Re-approved 12/3/07 

403  QUALITIES 
 

The Board of Education recognizes that the non-instructional staff should 
demonstrate certain qualities.  These qualities should better insure that the 
students have a highly trained non-instructional staff supporting their education.  
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 403 (Qualities) 
 
The following qualities will be given consideration when selecting non-instructional staff: 
 
403-01 Training, experience and skill in the area for which the candidate is to be 

considered. 
 
403-02 Ability to relate well with people, including children. 
 
403-03 Demonstrated ability to perform responsibly on the job. 
 
403-04 Eagerness and enthusiasm for the job. 
 
403-05 Ability to perform all the functions required on the job and by the position. 
 
403-06 Possession of State certification or license (or be able to qualify for) if this is 

required by law or by the District. 
 
403-07 Staff members selected will be expected to contribute toward building and 

maintaining positive public relations between the school system and citizens of 
the School District. 



  Approved 12/17/07 

404  SUPPORT STAFF PERFORMANCE EXPECTATIONS 
 

The Board of Education expects the support staff to remain current in their realm of 
employment and to follow the belief statements and goals of the District, and District 
policies and procedures.  The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 



  Approved 12/17/07 

Administrative Regulations for Policy 404 (Support Staff Performance) 
 
404-01 Support staff members shall exhibit an appreciation of the characteristics, needs, 

and problems of children and adolescent youth. 
 
404-02 All support staff members are expected to assist in the maintenance of proper 

student conduct in classrooms, in the halls, and on school property, and for 
enforcing the Classroom Code of Conduct (Policy 517). 

 
404-03 Support staff members shall be active and participate in appropriate work-related 

organizations. 
 
404-04 Support staff members shall participate in in-service training provided by the 

District. 
 
404-05 Support staff members shall have a high degree of professional behavior that 

fosters respect with students, other staff members, administrators and the 
community. 

 
404-06 Support staff members shall support the belief statements approved by the Board. 
 
404-07 Support staff members shall follow board policies, administrative regulations, and 

State and Federal laws and regulations. 
 
404-08 Support staff members who fail to satisfactorily meet performance expectations 

may expect appropriate remedial action, including discipline, dismissal, or non-
renewal. 

 
 



  7/01/98 
Re-approved 12/3/07 

405  PROHIBITED CONDUCT 
 

The Board of Education forbids inappropriate, illegal, illicit, or immoral conduct 
or contact by a District employee (including vulgar, obscene, profane modes of 
expression or other forms of communication or actions) which interferes with the 
educational purpose, process, operations of the District or well being of an 
individual.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 405 (Prohibited Conduct) 
 
405-01 When an alleged incident is brought to the attention of the staff, it must be 

reported immediately to the Building Principal. 
 
405-02 The reported incident will be reduced to writing. 

 
405-03 The Supervisor, Building Principal, Business Official, or District Administrator 

will determine if there is the probability of alleged occurrence.  If so, the report 
will be investigated or filed with the proper authorities. 

 
405-04 All reports of inappropriate conduct by a non-instructional employee will be 

investigated immediately. 
 

405-05 The steps outlined in the concern procedure will be followed. 
 

405-06 The investigation will be planned and carried out in accordance with State 
Statutes. 

 
405-07 The confidentiality of the incident will be maintained as to the best abilities of all 

parties. 
 

405-08 The District Administrator is authorized to employ a third party to investigate the 
reported incident. 

 
405-09 The administration and staff will cooperate fully and completely with the 

authorities assigned to the incident. 
 

405-10 The District Administrator has the authority to assign paid or unpaid 
administrative leave to a staff member.  The paid or unpaid leave will be brought 
to the next Board meeting for action. 

 
405-11 Upon completion of the investigation a report will be made to the District 

Administrator. 
 

405-12 The District Administrator will determine the disciplinary action to be 
administered and make a recommendation to the Board for action. 



  7/01/98 
Re-approved 12/3/07 

406  CONDITIONS OF EMPLOYMENT 
 

The Board of Education will determine conditions of employment.  The Board 
directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 406 (Conditions of Employment) 
 
406-01 Conditions for employment are found in Board Policy and Administrative 

Regulations, District Job Descriptions, and District Building Rules and 
Regulations. 

 
406-02 Conditions of employment are found in the respective non-instructional staff 

Negotiated Agreements. 
 

406-03 Non-instructional Agreements and Policy shall not be in conflict.  Differences that 
occur will be addressed in negotiations or a policy level with the Board. 



  7/01/98 
Re-approved 12/3/07 

407  NON-INSTRUCTIONAL STAFF COMPENSATION 
 

The Board of Education is responsible for the establishment of non-instructional 
staff compensation.  The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 407 (Non-instructional Staff Compensation) 
 

407-01 The Business Official shall recommend salaries and fringe benefits for the non-
instructional positions in the District. 

 
407-02 The Business Official must follow Negotiated Agreements to determine a salary. 
 
407-03 The District Administrator will make recommendations to the Board for action. 
 

 



  7/01/98 
Re-approved 12/3/07 

408  MEDICAL EXAMINATIONS  
  

The Board of Education requires all non-instructional staff, upon their initial 
employment, to have a physical examination.  The physical examination should 
provide the District some assurance that individuals hired for support positions 
are healthy and free from contagious diseases.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 

 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 408 (Medical Examinations) 
 
408-01 All new non-instructional employees must pass a physical examination including 

a chest x-ray or tuberculin test. 
 
408-02 Other physical examination tests and evaluations will be conducted specific to the 

essential function of the job. 
 
408-03 Examination forms shall be provided by the District. 
 
408-04 The District shall pay an examining physician or medical technician an amount 

not to exceed the cost negotiated with the Richland Medical Center. 
 
408-05 The non-�L�Q�V�W�U�X�F�W�L�R�Q�D�O�� �H�P�S�O�R�\�H�H�� �L�V�� �U�H�V�S�R�Q�V�L�E�O�H�� �I�R�U�� �S�U�H�V�H�Q�W�L�Q�J�� �W�K�H�� �S�K�\�V�L�F�L�D�Q�¶�V�� �E�L�O�O��

to the Business Office. 
 
408-06 Non-instructional employees shall be required to take a physical examination 

every three (3) years or as required by law. 
 
408-07 The administration may request any non-instructional employee to have a medical 

�H�[�D�P�L�Q�D�W�L�R�Q�� �L�I�� �L�W�� �D�S�S�H�D�U�V�� �W�K�D�W�� �W�K�H�� �S�H�U�V�R�Q�¶�V�� �V�Wate of wellness if impairing the 
�H�P�S�O�R�\�H�H�¶�V���Z�R�U�N���S�H�U�I�R�U�P�D�Q�F�H�� 

 
408-08 The District will follow all Negotiated Agreements as to costs of such 

examinations. 



  7/01/98 
Re-approved 12/3/07 

409   ASSIGNMENT 
 

The Board of Education recognizes that non-instructional staff assignment is an 
administrative function.  These actions are to be directed by administrative 
regulations and the Negotiated Agreement.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 409 (Assignment) 
 
409-01 Assignment in the School District shall be based upon the qualifications of the 

candidate and the needs of the School District as determined by the Business 
Official. 

 
409-02 The individual employee being assigned shall be informed of the final 

assignment. 
 
 

 



  7/01/98 
Re-approved 12/3/07 

410   CHANGE OF ASSIGNMENT 
 

The Board of Education recognizes that the change of assignment for non-
instructional staff is an administrative function.  These actions are to be directed 
by administrative regulations and the Negotiated Agreement.  The Board directs 
the District Administrator or Designee to develop administrative regulations for 
this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 410 (Change of Assignment) 
 
410-01 Changes in the assignment will be made by the Business Official and 

reported to the District Administrator.  These changes shall follow 
administrative regulations and the Negotiated Agreement of the 
�H�P�S�O�R�\�H�H�¶�V���X�Q�L�R�Q�� 

 
410-02 Changes in assignment may be initiated by the Business Official and come 

after other options have been reviewed, but will not produce the desired 
effect.  Changes in assignment shall follow procedures outlined in the 
Negotiated Agreement. 

 
410-03 Grievances filed concerning change in assignment will be filed because 

the procedures outlined in the Negotiated Agreement were not followed. 
 

410-04 The individual employee involved in the change of assignment shall be 
informed of the final assignment. 



  7/01/98 
Re-approved 12/3/07 

411   TRANSFER OF ASSIGNMENT 
 

The Board of Education recognizes that the transfer of assignment for non-
instructional staff is an administrative function.  These actions are to be directed 
by administrative regulations and the Negotiated Agreement.  The Board directs 
the District Administrator or Designee to develop administrative regulations for 
this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 411 (Transfer of Assignment) 
 
411-01 Transfers may be initiated by the employee. 
 
411-02 Agreed upon transfer procedures are described in the Negotiated Agreement. 
 
411-03 The individual employee shall be informed of the final assignment. 



  7/01/98 
Re-approved 12/3/07 

412   EVALUATION  
 

The Board of Education recognizes that the interest of the District can best be 
served when the students of the District are supported by qualified, effective and 
efficient non-instructional staff.  In an effort to ensure this, the Board directs the 
administration to develop a fair and comprehensive evaluation system.  The Board 
directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 412 (Evaluation) 
 
412-01 The Business Official shall be responsible for establishing a continuous 

evaluation program for the non-instructional employees of the District. 
 
412-02 Supervisors of non-instructional employees shall submit evaluations in writing to 

the Business Official after discussing the evaluating with the employee. 
 
412-03 Non-instructional employees shall sign the written evaluation signifying they 

have met with their supervisor and have discussed their evaluation. 



  7/01/98 
Re-approved 12/3/07 

413  RESIGNATION 
 

The Board of Education recognizes that an employee may need to resign from 
employment with the Richland School District.  The District Administrator or 
Designee is directed to develop administrative regulations for this policy. 

 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 413 (Resignation) 
 
413-01 Resignations of non-instructional staff shall be in writing, signed, and dated by 

the employee requesting release from contract and addressed to their immediate 
supervisor. 

 
413-02 Resignations shall follow the procedure found in the Negotiated Agreement. 

 
413-03 The supervisor will refer the request to the Business Official. 

 
413-04 The Business Official will refer the request to the District Administrator. 

 
413-05 The District Administrator will make a recommendation to the Board of 

Education for action. 



  7/01/98 
Re-approved 12/3/07 

414  CONTRACTED SERVICES 
 

The Board of Education reserves the right to contract services when the 
conditions warrant.  The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 414 (Contracted Services) 
 
414-01 When conditions warrant, the administration may make recommendations to the 

Board for the need to contract special services. 
 
414-02 The special services may aid in the maintenance or improvement of the 

educational program, clerical, secretarial, activity program, food service, 
buildings and grounds maintenance and operations, record keeping, and/or any 
other school related operations or functions. 

 
 



  7/01/99 
Re-approved 12/3/07 

415  NON-INSTRUCTIONAL STAFF DEVELOPMENT 
 

The Board of Education believes that in order to have the most efficient non-
instructional staff that staff development should occur.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 



  7/01/99 
Re-approved 12/3/07 

Administrative Regulations for Policy 415 (Non-instructional Staff Development) 
 

415-01 The Business Official, in cooperation with the Departments, shall develop a staff 
development plan. 

 
415-02 The purpose of staff development is to improve the quality and/or efficiency of 

the work in the respective department. 
 
415-03 The staff development training that is specific to safety issues will be attended by 

all non-instructional employees.  Excused absence does not excuse the training. 
 
415-04 Attendance at staff development is expected unless the employee is specifically 

excused. 
 
415-05 �7�K�H���&�R�P�P�L�W�W�H�H���V�K�D�O�O���V�X�U�Y�H�\�� �H�P�S�O�R�\�H�H�V���H�D�F�K���V�S�U�L�Q�J���W�R���G�H�W�H�U�P�L�Q�H���W�K�H���H�P�S�O�R�\�H�H�¶�V��

�Q�H�H�G�V�� �D�Q�G�� �H�Y�D�O�X�D�W�H�� �F�R�Q�W�L�Q�X�D�O�O�\�� �W�K�H�� �F�X�U�U�H�Q�W�� �\�H�D�U�¶�V�� �V�W�D�I�I�� �G�H�Y�H�O�R�S�Pent.  Individual 
staff members are encouraged to make recommendations to the Committee at any 
time. 



  7/01/98 
Re-approved 12/3/07 

416  ABSENCE WITHOUT PAY 
 

The Board of Education provides for unpaid leave for non-instructional staff.  The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 416 (Absence Without Pay) 
 
416-01 Absence without pay for non-instructional staff members may be authorized by 

the Business Official for purposes which appear to be considered extraordinary.  
The employee shall have full deduction in salary and benefits made for each day 
of approved absence from work. 

 
416-02 The employee shall make application for such authorization in advance of the 

occurrence. 
 
416-03 If advanced authorization is not possible, an application for authorization shall be 

submitted no later than three days after the absence occurred. 
 
416-04 Absence not approved by the Business Official nor part of Board Policy will be 

deemed to be neglect of duty and may be sufficient grounds for discharge. 
 



  Approved 12/17/07 

417   SUPPORT STAFF DISCIPLINE AND DISMISSAL 
 

The Board of Education has appointed the District Administrator as its executive 
officer responsible for the general supervision and management of the District.  In 
fulfilling this responsibility, the District Administrator and/or Designee may 
discipline support staff members in accordance with applicable laws and any 
collective bargaining agreement that might apply.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 



  Approved 12/17/07 

Administrative Regulations for Policy 417 (Support Staff Discipline and Dismissal) 
 
417-01 The District shall make information available concerning written performance 

expectations, job duties and other responsibilities as determined by the District.  
This provision shall not defeat generally or reasonably expected conduct or 
standards of conduct or their enforcement. 

 
417-02 Failure to meet performance expectations or perform job duties or other functions 

at an acceptable level, or inappropriate, unprofessional, or otherwise unacceptable 
conduct may lead to disciplinary action(s). 

 
417-03 Discipline will generally be considered and, if appropriate, recommended or 

�L�P�S�R�V�H�G���E�\���W�K�H���H�P�S�O�R�\�H�H�¶�V���L�P�P�H�G�L�D�W�H���V�X�S�H�U�Y�L�V�R�U�� 
 
417-04  Disciplinary action will be taken in accordance with any applicable negotiated  
                        agreement. 
 
417-05 Dismissal of certified personnel shall be consistent with the s.118.22 Stats., where 

applicable. 



  7/01/98 
Re-approved 12/3/07 

418   RETURN TO WORK 
 

The Board of Education recognizes that the administration may request that 
�H�P�S�O�R�\�H�H�V���Z�K�R���K�D�Y�H���E�H�H�Q���D�E�V�H�Q�W���I�U�R�P���Z�R�U�N���V�X�E�P�L�W���D���S�K�\�V�L�F�L�D�Q�¶�V���V�W�D�W�H�P�H�Q�W���R�I���W�K�H��
�H�P�S�O�R�\�H�H�¶�V�� �J�H�Q�H�U�D�O�� �K�H�D�O�W�K�� �D�Q�G�� �D�E�L�O�L�W�\�� �W�R�� �U�H�W�X�U�Q�� �W�R�� �Z�R�U�N���� �� �7�K�H�� �%�R�D�U�G�� �G�L�U�H�F�W�V�� �W�K�H��
District Administrator or Designee to develop administrative regulations for this 
policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 418 (Return to Work) 
 
418-01 The supervisor, building principal, Business Official, or District Administrator 

may request non-instructional staff members absent from work because of illness 
�R�U���G�L�V�D�E�L�O�L�W�\�����W�R���V�X�E�P�L�W���D���S�K�\�V�L�F�L�D�Q�¶�V���V�W�D�W�H�P�H�Q�W���L�Q�G�L�F�D�W�L�Q�J���W�K�H���H�P�S�O�R�\�H�H�¶�V���J�H�Q�H�U�D�O��
health status, prognoses as to approximate date of return to services, or ability to 
return to work. 

 
418-02 �7�K�H�� �S�K�\�V�L�F�L�D�Q�¶�V statement shall be furnished by the employee at no cost to the 

District. 
 

 



  7/01/98 
Re-approved 12/3/07 

419  OUTSIDE EMPLOYMENT 
 

The Board of Education allows outside employment in an effort to support 
�H�P�S�O�R�\�H�H�V�¶�� �L�Q�F�R�P�H�� �R�U�� �S�U�D�F�W�L�F�H�� �D�� �V�N�L�O�O�� �W�K�H�\�� �P�D�\�� �K�D�Y�H�� �G�H�Y�H�O�R�S�H�G���� �� �7�K�H�� �%�R�D�U�G��
directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 419 (Outside Employment) 
 

419-01 �2�X�W�V�L�G�H�� �H�P�S�O�R�\�P�H�Q�W�� �V�K�D�O�O�� �Q�R�W�� �E�H�� �S�H�U�P�L�W�W�H�G�� �L�I�� �L�W�� �L�Q�W�H�U�I�H�U�H�V�� �Z�L�W�K�� �W�K�H�� �H�P�S�O�R�\�H�H�¶�V��
regular hours, work assignments, or the efficiency of the job required by the 
District. 

 
419-02 Employees shall indicate to their supervisor the type of employment and the 

schedule the employee will be working. 
 
 



  

  7/01/98 
Re-approved 12/3/07 

420  HOLIDAYS 
 

The Board of Education recognizes the need to address holidays in its Negotiated 
Agreements.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 



  

  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 420 (Holidays) 
 
420-01 Holidays are detailed in the respective non-instructional Negotiated Agreements 

or Central Office Employee Fringe Benefits document. 
 
420-02 A non-instructional employee whose religious beliefs require the observance of 

holidays other than those scheduled in the school calendar must make their 
religious holiday needs known to the Business Official at least ten (10) days prior 
to the requested holiday. 

 
420-03 The employee may take a personal holiday for their religious holiday. 

 
420-04 An employee taking a religious holiday may be excused without pay. 

 
420-05 The Business Official may grant other options depending on the circumstances. 



  7/01/98 
Re-approved 12/3/07 

421  VACATIONS 
 

The Board of Education may grant, as part of its employment compensation, 
vacation time.  The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 



  7/01/98 
Re-approved 12/3/07 

Administrative Regulations for Policy 421 (Vacations) 
 
421-01 Vacations are detailed in the non-instructional Negotiated Agreements. 
 
421-02 Employees will request their vacation for approval by their supervisor. 
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Revised 11/3/08 
8/7/00 

 
 

501  STATEMENT OF GUIDING PRINCIPLES 
 

The Board of Education recognizes the need to provide opportunities and 
experiences for students in order to help them become more efficient, effective, 
and productive citizens.  The Board directs the District Administrator or Designee 
to develop administrative regulations for this policy. 
 



  
  

Revised 11/3/08 
8/7/00 

 
 

Administrative Regulations for Policy 501 (Statement of Guiding Principles) 
 
 
501-01 The Board of Education intends and shall so endeavor to protect the rights of each 

student and also promote the welfare of all students enrolled in District schools. 
 
501-02 As used throughout this Series 500, unless the context clearly requires otherwise, 

the word "parents" shall include "guardian(s)" or "legal guardian(s)" or parent(s), 
as appropriate.   

 
501-03 A full -time student shall be one scheduled to participate in programs designed and 

approved by the District for the full days and minutes school is in session (as 
designated in state statutes) minus one class period per day. 

 
 



  
  

Revised 11/3/06 
Implement 7/1/00 
Approved 1/17/00 

 

 

502   SCHOOL YEAR 
 
The Board of Education is responsible for establishing a school year that meets 
the educational needs of the students and the State Statutes.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 



  
  

Revised 11/3/06 
Implement 7/1/00 
Approved 1/17/00 

 

 

 
Administrative Regulations for Policy 502  (School Year) 
 
502-01 The school year shall consist of no fewer than 180 pupil contact days. 
 
502-02 The school year shall consist of no fewer than the number of instructional hours 

required by State Statute. 



  Revised 11/3/08 
Implement 7/1/00 
Approved 1/17/00 

503  SCHOOL DAYS 
 

The Board of Education recognizes that the number of school days is important in 
the mission of education.  The school days need to meet the needs of the 
educational program and the State Statutes.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 



  Revised 11/3/08 
Implement 7/1/00 
Approved 1/17/00 

Administrative Regulations for Policy 503 (School Days) 
 
503-01 School days are days in which school is actually taught and may also include the 

following days in which school is not taught: 
  

A. Days on which school is closed by order of the District Administrator or 
designee because of inclement weather or days on which parent conferences 
are held, not to exceed five (5) days during a school year. 

B. Days on which school is closed by order of a health officer. 
 

503-02 No more than five (5) Saturdays may be counted as school days in any school 
year when school is taught thereon with consent of the Board. 

 
503-03 The number of regular instructional periods in the high school day shall be used to 

determine full and half day equivalencies for the District. 
 
503-04 If District students K-12 are in school an amount of time equal to five (5) out of 

the eight (8) regular high school instructional periods, excluding the lunch period, 
in a given school day, that day shall be counted as a full school day and need not 
be made up unless otherwise required. 

 
503-05 If District students are in school an amount of time equal to five (5) our of the 

eight (8) regular high school instructional periods, excluding the lunch period, in a 
given school day, that day shall be counted as one half (1/2) of a school day for 
make up purposes. 

 
503-06 If District students are in school an amount of time less than one regular high 

school instructional period in a given school day, that day shall not be counted as 
any part of a school day. 
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504  SCHOOL HOURS 
 

The Board of Education requires that the school hours be such that the 
educational program needs are met.  The Board directs the District Administrator 
or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 504 (School Hours) 
 
504-01 The hours of a normal school day shall be established by the District 

Administrator and submitted to the Board for action.  Hours may be different for 
the various elementary and secondary schools. 

 
504-02 Scheduled student early outs/late starts for in-service activities or other school-

related events/activities during a school day shall be approved by the Board as per 
the negotiated agreement. 

 
504-03 The Administration shall annually schedule and hold no fewer than the following 

hours of direct instruction: 
 
  A.  Kindergarten �± 437 hours of direct instruction yearly. 
  B.  Grades 1 through 6 �± 1050 hours of direct instruction yearly. 
  C.  Grades 7 through 12 �± 1137 hours of direct instruction yearly. 
 
504-04 The hours of a normal school day may be adjusted by the District Administrator 

without prior Board approval to meet unforeseen and unanticipated contingencies. 
 
504-05 All hours missed that bring the District into noncompliance with the number of 

hours required by State Statutes shall be made up. 
 



                                                                                                                                    

Revised 11/3/08 
Implement 7/1/00 
Approved 1/17/00  

 

505  SCHOOL MAKEUP DAYS  
 

The Board of Education requires that missed school days be made up in a 
schedule that meets the needs of the educational program.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 505 (School Makeup Days) 
 
505-01 School days shall be made up by extending the calendar at the end of the school 

year. 
 
505-02 Whole school days shall be made up first. 
 
505-03 Half days will not be made up. 
 
505-04 When minutes are short, the District Administrator will determine if it is 

necessary to make up minutes by extending the school day or making up a full 
day. 
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506  GENERAL ADMISSIONS 
 

The Board of Education recognizes the need for fair and consistent procedures for 
the admission of students in the Richland School District.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 506 (General Admissions) 
 
506-01 The enrollment procedure checklist will be completed for all students enrolling in 

the Richland School District.  The person enrolling or his/her parents will be 
required to complete the grade level enrollment information application/form. 

 
506-02 Children under the age of six first entering the Richland School District are 

required to present a birth certificate or baptismal record to verify their date of 
birth. 

 
506-03 The Richland School District will request records from the previous school for all 

students transferring into the Richland School District. 
 
506-04 No child may be admitted to first grade unless he/she is six years of age on or 

before September 1 of the year that he/she proposes to enroll in school or the 
child meets early admission criteria. 
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507  ADMISSION TO KINDERGARTEN AND TO FIRST GRADE 
 

The Board of Education recognizes the need for fair and consistent procedures for 
the admission to the Richland School District for Kindergarten and First Grade.  
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 



6/20/11 

Administrative Regulations for Policy NEW (Admission to Kindergarten and First Grade) 
 
507-01 No child may be admitted to 4-year-old kindergarten unless the child is four years old 

on or before September 1 in the year he/she proposes to enter school.  There shall be 
no early admission to 4-year-old kindergarten in the District. 

 
507-02 No child may be admitted to 5-year-old kindergarten unless the child is five years old 

on or before September 1 in the year he/she proposes to enter school.  A child may be 
admitted to 5-year-old kindergarten under the legal age if he/she has satisfactorily 
completed a 4-year-old kindergarten program in another private or public school.  
Documentation of program completion shall be required. 

 
507-03 In order to be admitted to first grade, a child must be at least six years of age by 

September 1 of the year he/she proposed to enter first grade and have successfully 
completed 5-year-old kindergarten. 

 
507-04 Admission to first grade under the age of six may be permitted if one of the following 

has occurred: 
 

a. The child has successfully completed a 5-year-old kindergarten program or its 
equivalent; or 

 
b. The child demonstrates the academic and developmental readiness skills expected 

�I�R�U�� �V�X�F�F�H�V�V�I�X�O�� �S�D�U�W�L�F�L�S�D�W�L�R�Q�� �L�Q�� �I�L�U�V�W�� �J�U�D�G�H���� �� �(�Y�L�G�H�Q�F�H�� �P�X�V�W�� �H�[�L�V�W�� �W�K�D�W�� �W�K�H�� �F�K�L�O�G�¶�V��
educational welfare would best be served by placement in first grade. 

 
507-05 A child who is six years of age on or before September 1 of the year he/she proposes 

to enter first grade but has not completed a 5-year-old kindergarten may be admitted 
to first grade if the child meets any of the following requirements: 

 
a. The child has successfully completed an educational program for five-year-old 

children in a private school or licensed day care center that the school district 
deems equivalent to public school 5-year-old kindergarten.  Documentation of 
program completion shall be required. 

 
b. The child demonstrates academic and developmental readiness skills expected for 

�V�X�F�F�H�V�V�I�X�O�� �S�D�U�W�L�F�L�S�D�W�L�R�Q�� �L�Q�� �I�L�U�V�W�� �J�U�D�G�H���� �� �(�Y�L�G�H�Q�F�H�� �P�X�V�W�� �H�[�L�V�W�� �W�K�D�W�� �W�K�H�� �F�K�L�O�G�¶�V��
educational welfare would best be served by placement in first grade. 

 
c. Before either commencing or completing first grade, the child moved into 

Wisconsin from a state, country or territory in which completion of 5-year 
kindergarten is not a prerequisite to entering first grade. 

 
d. Before either commencing or completing first grade, the child moved into 

Wisconsin from a country or territory in which completion of 5-year-old 
kindergarten is a prerequisite to entering first grade and the child was exempted 
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from the requirements to complete 5-year-old kindergarten in the state, country of 
territory from which the child moved. 

 
507-06 The decision to grant admission to first grade before legal entrance age and/or 

without completion of 5-year-old kindergarten shall be made by the Elementary 
Coordinator or building principal.  Other school staff may be consulted as appropriate 
when making this decision. 

 
507-07 If the first grade ad�P�L�V�V�L�R�Q���L�V���G�H�Q�L�H�G���X�Q�G�H�U���W�K�L�V���S�R�O�L�F�\�����W�K�H���F�K�L�O�G�¶�V���S�D�U�H�Q�W���R�U���J�X�D�U�G�L�D�Q��

�P�D�\�� �D�S�S�H�D�O�� �W�K�H�� �S�U�L�Q�F�L�S�D�O�¶�V�� �G�H�F�L�V�L�R�Q�� �W�R�� �W�K�H�� �'�L�V�W�U�L�F�W�� �$�G�P�L�Q�L�V�W�U�D�W�R�U���� �� �7�K�H�� �'�L�V�W�U�L�F�W��
�$�G�P�L�Q�L�V�W�U�D�W�R�U���V�K�D�O�O���P�H�H�W���Z�L�W�K���W�K�H���F�K�L�O�G�¶�V���S�D�U�H�Q�W���R�U���J�X�D�U�G�L�D�Q���W�R���G�L�V�F�X�V�V���W�K�H���I�L�U�V�W���J�U�D�G�H��
admission request, review relevant student data related to the request, and then make 
�D�� �G�H�F�L�V�L�R�Q�� �U�H�J�D�U�G�L�Q�J�� �W�K�H�� �F�K�L�O�G�¶�V�� �I�L�U�V�W�� �J�U�D�G�H�� �D�G�P�L�V�V�L�R�Q���� �� �7�K�H�� �'�L�V�W�U�L�F�W�� �$�G�P�L�Q�L�V�W�U�D�W�R�U�¶�V��
decision regarding the request shall be final.   

 
507-08 A child who is of compulsory attendance age (six years old), who has not completed 

five-year-old kindergarten and who has not been granted an exemption to the 
mandatory kindergarten completion requirement shall be placed in 5-year-old 
kindergarten in the District or be expected to meet compulsory attendance 
requirement through other means authorized by state law. 
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508  STUDENT PLACEMENT 
 

The Board of Education believes in appropriate grade level placement for the 
academic success of students.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 508 (Student Placement) 
 
508-01 Grade level placement for students transferring from public schools shall be 

determined by transcripts. 
 
508-02 A disabled student will be admitted and an educational program developed for 

this student based on procedures described in the District Special Education 
Policy & Procedure Manual. 

 
508-03 Admissions from home-based, private school programs, private school institutions 

or public schools without a transcript follow these guidelines. 
 
508-04 Private school institutions are those private schools listed in the Wisconsin School 

Directory as private schools. 
 
508-05 PK-�����V�W�X�G�H�Q�W�V�¶���J�U�D�G�H���S�O�D�F�H�P�H�Q�W���G�H�F�L�V�L�R�Q���P�D�\���E�H���G�H�W�H�U�P�L�Q�H�G���E�\���W�K�H���I�R�O�O�R�Z�L�Q�J�� 

A. �7�K�H���V�W�X�G�H�Q�W�¶�V���U�H�F�R�U�G�V 
B. �7�K�H���V�W�X�G�H�Q�W�¶�V���D�J�H 
C. �7�K�H���V�W�X�G�H�Q�W�¶�V���V�Rcial maturity 
D. The number of years the student has been in school 
E. The results of standardized or placement tests 
F. Other criteria determined appropriate by the elementary coordinator or middle 

school principal 
 
508-06 Grades 9-������ �V�W�X�G�H�Q�W�V�¶�� �F�O�D�V�V�� �S�O�D�F�H�P�H�Q�W�V�� �G�Hcision may be determined by the 

following: 
A. �7�K�H���V�W�X�G�H�Q�W�¶�V���U�H�F�R�U�G�V 
B. �7�K�H���V�W�X�G�H�Q�W�¶�V���D�J�H 
C. �7�K�H���V�W�X�G�H�Q�W�¶�V���V�R�F�L�D�O���P�D�W�X�U�L�W�\ 
D. The number of years the student has been in school 
E. �$�Q���L�Q�W�H�U�Y�L�H�Z���Z�L�W�K���W�K�H���V�W�X�G�H�Q�W�����W�K�H���V�W�X�G�H�Q�W�¶�V���S�D�U�H�Q�W�V�����R�U���V�R�P�H�R�Q�H���I�D�P�L�O�L�D�U���Z�L�W�K��

�W�K�H���V�W�X�G�H�Q�W�¶�V achievement 
 
508-07 Grades 9-�������V�W�X�G�H�Q�W�V�¶���F�U�H�G�L�W�V���P�D�\���E�H���G�H�W�H�U�P�L�Q�H�G���E�\���W�K�H���I�R�O�O�R�Z�L�Q�J�� 

A. �$�Q���L�Q�W�H�U�Y�L�H�Z���Z�L�W�K���W�K�H���V�W�X�G�H�Q�W�����W�K�H���V�W�X�G�H�Q�W�¶�V���S�D�U�H�Q�W�V�����R�U���V�R�P�H�R�Q�H���I�D�P�L�O�L�D�U���Z�L�W�K��
�W�K�H���V�W�X�G�H�Q�W�¶�V���D�F�K�L�H�Y�H�P�H�Q�W 

B. �$���U�H�Y�L�H�Z���R�I���W�K�H���V�W�X�G�H�Q�W�¶�V���U�H�F�R�U�G�V 
C. Standardized test results 
D. Course placement test results 
E. Reviewing past course curriculum syllabi 
F. Allowing the student to challenge specific Richland School District courses 
G. Other criteria determined as appropriate by the high school principal 
H. Accepted credits will be awarded a grade of �³�3�´���I�R�U���S�D�V�V 
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508-08 The placement will be in writing, signed by the level administrator, and forwarded 
�W�R�� �W�K�H�� �S�D�U�H�Q�W�V���� �� �$�� �F�R�S�\�� �Z�L�O�O�� �E�H�� �S�O�D�F�H�G�� �L�Q�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �U�H�F�R�U�G�V���� �� �:�U�L�W�W�H�Q�� �D�S�S�H�D�O�V��
may be made to the Richland School Board within 10 days of the placement 
decision.  The decision of the School Board is final. 

 
508-09 Each student placed in the Richland School District from an educational program 

will have 45 school days probationary period during which time the student will 
be expected to achieve academically at satisfactory levels and demonstrate 
appropriate social and educational interactions with his/her peers.  If during this 
period the school official determines the placement needs to be revised, the 
principal shall make placement revisions.  Credits will be recorded for previous 
course work after successful completion of the 45-day probation period. 
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509              NON-RESIDENT ADMISSIONS 
 

The Board of Education recognizes that there will be unusual circumstances that 
may require the District to educate nonresident students.  The Board directs the     
District Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 509 (Non-Resident Admissions) 
  
509-01 Nonresident pupils may be admitted on a tuition basis providing they can             

be satisfactorily accommodated without affecting District students. 
 
509-02 The School Board reserves the right to accept or reject any or all requests for 

admission consistent with State Statutes. 
 
509-03 Nonresident pupils shall have the same rights and privileges as resident pupils and 

be subject to the same rules and regulations. Transportation from outside of 
district boundaries will not be provided. 

 
509-04 Any adult who wishes to enroll a nonresident pupil must present a written request 

through the office of the District Administrator, who will, in turn, make a 
recommendation to the School Board. 

 
509-05 The School Board shall permit a student who is a resident and in the school 

district at the beginning of the school year to complete the school year without 
payment of tuition, even though the student is no longer a resident of the District. 

 
509-06 Children of families who provide the District a signed copy of a contract proving 

they have purchased or leased a residence in the District, shall be admitted at the 
beginning of the semester during which they will become residents.  The student 
will be placed based on Attendance Center Policy 510.  No tuition will be 
charged.  Transportation outside the district boundaries will not be provided.  
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510              FOREIGN STUDENTS 
 

The Board of Education believes that foreign students may be welcome additions 
to the school and enhance the educational, cultural program for the students and 
citizens of the Richland School District.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 510 (Foreign Students) 
 
510-01 Federal law prohibits school districts from providing tuition waivers for students 

with F visas.  Students with J visas participating in an approved program and 
having a local sponsor acceptable to the District, may have the District tuition 
waived. 

 
510-02 The students must be of high school age, preferably a junior/senior or equivalent. 
 
510-03 The student shall be sufficiently proficient in the usage of the English language to 

progress satisfactorily in a classroom environment without the aid of a tutor. 
 
510-04 The financial arrangements shall be such that no additional District resources will 

be necessary.  The studen�W�¶�V�� �I�D�P�L�O�\���� �K�R�P�H�� �V�F�K�R�R�O�� �R�U�� �V�S�R�Q�V�R�U�L�Q�J�� �D�J�H�Q�F�\�� �P�D�\��
purchase special services to accommodate the student. 

 
510-05 Any local sponsor wishing to enroll a foreign student in the school district must 

present a written request to the level administrator three months prior to the 
intended enrollment date. 

 
510-06 The local sponsor shall provide sufficient data (academic, behavioral, interests, 

etc.)  to allow the District to make an informed acceptance and placement 
 
510-07 The level administrator will take the request to enroll the student to the Board 

�Z�L�W�K���W�K�H���D�G�P�L�Q�L�V�W�U�D�W�R�U�¶�V���U�H�F�R�P�P�H�Q�G�D�W�L�R�Q�� 
 
510-08 �6�W�X�G�H�Q�W�V�� �Z�K�R�� �V�D�W�L�V�I�\�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V�� �U�H�T�X�L�U�H�P�H�Q�W�V�� �Z�L�O�O�� �U�H�F�H�L�Y�H�� �D�� �F�H�U�W�L�I�L�F�D�W�H�� �R�I��

attendance rather than a diploma.  Students may be permitted to participate in the 
commencement ceremony. 
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511 ATTENDANCE CENTER BOUNDARIES 
 

The Board of Education requires described boundaries to establish attendance 
center areas.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy.       
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Administrative Regulations for Policy 511 (Attendance Center Boundaries) 
 
511-01 In-Town boundaries are as follows: 

 
�x Seminary Street north - Jefferson Elementary School 
�x Seminary Street south - Doudna Elementary School 
�x Allison Park - Doudna Elementary School 
�x Cairns Addition - Doudna Elementary School 
 

511-02 The District will take into consideration: 
 

�x Special needs 
�x Keeping families together 
�x Balancing class sizes 

 
511-03  Most elementary students who reside in the country will attend Doudna  
                        Elementary School. 
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512 PUPIL ATTENDANCE CENTER ASSIGNMENTS 
 

The Board of Education has established attendance centers and directs the 
Administration to assign pupils to these attendance centers.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 512 (Pupil Attendance Center Assignments) 
 
512-01 The pupils will be assigned to the attendance center as indicated by the attendance 

center map or description. 
 
512-02 A pupil may be placed in a school other than their attendance center.  The 

parent/guardian will be notified of the assignment in writing. 
 
512-03 When a special assignment is required for educational purposes, the 

administration will attempt to not split family members. 
 
512-04 When the administration is required to assign a pupil outside of the attendance 

center area, new move-ins will be considered first, single child families second, 
and other consideration such as medical needs of the pupil and other 
considerations will be used. 

 
512-05 The District will try to balance class sizes in the in-town attendance centers. 
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513 IN-DISTRICT TRANSFERS 
 

The Board of Education recognizes the need for an occasional request for in-
district transfers. The Board directs the District Administrator or Designee to 
develop regulations for this policy. 
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Administrative Regulations for Policy 513 (In-District Transfers) 
 
513-01 Transfers will be approved for the following reasons: 
 

A.  For medical reasons as stated and requested by the child's physician. 
B.  For the District to provide Individual Education Plan (IEP) services. 
C. For a student moving into another attendance center after the start of the 

school year.  For this type of transfer, the parent/guardian shall provide 
transportation and the transfer shall be to complete the school year only. 

D. For a student of a teacher to be transferred to a school other than the      
attendance center. 

 
513-02 All other transfer requests that do not qualify under 512-01 must follow these 

steps: 
 
A. �5�H�T�X�H�V�W���P�X�V�W���E�H���L�Q���Z�U�L�W�L�Q�J���W�R���(�O�H�P�H�Q�W�D�U�\���&�R�R�U�G�L�Q�D�W�R�U�¶�V���R�I�I�L�F�H���E�\���0�D�U�F�K�������± 

March 15. 
B. Minimum information needed on requests wil�O���E�H�������6�W�X�G�H�Q�W�¶�V���Q�D�P�H���D�Q�G���J�U�D�G�H����

parent/guardian name(s), school attended, school requested, and reason for 
request. 

C.  Request must state for which building(s). 
D.  Transfer requests will be reviewed by checking the needs of the child and the       

effect on the class size and school. 
 

513-03 If the request is granted, the parent/guardian is responsible for transportation to a 
scheduled bus stop. 

 
513-04 Parents will be notified of the building decision by May 1st.   
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514              PUPIL CLASS ASSIGNMENTS 
 

The Board of Education recognizes the need for students to be assigned or 
reassigned to classes and class sections to meet the needs of the student(s) as well 
as those 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 514 (Pupil Class Assignments) 
 
514-01 The building principal or level administrator is responsible for assignment and 

reassignment of students to classes and class sections. 
 
514-02 Class assignments will be randomly scheduled to fill class openings. 
 
514-03 The building principal or level administrator may consider unique student needs 

when determining class lists. 
 
514-04 Parent or student request for a special classroom assignment may be considered 

only for unique or unusual circumstances. 
 
514-05 Classroom assignment or reassignment is subject to review and possible 

modification by the District Administrator or Designee. 
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515 COMPULSORY SCHOOL ATTENDANCE 
 

The Board believes there is a positive relationship between regular school 
attendance and success in school and employment.  Furthermore, if student 
learning and growth are to take place, parents/guardians, students and school 
personnel must recognize their responsibilities to assure regular attendance.  The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 
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Administrative Regulations for Policy 515 (Compulsory School Attendance) 
 
515-01 State law requires every student between six and 18 years of age to be in school 

attendance unless he/she: 
 

a.  Is excused temporarily for physical or mental reasons, or other reasons defined  
     by the Board 
b.  Has graduated. 
c.  Has been authorized to attend an alternative educational program. 
d.  Has been excused by his/her parent prior to an absence in accordance with  
     state law. 

 
515-02 It is the responsibility of any person having under his/her control such a student to 

ensure regular attendance during the full period and hours that school is in session 
until the end of the quarter or semester of the school year in which the student 
becomes 18 years of age. 

 
515-03 Adult students over the age of 18 are expected to be in regular attendance. 
 
515-04 It is the responsibility of the parent/guardian to notify the school for student 

absences in accordance with established District procedures.  When students are 
absent from school, parents/guardians assume full responsibility for their 
activities. 

 
515-05 It is the responsibility of the building principal or designee to determine the day-

to-day attendance in their building. 
 
515-06 The building principal or designee shall determine daily which pupils are tardy or 

absent from school, and whether the absence is excused or unexcused. 
 
515-07 Each building shall maintain a daily record of attendance for all pupils enrolled in 

the building.  All records will be maintained in the electronic software that can be 
accessed by authorized district-level personnel. 

 
515-08 Each building principal or designee shall complete year-end attendance reports as 

required by the district. 
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516                  EXCUSED ABSENCE 
 
The Board of Education recognizes that students may for legitimate reasons be 
absent from school.  The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 
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Administrative Regulations for Policy 516 (Excused Absence) 
 
516-01             School excused absences are as follows: 

 
a. Illness of the student or a family member.  A note from a licensed 

practitioner may be required.  Examples of licensed practitioners are 
physician, dentist, chiropractor, optometrist, psychologist or Christian 
Science practitioner. 

b. Emergency medical, dental, chiropractic, optometric or other valid 
professional appointments.  Parents are requested to make appointments 
during non-school hours. 

c. A death in immediate family or funeral for a close relative. 
d. Religious holiday. 
e. A court appearance or other legal procedure, which requires the 

attendance of the student. 
f. Special circumstances that show good cause and are approved in advance 

by the building principal or designee. 
g. Approved school activities during class time. 
 

516-02 �3�D�U�H�Q�W�V�� �P�D�\�� �H�[�F�X�V�H�� �W�K�H�L�U�� �F�K�L�O�G�¶�V�� �D�E�V�H�Q�F�H�� �L�Q�� �Z�U�L�W�L�Q�J�� �E�H�I�R�U�H�� �D�Q�� �D�E�V�H�Q�F�H���� �� �$�� �F�K�L�O�G��
may be excused for up to 10 days in a school year under this provision, providing 
the excuse is in writing and is received at least one day prior to the absence.  
 

516-03 It is the responsibility of the parent of adult student to notify the school of the 
absence prior to 9:00 AM on the day of the absence.  This is to assure parents 
have knowledge of students who might unlawfully, or without the knowledge of 
their parents/guardians, be absent from school. 

 
516-04 A student who is absent from school will be re-admitted upon proper verification 

by his/her parents as to the date of the absence, the number of days absent and the 
reason for the absence.  This may be done by calling the school with the 
information or by sending a note. 

 
516-05 Students with an excused absence will be given the opportunity to make up work 

in accordance with the following guidelines: 
 

a. The student must make arrangements with their teacher(s) to make up any                              
missed class work. 

b. The number of days allowed to make up missed work is the number of 
days absent, plus one (1).  The student may request an extension of this 
timeline. 

c. Students will be permitted to take any examinations missed during their 
absence as established by each building level administrator. 
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517 UNEXCUSED ABSENCE  
 

The Board of Education recognizes the public's need for an educated society, 
which is best accomplished by regular participation in an educational program.  
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 517 (Unexcused Absence) 
 
517-01 Unexcused absences are voluntary absences for part or all of one or more school 

days for reasons not designated in Board Policy 515.  The Richland School 
District interprets part of a day as twenty (20) minutes or more. 

 
517-02 A tardy is an unexcused absence that is less than twenty (20) minutes.  When a 

student is tardy five times, then one (1) truancy notice will be issued. 
 
517-03 The building principal or designee will work directly with the student absent for 

reasons classified as unexcused.  Judgment and discretion may be used with              
individual cases, however any or all of the following methods may be used: 

 
             a.   Notify the parents of the absence. 
             b.   Conference and counseling with the student 
             c.   Make up of lost time. 

                        d.   Make up of lost work with or without credit being extended for the work done                 
(it is t�K�H�� �V�W�X�G�H�Q�W�¶�V�� �U�H�V�S�R�Q�V�L�E�L�O�L�W�\�� �W�R�� �F�R�Q�W�D�F�W�� �W�K�H�� �W�H�D�F�K�H�U�� �W�R�� �D�U�U�D�Q�J�H�� �I�R�U�� �D����������������������������������������
mutually agreed upon time and place for make-up work and exams). 

             e.   Required parent conference. 
             f.    Suspension from school not to exceed five (5) days. 
             g.   In-school suspension. 

 h.  Referral to the appropriate agency or to a court of law under state compulsory      
attendance/truancy laws. 

 



                                                                                                                                  

Approved 11/3/08  

 

518       TRUANCY AND HABITUAL TRUANCY  
 

�7�K�H�� �%�R�D�U�G�� �R�I�� �(�G�X�F�D�W�L�R�Q�� �U�H�F�R�J�Q�L�]�H�V�� �W�K�H�� �W�U�X�D�Q�W�� �V�W�X�G�H�Q�W�� �L�V�� �Y�L�R�O�D�W�L�Q�J�� �W�K�H�� �V�W�D�W�H�¶�V��
compulsory attendance law and is not having the opportunity to learn.  The Board 
directs the District Administrator or Designee to develop administrative 
regulations for this policy. 
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Administrative regulations for Policy 518 (Truancy and Habitual Truancy) 
 
518-01 �³�7�U�X�D�Q�F�\�´�� �P�H�D�Q�V�� �D�Q�\�� �D�E�V�H�Q�F�H�� �R�I�� �S�D�U�W�� �R�U�� �D�O�O�� �R�I�� �R�Q�H�� �R�U�� �P�R�U�H�� �G�D�\�V�� �I�U�R�P�� �V�F�K�R�R�O��

during which the principal or teacher has not been notified of the legal cause of 
such absence by the parent/guardian of the absent student.  It also means 
�L�Q�W�H�U�P�L�W�W�H�Q�W�� �D�W�W�H�Q�G�D�Q�F�H�� �F�D�U�U�L�H�G�� �R�Q�� �I�R�U�� �W�K�H�� �S�X�U�S�R�V�H�� �R�I�� �G�H�I�H�D�W�L�Q�J�� �W�K�H�� �V�W�D�W�H�¶�V��
compulsory school attendance law. 

 
518-02 The school attendance office must notify the parent(s) and direct the parent(s) to 

return the child to school or provide an excuse.  Notification must occur by the 
end of the second day after receiving a report of the unexcused absence. 

 
518-03 If a student misses part or all of five (5) or more days without an acceptable 

�H�[�F�X�V�H�� �L�Q�� �D�� �V�F�K�R�R�O�� �V�H�P�H�V�W�H�U���� �W�K�H�� �V�W�X�G�H�Q�W�� �P�D�\�� �E�H�� �F�R�Q�V�L�G�H�U���H�G�� �W�R�� �E�H�� �³�K�D�E�L�W�X�D�O�O�\��
�W�U�X�D�Q�W�´�������$���W�U�X�D�Q�F�\���U�H�I�H�U�U�D�O���P�D�\���E�H���P�D�G�H���E�\���W�K�H���V�F�K�R�R�O���D�J�D�L�Q�V�W���W�K�H���V�W�X�G�H�Q�W���W�R���W�K�H��
juvenile court intake worker or municipal court. 

 
518-04 The school attendance office is r�H�T�X�L�U�H�G�� �W�R�� �Q�R�W�L�I�\�� �W�K�H�� �S�X�S�L�O�¶�V�� �S�D�U�H�Q�W�� �R�U�� �O�H�J�D�O��

guardian by registered or certified mail that the student is habitually truant.  The 
notice shall include the following information: 
 
a. The notice shall inform the parent or guardian of his/her responsibility to cause 

the child to attend school regularly, that the parent or guardian may request a 
program or curriculum modification and that the pupil may be eligible for 
enrollment in a program for children at risk under the definition of state law. 

b. The notice shall request the parent/guardian meet with appropriate school 
personnel at a specified date, time and place 

c. The meeting shall be scheduled for a day, within five school days of the notice, 
unless the parent/guardian consents to five additional school days. 

d. The notice shall include a statement of the penalties that may be imposed on a 
parent or guardian if he/she fails to cause the child to attend regularly. 

 
518-05 Prior to referring the student to juvenile, municipal or teen court, the school must 

document that they have done all of the following within the school year during 
which the truancy occurred: 

 
a. �0�H�W�� �Z�L�W�K�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �S�D�U�H�Q�W�� �R�U�� �J�X�D�U�G�L�D�Q�� �W�R�� �G�L�V�F�X�V�V�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �W�U�X�D�Q�F�\�� �R�U��

have attempted to meet and received no response or were refused. 
b. Provided an opportunity for education counseling to the student to determine 

�Z�K�H�W�K�H�U�� �D�� �F�K�D�Q�J�H�� �L�Q�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �F�X�U�U�L�F�X�O�X�P�� �Z�R�X�O�G�� �U�H�V�R�O�Y�H�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V��
truancy and considered curriculum modifications. 

c. Evaluated the student to determine whether learning problems may be a cause 
of t�K�H���V�W�X�G�H�Q�W�¶�V���W�U�X�D�Q�F�\�����D�Q�G�����L�I���V�R�����K�D�Y�H���W�D�N�H�Q���V�W�H�S�V���W�R���R�Y�H�U�F�R�P�H���W�K�H���O�H�D�U�Q�L�Q�J��
problems.  Evaluation is not necessary if tests administered within the last year 
indicate the student is performing at grade level. 
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d. Conducted an evaluation to determine whether social problems may be a cause 
of the referrals. 

e. If the parent does not attend the meeting, and the student was not in school for 
counseling or evaluation, the school may provide documentation of the 
nonparticipation in lieu of completing the requirement under (a) through (d) 
above. 

 
518-06 Parents who do not compel to have their child(ren) attend school regularly may 

have the following actions taken against them: 
 

a. For the first offense, parents and guardians could be fined up to $500 or 
imprisoned 30 days. 

b. For the second and subsequent offenses, the fine cannot exceed $1,000 and/or 
imprisonment for 90 days.  They could also be required to perform community 
service, participate in counseling at their own expense and/or attend school 
with the truant child. 

c. In addition, parents and guardians can be held fully or partially responsible for 
any fines that their child receives.  They can also be responsible for the cost of 
any counseling or for supervised work. 

d. Any adult who knowingly contributes to truancy can be found guilty of a Class 
C misdemeanor under State Statutes. 

 
518-07 The school district may stop enforcing truancy provisions for two reasons: 
 

a. At the end of the term, quarter or semester in which the student turns 18 years 
old; 

b. When the district receives documentation that the student no longer resides in 
the district or has enrolled in another public school, private school, or home-
based education program. 

 
518-08 Students may make up major examinations or equivalent examinations within a 

reasonable and mutually agreeable time.  Pupils will not be denied credit in 
coursework or subjects solely because of truancy.  The school may, with Board 
approval, set standards of attendance and performance for passing a course or 
subject. 

 
518-09 Students may not have grades lowered based solely on the unexcused absence. 
 
518-10 Concerned citizens who see students who are clearly under the age of compulsory 

attendance and out of school may report these students to school or law 
enforcement officials. 

 
518-11 Since Richland School District is located in the county seat, it is responsible for 

convening a Truancy Committee at least once every four years.  The Truancy 
�&�R�P�P�L�W�W�H�H���L�V���U�H�V�S�R�Q�V�L�E�O�H���I�R�U�� �U�H�Y�L�H�Z�L�Q�J�� �D�O�O���R�I�� �W�K�H���V�F�K�R�R�O���G�L�V�W�U�L�F�W�V�¶���W�U�X�D�Q�F�\�� �S�O�D�Q�V����
and making recommendations to those plans. 
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518-12 The Truancy Committee shall consist of certain members, including 
�U�H�S�U�H�V�H�Q�W�D�W�L�Y�H�V�� �R�I�� �H�D�F�K�� �R�I�� �W�K�H�� �F�R�X�Q�W�\�¶�V�� �V�F�K�R�R�O�� �G�L�V�W�U�L�F�W�V���� �O�D�Z�� �H�Q�I�R�U�F�H�P�H�Q�W���� �W�K�H��
office of the district attorney, the circuit court, the county department of 
social/human services, juvenile court intake, parents and community members. 

 
518-13 The Truancy Committee shall write a report that addresses factors that contribute 

to truancy in the county and a description of any state statutes, municipal 
ordinances or school, social services, law enforcement, district attorney, court or 
other policies that contribute to or inhibit the response to truancy in the county. 

 
518-14 Each school board is required to adopt a truancy plan that includes: 
 

a. Procedures to be followed for notifying the parents or guardians of the 
unexcused absence. 

b. Plans and procedures for identifying truant children of all ages and returning 
them to school. 

c. Methods to increase awareness and involvement of the public in truancy. 
d. The immediate response to be made by school personnel when a truant child is 

returned to school. 
e. They types of truancy cases to be referred to the district attorney and the time 

periods for response from the district attorney. 
f. Plans and procedures to coordinate the responses to the problems of habitual 

truants with public and private social services agencies. 
g. �0�H�W�K�R�G�V�� �W�R�� �L�Q�Y�R�O�Y�H�� �W�K�H�� �W�U�X�D�Q�W�� �F�K�L�O�G�¶�V�� �S�D�U�H�Q�W�� �R�U�� �J�X�D�U�G�L�D�Q�� �L�Q�� �G�H�D�O�L�Q�J�� �Z�L�W�K�� �D�Q�G��

�V�R�O�Y�L�Q�J���W�K�H���F�K�L�O�G�¶�V���W�U�X�D�Q�F�\�� 
 
518-15 The truancy plan should be reviewed and approved at last once every two years. 
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519 CLASSROOM CODE OF CONDUCT 
 

The Board of Education believes appropriate classroom conduct is essential to 
creating a positive learning environment.  Teachers are expected to create a 
positive classroom environment that is conducive to learning and self-discipline.  
Students are expected to behave in a manner that is based on respect and 
consideration for the rights of others.  Students are further expected to know and 
abide by rules or codes of conduct established by the classroom teacher, school 
administration, and Board of Education including, but not limited to, pupil 
handbooks, school rules, classroom rules, administrative regulations, and Board 
Policy.  The District Code of Conduct Committee shall establish guidelines and 
regulations for this policy. 
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Administrative Regulations for Policy 519 (Classroom Code of Conduct) 
 
519-01 For the purpose of this code, a "class" is any class, meeting or activity that 

students attend, or in which they participate while in school or which is under the 
control or direction of the District or District personnel.  This definition of "class" 
includes without limitation, regular classes, special classes, resource room 
sessions, labs, library time, counseling, groups, assemblies, study halls, lunch, 
hallways, and other school property.  "Class" also includes regularly scheduled 
District-sponsored extracurricular activities, either during or outside of school 
hours.  Such activities include, without limitation, District sponsored field trips, 
after-school clubs, and sporting activities. 

 
519-02 For the purpose of this code, a "teacher" means the individual assigned to teach, 

monitor, assist in or oversee the class.  This definition includes without limitation, 
any assigned substitute teacher, proctor, monitor, or group leader or any other 
District employee or volunteer charged with supervision of students. 

 
519-03 For the purpose of this code, "Classroom Management" may involve the student 

being excused from the classroom by the teacher until the student becomes 
manageable. 

 
A.  The teacher may apply classroom management using the guidelines listed in 

each level handbook. 
 

B. Classroom management may be used for violations listed in the Classroom 
Code of Conduct Policy. 

 
519-04 For the purpose of this code, "temporary removal" is the removal with the initial 

intention to return the student to the original class setting. 
 
519-05 For the purpose of this code, "long-term removal" is the removal with the initial 

intention to place the student in an alternative setting. 
 
519-06 A teacher may impose a temporary removal of a student from class for the 

following reasons: 
 

A. Dangerous, disruptive, or unruly behavior or behavior that interferes with the 
ability of the teacher to teach effectively.  This type of behavior includes, but 
is not limited to, the following: 

 
1. Possession or use of a weapon or other item that might cause bodily harm 

to persons in the class or otherwise in violation of Richland School 
District Policy 268--Weapons In School. 

      2.   Throwing objects in the classroom. 
3. Being under the influence or possession of alcohol or otherwise in 

violation of Richland School District Policy 523 �± Illicit Use of 
Drugs/Alcohol/Tobacco. 
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4. Being under the influence of or in possession of controlled substances or 
look-alike products or otherwise in violation of Richland School District 
Policy 523 �± Illicit Use of Drugs/Alcohol/Tobacco. 

5. Being in possession of tobacco products in violation of Richland School 
District Policy 523 �± Illicit Use of Drugs/Alcohol/Tobacco. 

6. Behavior that interferes with a person's work or school performance or 
creates an intimidating, hostile, or offensive class environment, or 
otherwise is in violation of Richland School District Policy 269-
Harassment. 

7. Obstruction of class activities or other action taken to attempt to prevent 
the teacher from exercising assigned duties. 

8. Restricting another person's freedom to properly utilize class facilities or 
equipment. 

9. Repeated disruption or violation of class rules. 
10. Excessive or disruptive talking. 
11. Interfering with the orderly operation of the class by using, threatening to 

use, or counseling others to use violence, force, coercion, threats, 
intimidation, fear, or disruptive means. 

12. Repeated class interruptions, confronting staff argumentatively, making 
loud noises, or refusing to follow directions. 

13. Behavior that causes the teacher or other students fear of physical, 
psychological, or emotional harm. 

14. Taunting, baiting, inciting and/or encouraging a fight or disruption. 
15. Pushing or striking a student or staff member. 
16. Physical confrontations or verbal/physical threats including fighting. 
17. Disruptions and intimidation caused by gang or group symbols or 

gestures, gang or group posturing to provoke altercations or 
confrontations. 

18. Willful damage to school property or property of others. 
19. Defiance of authority (willful refusal to follow directions or orders given      

by the teacher). 
20. Repeatedly reporting to class without bringing necessary materials to            

participate in class activities. 
21. Use of profanity. 

 
B.  Reasons other than behavior for which a student may be removed from class. 

 
1. Dressing or grooming in a manner that presents a danger to health or      

safety, causes interference with work, or creates a class disorder. 
2. Possession of personal property prohibited by school rules or otherwise 

disruptive to the teaching and learning of others. 
3.   Violation of any part of Policy 1102 �± Computer Facilities Use. 
4. Violation of any rule listed in the appropriate grade level Richland School 

District Student Handbook. 
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519-07   A student identified as requiring educational services under the IDEA or Section 

504 may be temporarily removed from a class setting following state and federal 
laws and regulations. 

 
519-08  Procedures for a temporary removal of a student from class: 
 

A. When a student is removed from class, the teacher shall inform the student of 
the reason for removal and send the student to the building principal or 
designee.  If necessary, the teacher may seek assistance from the main office 
or other available staff.  
 

B. The teacher shall inform the building principal or designee in writing of the 
reason(s) for the student removal.  The teacher shall present to the building 
principal or designee a written explanation of the reason(s) for removal within 
24 hours or one business day, whichever is longer, of the student's removal 
from class. 

 
C. If the building principal or designee is not immediately available, the student 

shall be placed in the area designated in each building as the short-term 
removal area. 

 
D. As soon as practicable, the principal or designee shall speak with the student, 

inform the student of the behavior that caused his removal, and give the 
student an opportunity to provide a verbal and/or written explanation 

 
E. The parents or guardian of a student who is a minor shall be notified 

according to the procedure listed in Section 10. 
 
519-09  Procedures for long-term removal of a student from class: 
 

A. The building principal or designee shall place a student who has been 
removed from a class by a teacher in one of the following alternative 
educational settings provided that alternative placement is appropriate and 
authorized by law: 

 
1. An alternative education program approved by the Board of Education.  

State law defines this as an instructional program approved by the school 
board that utilizes successful alternative or adaptive school structures and 
teaching techniques and that is incorporated into existing, traditional 
classrooms or regularly scheduled curricular programs or that is offered in 
place of regularly scheduled curricular programs. 

2. Another class in the school or another appropriate place in the school. 
3. Another instructional setting. 
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B. When making the placement decision, the building principal or designee shall 
consider relevant factors that may include the following:  the reason the 
student was removed from class (severity of the offense); the type of 
placement options available for the student in that particular school and any 
limitations on such placement (costs, space availability, location); the 
estimated length of time of placement; �W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �L�Q�G�L�Y�L�G�X�D�O�� �Q�H�H�G�V�� �D�Q�G��
�L�Q�W�H�U�H�V�W�V���� �Z�K�H�W�K�H�U�� �W�K�H�� �V�W�X�G�H�Q�W�� �K�D�V�� �E�H�H�Q�� �U�H�P�R�Y�H�G�� �I�U�R�P�� �W�K�H�� �W�H�D�F�K�H�U�¶�V�� �F�O�D�V�V��
before (repeat offender); the relationship of the placement to any disciplinary 
action (e.g. if student suspension from school is required as a result of the 
�V�W�X�G�H�Q�W�¶�V�� �F�R�Q�G�X�F�W���� �L�V�� �W�K�H�� �S�O�D�F�H�P�H�Q�W�� �D�S�S�O�L�F�D�E�O�H�� �E�H�I�R�U�H�� �D�Q�G�� �D�I�W�H�U�� �W�K�H��
suspension?). 

 
C. All placement decisions shall be made consistent with established Board 

Policies and in accordance with state and federal laws and regulations. 
 

D. The parent/guardian of the student and/or the student shall upon their request 
be entitled to a meeting with the building principal or designee at an agreed-
upon time. 

 
1. The above-noted meeting shall, whenever possible, occur within three 

days of the request by the parent/guardian or student, if of age. 
2. At the meeting, the building principal or designee shall inform the 

parent/guardian and or student as fully as possible regarding the basis for 
the removal, the alternatives considered, and the basis for the decision. 

3. Prior to this meeting, nothing in this Code shall prevent the building 
principal or designee from implementing a removal to another class, 
placement or setting. 

 
E. The parent/guardian of a minor student shall be notified of a student's 

placement in an alternative educational setting as listed in Section 10. 
 
F. Long-term removal is an administrative decision not subject to a formal right 

of appeal. 
 
519-10  Parent/Guardian Notification Procedures: 
 

A. The building principal or designee shall notify the parent/guardian of a minor 
student, in writing, when a teacher has removed a student from class.  This 
notification shall include the reasons for the student's removal from class and 
the placement decision involving the student.  The notice shall be given as 
soon as practicable (not more than five working days) after the student's 
removal from a class and the placement determination. 
 

B. If the removal from class and change in educational placement involves a 
student with a disability, parent/guardian notification shall be made consistent 
with state and federal laws and regulations.  
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C. If the student removed from a class is also subject to disciplinary action for 
the particular classroom conduct (i.e. suspension or expulsion), the student's 
parent/guardian shall also be notified of the disciplinary action in accordance 
with legal and policy requirements. 

 
519-11 No student may be removed from class on the basis of sex, race, religion, national 

origin, color, ancestry, creed, pregnancy, marital or parental status, sexual 
orientation, or physical, mental, emotional or learning disability or handicap or 
otherwise in violation of Richland School District Policy 525--Pupil 
Nondiscrimination. 
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520              SUSPENSION 
 

The Board of Education recognizes student suspension as a necessary consequence 
for unacceptable student behavior.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 520 (Suspension) 
 
520-01 District Administrators or their designees may suspend a student (for a period of 

time not to exceed five school days for each specific behavior or for fifteen 
consecutive school days if a notice of expulsion hearing has been sent) for 
noncompliance with rules as listed in Board Policy on Classroom Code of 
Conduct and/or the student handbook and state statutes 120.12(1)(c).  The Board 
of Education reserves the right to levy reasonable consequences for behavior 
offenses not specifically listed in advance. 

 
520-02 Suspension Procedures are as follow: 

A. The student is advised of the reason for the proposed suspension. 
B. The student will be given an opportunity to explain his/her version of the 

incident. 
C. The Admin�L�V�W�U�D�W�R�U�� �R�U�� �'�H�V�L�J�Q�H�H�� �G�H�W�H�U�P�L�Q�H�V�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �V�X�V�S�H�Q�V�L�R�Q�� �L�V��

reasonably justified. 
D. The Administrator or Designee determines the length of the suspension and 

the type of suspension. 
E. The parent or guardian of the suspended minor shall be given prompt notice of 

the suspension and the reason for the suspension. 
F. A letter will be sent to the parent/guardian documenting the suspension. 
G. Minor pupils suspended during the school day will be released to their 

parent(s)/guardian(s). 
 
520-03 Appeal of a Suspension: 

A. The pupil or �W�K�H���S�X�S�L�O�¶�V���S�D�U�H�Q�W���J�X�D�U�G�L�D�Q���P�D�\���Z�L�W�K�L�Q���I�L�Y�H�����������V�F�K�R�R�O���G�D�\�V���K�D�Y�H��
a conference with the District Administrator/Designee who shall be someone 
other than the person who suspended the student. 

B. If the Administrator or Designee finds the pupil was unfairly suspended or 
that the suspension was inappropriate given the nature of the alleged offense, 
�U�H�I�H�U�H�Q�F�H�� �W�R�� �W�K�H�� �V�X�V�S�H�Q�V�L�R�Q�� �R�I�� �W�K�H�� �S�X�S�L�O�¶�V�� �U�H�F�R�U�G�� �V�K�D�O�O�� �E�H�� �H�[�S�X�Q�J�H�G���� �� �6�X�F�K��
finding shall be made within fifteen (15) days of the conference. 

 
520-04 Suspended students shall not be denied the opportunity to take any quarterly, 

semester, or grading period examinations.  Pupil will also be allowed to complete 
course work missed during the suspension period. 

 
520-05 Disabled students may be suspended only in accordance with state and federal law 

and the District Special Education Policies and Procedures Manual.  Refer to 
Policy 611. 
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521              EXPULSION 
 

The Board of Education recognizes student expulsion as a necessary consequence 
for unacceptable student behavior.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 521 (Expulsion) 
  
521-01 The District Administrator shall decide whether or not a student needs to be taken 

to the Board. 
 
521-02 When it is necessary to expel a student the District shall follow procedures 

outlined in Wisconsin Statutes 120.13 and Federal Law 18 USC 921(2)(3). 
 
521-03 Disabled students may be expelled only in accordance with state and federal law 

and the District Special Education Policies and Procedures Manual.  Refer to 
Policy 611. 
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522              SEARCH AND SEIZURE 
 

The Board of Education recognizes everyone is entitled to a safe school 
environment.  In order to maintain a safe school environment, searches may be 
performed at any time without prior notice or consent.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 522 (Search and Seizure) 
  
522-01 Students are prohibited from possessing illegal drugs, alcohol, tobacco, or 

weapons on school property. 
 
522-02 School officials may initiate limited random, unannounced searches when 

�U�H�D�V�R�Q�D�E�O�H�� �V�X�V�S�L�F�L�R�Q�� �H�[�L�V�W�V���� �� �7�K�H�� �V�H�D�U�F�K�� �P�D�\�� �L�Q�F�O�X�G�H�� �L�Q�V�S�H�F�W�L�R�Q�� �R�I�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V��
person, purse, coat, backpack, duffel bag or similar articles.  The search may also 
require a sample of the student's breath or for the student(s) to be subject to a 
metal detector.  The search may take place while the student is on school 
property, on school transportation, or at school sponsored activities.  Illicit items 
will be confiscated by the school or law enforcement.  Those found in possession 
of dangerous weapons, illegal drugs, or illicit items may be referred to law 
enforcement.  The students will be disciplined according to school procedures. 

 
522-03 Students refusing search/test procedures are subject to school disciplinary 

procedures based on insubordination of school authorities. The fact that the 
student refuses the search may be used at any hearing or proceedings regarding 
suspension/expulsion of the student. If the school requests law enforcement 
assistance, the student's parents will be notified. Searches requiring that school 
authorities touch a student's body must be conducted by a person of the same sex. 

 
522-04 The district may use canines to detect illicit items in lockers, vehicles parked on 

school property, or any other area of school property deemed appropriate. 
Students will be sequestered for the duration of the search. 

 
522-05 The district may use hand-held, walk through, or portable metal detectors to check 

an individual person or personal belongings.  If a metal detector is activated, the 
person will be asked to remove the metal item, or identify the metal object. 
Persons who fail to reveal or explain the metal object will be denied admittance to 
the building and law enforcement will be immediately contacted. 

 
522-06 Upon reasonable suspicion, the district may use trained persons to conduct breath-

screening searches.  The student may be required to provide one or more breath 
samples as required by the breath- screening device.  Failure to cooperate will 
result in a referral to law enforcement. 

 
522-07 Strip searches are unlawful and will not be conducted. 
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523        LOCKER AND STUDENT SEARCH  
 

The Board of Education believes everyone is entitled to a safe school 
environment.  In order to maintain that safety, searches may be performed at any 
time without prior notice or consent.  The Board directs the District Administrator 
or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 523 (Locker and Student Search) 
 
523-01     Lockers that are provided to students are for the convenience of the student           
 and are to be used solely and exclusively for the storage of outer garments,            
 footwear and school-related materials.  No students shall use the locker for          
 any other purpose. 
 
523-02            Lockers are the property of the Richland School District and may be             

searched at any time without prior notice to, or consent of, the student(s) and/or 
parent(s)/guardians(s).  Searches may be conducted by the administrator, school 
principal, associate principal, building administrator, lead teacher or designee, 
district-level administrator, any supervisor/director, policy liaison officer and/or 
designated law enforcement official. 

 
523-03          Any unauthorized item found in the locker may be removed.  Seized items         

may be retained by the school district for disciplinary proceedings or turned over 
to law enforcement officials.  As soon as practicable, confiscated items will be 
returned to the parents(s)/guardians(s).  On notice provided, items will not be 
returned nor will notice be provided if these actions might compromise and/or 
obstruct a law enforcement investigation. 

 
523-04         Students assigned to a locker will be responsible for any writing or vandalism        

on the interior of his/her locker and will be expected to clean the locker to remove 
any graffiti, or will be required to pay for damage to the locker. 

 
523-05        An individual designated pursuant to this policy, accompanied by a faculty        

member of the same sex as the student and/or a police liaison officer, may       
�F�R�Q�G�X�F�W���D���V�H�D�U�F�K���R�I���D���V�W�X�G�H�Q�W�¶�V���S�H�U�V�R�Q�����S�X�U�V�H�����G�X�I�I�H�O���E�D�J���R�U���V�L�P�L�O�D�U���D�U�W�L�F�O�H�V���L�I���W�K�H��
search is based on reasonable suspicion that the student has dangerous or illegal 
items or substances in his/her possession. 

 
523-06        Strip searches are unlawful and will not be conducted. 
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524   USE OF DRUGS/ALCOHOL/TOBACCO 
 
The Board of Education recognizes the destructive nature of drugs, alcohol, and 
tobacco use.  The Board has designated all buildings, grounds, and properties 
owned, leased, or rented by the Richland School District as drug-free zones.  (See 
Policy 280.)  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Revised 12/5/11 
Revised 11/3/08 

Approved 3/19/01 

Administrative Regulations for Policy 524 (Use of Drugs/Alcohol/Tobacco) 
 
524-01  The Board directs the administrators and staff to cooperate with law enforcement 

officials in their effort to eradicate drug and alcohol problems. 
 
524-02 �)�R�U�� �W�K�H�� �S�X�U�S�R�V�H�V�� �R�I�� �W�K�L�V�� �S�R�O�L�F�\���� �W�K�H�� �W�H�U�P�� �³�G�U�X�J�V�´�� �P�H�D�Q�V��any illegal substances, 

prescription drugs used by someone other than the person for whom the 
medication has been prescribed, or that is used in violation of law or school 
policy, controlled substances, or any other substances that cause or result in 
intoxication or discernibly altered states of mood or mind, including unregulated 
substances intentionally used in order to produce intoxication or discernibly 
altered states of mood or mind.  �7�K�H���W�H�U�P���³�G�U�X�J�V�´��also �L�Q�F�O�X�G�H�V���D�Q�\���³�O�R�R�N���D�O�L�N�H�´��
substances which are intended to resemble or be mistaken for drugs, as defined by 
�W�K�L�V�� �S�R�O�L�F�\���� �� �7�K�H�� �W�H�U�P�� �³�G�U�X�J�V�´��does not include substances that are possessed or 
used by a student pursuant to that �V�W�X�G�H�Q�W�¶�V valid prescription, when possessed or 
used in a manner consistent with school policy. 

 
524-03 For the �S�X�U�S�R�V�H�V�� �R�I�� �W�K�L�V�� �S�R�O�L�F�\���� �W�K�H�� �W�H�U�P�� �³�G�U�X�J�� �S�D�U�D�S�K�H�U�Q�D�O�L�D�´�� �K�D�V�� �W�K�H�� �P�H�D�Q�L�Q�J��

specified in Section 961.571 of the Wisconsin Statutes.  
 
524-04  The possession, storage, use, sale, distribution, solicitation, purchase, or 

manufacture of drugs, drug paraphernalia, or alcohol, on District property, 
including on school grounds and premises, on grounds leased by the school, at 
school-sponsored events or activities, and in vehicles owned, operated, rented, or 
contracted by the District, or participation in any plan to further such conduct, is 
prohibited.  Furthermore, the possession, storage, use, sale, distribution, 
solicitation, or purchase of all tobacco products on premises owned or rented by, 
or under the control of, the District is prohibited. 

 
524-05 Being under the influence of drugs or alcohol is prohibited on District property, 

including on school grounds and premises, on grounds leased by the school, at 
school-sponsored activities, and in vehicles owned, operated, rented, or contracted 
by the District.   

 
524-06  Violation of this policy will  result in disciplinary action up to and including 

suspension or expulsion.  Such disciplinary action shall be rendered in accordance 
with state and federal law and board policy.  Violation of this policy may also 
result in a referral to law enforcement officials for prosecution under specific 
state, federal, or local laws.  �7�K�H���V�W�X�G�H�Q�W�¶�V���S�D�U�H�Q�W���V�����R�U���J�X�D�U�G�L�D�Q���V�����Z�L�O�O���E�H���Q�R�W�L�I�L�H�G��
if the school refers a matter to, or requests the assistance of, law enforcement 
officials.  Students and parents are specifically advised that the District reserves 
the right to suspend or expel a student when permitted by law even if this policy 
does not apply to the conduct at issue.   
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524-07  The District may use all justified and permissible means to search for or detect 
drugs, alcohol, or tobacco on District property, including lockers and vehicles 
parked on District property, as specified in Policies 522 and 523.  A student 
refusing justified and permissible search or test procedures is subject to school 
disciplinary procedures, as specified in Policy 522.  A visitor refusing justified 
and permissible search or test procedures shall be escorted from District property 
and/or referred to law enforcement officials. 

 
524-08  Students participating in co-curricular activities are subject to additional 

disciplinary action as defined in the activity code of conduct. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Approved 11/16/09 

525 CELL PHONES, OTHER ELECTRONIC COMMUNICATION DEVICES, 
AND PORTABLE MEDIA PLAYERS 

 
The Board of Education recognizes the need to restrict the use of personal 
electronic devices by students on school property.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 525 (Cell Phones, Other Electronic Communication 
Devices, and Portable Media Players) 
 
525-01 Students are prohibited from using or displaying in plain sight during the school 

day, on school premises and property:   
A. Cell phones 
B. Other electronic communication devices (ECDs), including, but not limited to, 

personal digital assistants and pagers 
C. Portable media players, including, but not limited to, iPods, mp3 players, and 

portable CD players 
 
525-02 Possession and use of cell phones and other ECDs may be approved by the 

principal only if use by the student is determined to be for a medical, school, 
educational, vocational, or other legitimate use.  Such possession or use of an 
ECD may not, in any way: 
A. Disrupt the educational process in the school district 
B. Endanger the health or safety of the student or anyone else 
C. Invade the rights of others at school 
D. Involve illegal or prohibited conduct of any kind 
 

525-03 Any students possessing a cell phone or other ECD or portable media player shall 
do so at their own risk of possible loss, damage, or liability. 

 
525-04 Use of any ECDs is prohibited at any time in areas where one would reasonably 

expect privacy (i.e. locker rooms and restrooms). 
 
525-05 Violations of this policy may result in confiscation of the devices and disciplinary 

action against the student, up to and including expulsion. 
 
525-06 Students shall be informed of this policy annually through the student handbook. 
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526   PUPIL NON-DISCRIMINATION AND COMPLAINT PROCEDURE 
 
The Board of Education believes that all students should be afforded equitable 
participation in any curricular or co-curricular programs, pupil services, and 
recreational and other programs, and shall not be discriminated against based on 
�W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �V�H�[���� �U�D�F�H���� �U�H�O�L�J�L�R�Q���� �Q�D�W�L�R�Q�D�O�� �R�U�L�J�L�Q�� ���L�Q�F�O�X�G�L�Q�J�� �D�� �V�W�X�G�H�Q�W�� �Z�K�R�V�H��
primary language is not English), ancestry, creed, pregnancy, marital or parental 
status, sexual orientation, or physical, mental, emotional or learning disability.  
�7�K�H�� �'�L�V�W�U�L�F�W�¶�V�� �S�R�V�L�W�L�R�Q�� �D�Q�G�� �E�H�O�L�H�I�V�� �V�K�D�O�O�� �E�H�� �F�R�P�P�X�Q�L�F�D�W�H�G�� �W�R�� �W�K�H�� �J�H�Q�H�U�D�O�� �S�X�E�O�L�F������
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy.  Employee and potential employee 
nondiscrimination is addressed in Policies 271 and 272. 



  
  

Revised 11/3/08 
Approved 3/1/04 

 

 
Administrative Regulations for Policy 526  (Pupil Nondiscrimination and Complaint Procedure) 
 
526-01 No pupil shall be unlawfully discriminated against in regard to admission to any 

school, class, program or activity.  This does not prohibit placing a pupil in a 
school, class, program or activity based on objective standards or individual 
performance or need. 

 
526-02 Standards and rules of behavior shall be developed and applied in a 

nondiscriminatory manner.  Further, no student will be harassed because of the 
above-enumerated bases. 

 
526-03 Disciplinary actions, including use of force, suspensions and expulsions shall be 

applied in a nondiscriminatory manner. 
 
526-04 Acceptance and administration of gifts, bequests, scholarships and other aids, 

benefits, or services to pupils from private agencies, organizations or persons shall 
be done in a nondiscriminatory manner. 

 
526-05 Selection and evaluation of instructional and library media materials evaluation 

shall be conducted in a nondiscriminatory manner. 
 
526-06 Methods, practices and materials used for testing, evaluating and counseling 

pupils shall be conducted and utilized in a nondiscriminatory manner. 
 
526-07 Facilities shall be provided and operated in a nondiscriminatory manner.  This 

does not prohibit separate locker rooms, showers, and toilets for males and 
females, but the separate facilities must be comparable. 

 
526-08 Opportunity for participation in athletic programs or activities shall be on a 

nondiscriminatory basis.  This does not prohibit separate programs in 
interscholastic athletics for males and females, but the programs shall be 
comparable in type, scope, and support from the District. 

 
526-09 There shall be no discrimination in school sponsored food programs. 
 
526-10 The Board shall designate an Equity Coordinator for the District to receive pupil 

nondiscrimination complaints regarding discrimination.  The Board will also 
provide administrative training for the equity coordinator.  Under Wisconsin 
�6�W�D�W�X�W�H�������������������W�K�H���'�L�V�W�U�L�F�W�¶�V���F�R�P�S�O�D�L�Q�W���D�Q�G���D�S�S�H�D�O���S�U�R�F�Hdures will be as follows. 

 
526-11 Any student who believes (s)he is a victim of, or has witnessed, discrimination, 

harassment or equity issues should report the complaint to the appropriate 
individual.  This may include the guidance counselor, teacher, building principal, 
District Administrator or the Equity Coordinator.  If the complaint is based on a 
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special education categorical disability, the complainant will be informed of 
his/her right to have the complaint processed through Chapter 151 Wis. Stats. 

 
526-12 The person receiving the complaint should discuss the issue with the aggrieved to 

determine whether the complaint is to be resolved through informal or formal 
procedure. 

 
526-13 If the concern is considered an informal complaint, involved parties will work 

together to resolve the situation.  The school official responsible for resolving the 
concern shall document in writing the efforts to address the problem and shall 
follow up to determine the effectiveness of resolving the concern.  The outcome of 
any informal procedures should be documented and provided to the Equity 
Coordinator for the District. 

 
526-14 When an aggrieved person believes in good faith that (s)he has a valid basis for a 

complaint that requires formal resolution, the complainant shall prepare and send 
a written complaint to the District Equity Coordinator immediately following the 
offense or immediately following the conclusion of informal resolution 
procedures.  Failure to provide a written complaint may prevent the Equity 
Coordinator from taking appropriate action.  The complaint shall include: 

 
A. The date, time and place of the incident. 
B. The specific nature of the complaint and the facts that gave rise to the 

complaint (e.g., who was involved, statements made, relevant documents, 
reactions, actions taken so far, etc.). 

C. Identity of witnesses. 
D. A statement of how the complainant has been affected adversely. 
E. The actions which the complainant believes should be taken. 
F. The reasons why it is felt such actions should be taken. 
G. The signature of the complainant and the date signed by complainant. 

 
526-15 As soon as possible, but no later than forty-five (45) days after receipt of the 

complaint, the District will acknowledge in writing receipt of a formal complaint. 
 
526-16 The investigator is required to maintain detailed records of the investigation.  The 

investigator will inform the complainant of their right to initiate civil actions or 
seed redress under criminal statutes at any time.  The investigator will identify if 
the specific allegation(s) violate Board policy, state and federal law, including 
determination if any of the specified behavior constitutes a violation of the Child 
Welfare Law requiring immediate notification of law enforcement.  The 
investigator will review all pertinent documents and evidence, including 
interviewing the complainant, alleged perpetrator, and appropriate witnesses.  
Both the complainant and alleged perpetrator will be informed of the investigative 
process, the approximate timelines for the investigation, their rights to a neutral, 
non-biased investigation, confidentiality (to the extent possible) and to be free of 
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retaliation.  The investigator will also inform the complainant of how they will be 
notified of the results of the investigation.  

 
526-17 The investigator will protect privacy and confidentiality to the extent possible and 

identify any immediate needs of the individuals. 
 
526-18 As soon as possible, the initial investigation shall conclude with a summary report 

of the information contained in the investigation file and recommendations for 
resolving the complaint.  At the conclusion of the investigation the investigator 
will inform the complainant in writing of the results of the investigation and the 
�F�R�P�S�O�D�L�Q�D�Q�W�¶�V�� �U�L�J�K�W�� �W�R�� �D�S�S�H�D�O�� �W�K�H�� �G�H�F�L�V�L�R�Q�� �L�Q�� �Z�U�L�W�L�Q�J�� �W�R�� �W�K�H�� �%�R�D�U�G�� �R�I�� �(�G�X�F�D�W�L�R�Q������
Any actions taken to resolve the complaint shall be documented. 

 
526-19 The Board of Education will make a final determination within ninety (90) days of 

�W�K�H���'�L�V�W�U�L�F�W�¶�V���L�Q�L�W�L�D�O���U�H�F�H�L�S�W���R�I���W�K�H���Z�U�L�W�W�H�Q���I�R�U�P�D�O���F�R�P�S�O�D�L�Q�W�����X�Q�O�H�V�V���D�Q���H�[�W�H�Q�V�L�R�Q���L�V��
granted by the parties.  The final determination by the Board of Education will 
notify the complainant of the procedures for making an appeal to the state 
superintendent.  Any actions taken to resolve the complaint shall be documented. 

 
526-20 �$�W�� �W�K�H�� �F�R�Q�F�O�X�V�L�R�Q�� �R�I�� �W�K�H�� �6�F�K�R�R�O�� �'�L�V�W�U�L�F�W�¶�V�� �F�R�P�S�O�D�L�Q�W�� �S�U�R�F�H�G�X�U�H���� �W�K�H�� �Fomplainant 

may file an appeal with the Department of Public Instruction.  Any appeal must be 
�I�L�O�H�G�� �Z�L�W�K�L�Q�� ������ �G�D�\�V�� �R�I�� �W�K�H�� �G�D�W�H�� �R�I�� �W�K�H�� �6�F�K�R�R�O�� �'�L�V�W�U�L�F�W�¶�V�� �I�L�Q�D�O�� �D�F�W�L�R�Q�� �R�Q�� �W�K�H��
complaint.  The Department of Public Instruction maybe not consider the appeal 
unless �W�K�H�� �F�R�P�S�O�D�L�Q�D�Q�W�� �K�D�V�� �H�[�K�D�X�V�W�H�G�� �W�K�H�� �6�F�K�R�R�O�� �'�L�V�W�U�L�F�W�¶�V�� �F�R�P�S�O�D�L�Q�W�� �S�U�R�F�H�G�X�U�H��
and a final decision has been issued by the School District. 

 
526-21 The complaint procedure will be placed in all student handbooks.  In addition, a 

copy of this policy, including appeal rights for complainants, will be made 
available for persons filing a pupil discrimination complaint. 
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527   PUPIL RECORDS 
 

The Board of Education is responsible for ensuring the confidentiality of student 
records and personally identifiable information as per statute.  The Board of 
Education directs the District Administrator or Designee to develop 
administrative regulations for this policy.  Those regulations can be found in the 
Pupil Record Handbook.   
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528  PUPIL HEALTH CARE RECORDS 
 

The Board of Education is responsible for maintaining the storage and access of 
the pupil health records prepared by or under the supervision of a health care 
provider and has been given to the District.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy.  
For purposes of this policy, the regulations can be found in the School Nurse's 
Handbook.   
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529    STUDENT COMMUNICABLE CONDITIONS AND IMMUNIZATIONS 
 

The Board of Education recognizes it shares in the responsibility of assuring 
proper communicable conditions and immunizations of our student body.  The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 
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Administrative Regulations for Policy 529 (Student Communicable Conditions and 
Immunizations) 
 
529-01  The district will balance the rights and expectations of parents and the students 

(religious objections, etc.) with the district's responsibility to provide for the 
physical, mental, and emotional health of pupils while they are at school or 
participating in school activities 
 

529-02  District employees are to use procedures as described in the District Emergency 
Nursing Service Plan in relation to confidentiality and to address students who 
become injured or ill or receive medication while at school. 

 
529-03  The Administrator/building administrator in consultation with the school nurse 

has the authority to temporarily remove a student with a communicable condition.  
The student may return to school with a medical release from a licensed 
practitioner indicating that the health risk has abated.  When a pupil with a 
communicable condition is temporarily removed from the classroom, an 
appropriate alternative education shall be provided to the student.   

 
529-04  The District may appeal a medical release to the school physician or public health 

official.  During the time of the appeal, (5) working days, the student will be 
excluded from school. 

 
529-05  Any student admitted to any elementary, middle, junior or senior high school or 

into any school operated day-care center or nursery school shall within 30 school 
days present written evidence of having completed the first immunization for each 
vaccine required for the student's grade.  To remain in school the student must 
complete the schedule of basic and recall (booster) immunizations for diseases 
identified in State Statutes or shall present a written waiver for reasons of health, 
religion, or personal conviction.  

 
529-06  Written notice of not having met the immunization requirement is to be given by 

the school to any adult student or the parent of any minor student by the 15th and 
25th school day after the student is admitted.  The notices shall also explain the 
reasons for the immunization requirements and include information on how and 
where to obtain the required immunizations. 

 
529-07  The Administrator/building administrator in consultation with the school nurse 

may exclude from school any student who fails to satisfy the immunization 
requirements.  The school shall notify the county district attorney of any student 
who fails to present the required evidence or waiver within 60 school days after 
being admitted.  
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529-08  A parent or student may appeal the temporary removal within five (5) working 
days of the decision to remove the student.  During the time of the appeal, the 
student will be excluded from school.   

 
529-09  The District will comply with State Statutes in relation to student health issues. 
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530                  REPORTING SUSPECTED CHILD ABUSE 
 

The Board of Education recognizes that all DPI licensed staff are required to 
report suspected abuse and neglect or the threat of abuse and neglect to the 
appropriate public agency.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 530 (Reporting Suspected Child Abuse) 
 
530-01 District staff must report suspected child abuse as per State regulations.  Possible 

reporting mandates include, but are not limited to, the following: 
a. Physical evidence of abuse 
b. The threat of physical abuse 
c. Suspected or threatened neglect 
d. Suspected or threatened emotional damage 
e. Suspected association with methamphetamine production or use thereof as 

defined by State Statutes 
 
530-02 The staff member is to immediately complete the abuse referral form with the 

assistance, if necessary, of the pupil services staff (guidance counselor, school 
nurse, etc.)  The referring employee and the pupil services staff both need to sign 
the referral form. 

 
530-03 The referral form must be processed according to the directions on the form.  The 

referral form is sent to the Department of Health and Human Services (DHHS), 
the appropriate building level administrator and the District Administrator.  
�&�R�S�L�H�V���P�X�V�W���E�H���V�H�Q�W���W�R���O�D�Z���H�Q�I�R�U�F�H�P�H�Q�W���D�Q�G���W�K�H���G�L�V�W�U�L�F�W���D�W�W�R�U�Q�H�\�¶�V���R�I�I�L�F�H���L�I���D���F�O�H�D�U��
and present danger is present and immediate action is required. 

 
530-04 The referring employee or pupil service staff will contact DHHS in person or by 

phone if the referral requires immediate attention. 
 
530-05 The pupil services staff will facilitate an in-school investigation by doing the 

following: 
a. Send a copy of the request to interview to the appropriate building level 

administrator. 
b. Provide a discreet meeting location for the student and the investigating 

agency. 
c. Bring the child to the social worker or law enforcement official. 
d. Introduce the child to the investigator. 
e. Participate in the interview at the request of the student and with the approval 

of the investigator. 
 
530-06 The investigating agency is encouraged to communicate with the pupil service 

staff member who originated the referral. 
 
530-07 The pupil service staff person is responsible for keeping the referring teacher and 

appropriate building level administrator informed. 
 
530-08 No employee shall prevent another employee from filing abuse referrals.  If a 

question should arise as to whether or not a referral should be filed, the employee 
�V�K�D�O�O�� �Z�R�U�N�� �Z�L�W�K�� �W�K�H�� �'�L�V�W�U�L�F�W�� �$�G�P�L�Q�L�V�W�U�D�W�R�U�� �D�Q�G�� �W�K�H�� �'�L�V�W�U�L�F�W�� �$�W�W�R�U�Q�H�\�¶�V�� �R�I�I�L�Fe to 
analyze the need to complete the abuse referral. 
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531    CUSTODY ACTIONS 
 

The Board of Education recognizes it is the parents' responsibility to inform the 
district of any court action affecting the family.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 531 (Custody Actions) 
 
531-01 Parents shall be deemed to have equal custody rights to their minor children 

unless the district has been informed of any court action. 
 
531-02 A certified copy of the court order must be filed with the level administrator. 
 
531-03 The district will follow the most current certified copy of the court order on file 

with the level administrator. 
 
531-04   No child may be released to any person other than the custodial parent or joint 

custodial and residential parent, or that person's spouse, without written 
permission of the custodial parent or joint custodial and residential parent, or the 
express permission recited in the most recent court order on file with the school 
for such child. 
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532 QUESTIONING OR REMOVAL OF STUDENTS BY GOVERNMENTAL 
AGENCIES 

 
The Board of Education recognizes that allowing governmental agencies to 
question, interview, or remove students during the school day is incompatible 
with compulsory school attendance law.  The Board of Education directs the 
District or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 532 (Questioning Or Removal of Students By 
Governmental Agencies) 
 
532-01   Law enforcement and the Department of Health & Human Services (DHHS) will 

be requested to complete the Richland School District pupil release Form prior to 
questioning, interviewing, or taking a student into custody. 

 
532-02      Students may be questioned on school grounds by law enforcement or DHHS 

�X�S�R�Q���F�R�P�S�O�H�W�L�R�Q���R�I���D���S�X�S�L�O���U�H�O�H�D�V�H���I�R�U�P���D�Q�G���Z�L�W�K���S�D�U�H�Q�W�V�¶���S�H�U�P�L�V�V�L�R�Q�� 
 
532-03        Students may be questioned, interviewed, or removed from the school premises 

without informing the parents if:  
 
A.  DHHS suspects child abuse. 
B. A court order has been presented. 
C. Law enforcement suspects child abuse. 

 
532-04 For purpose of this policy, government agencies do not include military recruiters 

or educational institutions.   
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533   ADULT STUDENTS 
 

The Board of Education recognizes the legal status of adult students.  The Board 
directs the District Administrator or Designee to develop administrative 
regulations for this policy. 
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Administrative Regulations for Policy 533 (Adult Students) 
 
533-01 If a pupil, upon reaching legal age, desires school authorities to communicate all 

pertinent correspondence, records, reports, etc., to the pupil rather than to the 
parent(s), the request must be made to the principal in writing.  The school will 
inform the parents in writing of the request. 

 
533-02        Students of legal age are subject to the same behavioral, attendance, and other 

pertinent rules and regulations that apply to minor pupils.  The adult students may 
write their own excuse for absence and make other adult decisions.  This fact does 
not make an unauthorized absence valid nor excuse noncompliance with 
established rules and regulations acceptable.  
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534 STUDENT PUBLICATIONS 
 

The Board of Education recognizes the educational benefits of student 
publications.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 534 (Student Publications) 
 
534-01            Student publications should have the following characteristics: 
 

A.  The publication shall communicate to those who are actively interested in the       
school. 

B. The publication shall provide a vehicle for expression of students' thoughts. 
C. The publication shall create a wholesome school spirit. 
D. The publication shall support the best traditions of the school. 
E. The publication shall promote and encourage school-sponsored activities. 
F. The publication shall provide training and purposeful writing, speaking, art 

work, photography and layout 
G. The publication shall create a desire for the best forms of journalism or 

theatrical production. 
H. The publication shall record a permanent record of the history of the school. 

 
534-02  The following guidelines will be applicable: 
 

A. The ethics of responsible journalism and excellence in writing/speaking will      
determine what will be produced. 

B. Students shall have the right to express their views and attitudes on moral 
issues with the provision that the tenor and statement shall not encourage 
disruption of the normal education process. 

C. Language, pictures, music, and symbols shall not be obscene, libelous or 
offensive to good taste. 

D. Constructive criticism of the schools, the district, or other institutions and/or 
social group or practices is encouraged. 

E. School publications or productions shall not endorse any candidate for public 
office or take a political stance on any issue. 

F. Advertisement is prohibited without the exclusive permission of the 
administration and the school board. 

G. All materials to be printed or produced are subject to the review by the advisor 
and the principal. 

H. Those who are denied approval for inclusion of materials in school 
publications and productions may appeal to the District Administrator, whose 
decision is final. 
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535  STUDENT ATTENDANCE AT EVENTS OUTSIDE OF SCHOOL 
 

The Board of Education recognizes the District's responsibility for students 
representing the school during school hours.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 535 (Student Attendance at Events Outside of School) 
 
535-01 Students approved by the level administrator to represent the school at school 

events are subject to the rules of student behavior. 
 
535-02 Students transported to school events on school transportation are subject to the 

rules of student behavior. 
 
535-03 The district will not assume control or responsibility for any student attending 

events not as a representative from the school and/or when under the supervision 
of individuals/organizations other than school-approved supervisors assigned to 
such task. 

 



  Approved 10/20/08 

536  LOCKER ROOM PRIVACY 
 

The Board of Education believes individuals have a right to privacy and shall take 
measures to protect the rights of individuals using school locker rooms.  The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



  Approved 10/20/08 

Administrative Regulations for Policy 536 (Locker Room Privacy) 
 
536-01 Locker rooms are provided for the use of physical education students, athletes and 

other activity groups and individuals authorized by the building principal or by 
District policy.  Locker rooms include changing areas, showers, bathrooms or any 
other part of the locker room area. 

 
536-02 No one will be permitted to enter into the locker room or remain in the locker 

room to interview or seek information from an individual in the locker room at 
any time.  Such interviews may take place outside of the locker room consistent 
with applicable District policies and/or school rules. 

 
536-03 No cameras, video recorders or other devices that can be used to record or transfer 

images may be used in the locker room at any time. 
 
536-04 No person may use cell phones to capture, record or transfer a representation of a 

nude or partially nude person in the locker room or to take any other photo or 
video image of a person in the locker room. 

 
536-05 Students and staff violating this policy shall be subject to school disciplinary 

action and possible legal referral, if applicable.  Other persons violating this 
policy may be subject to penalties outlined in the state law. 

 
536-06 This policy shall apply to all people using any district locker room, as well as all 

school personnel, parents and students using locker rooms at other non-district 
facilities. 

 
536-07  The building principal, or designee, shall be responsible for enforcing this policy. 
 
536-08 This policy shall be publicized annually and posted in each locker room in the 

District. 
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537  STUDENT HEALTH AND WELLNESS 
 

The Board of Education believes that good student health helps student academic 
performance.  Hence each student should be provided an education that will 
promote student health and wellness through healthy dietary lifestyles, regular on-
going physical activity and an atmosphere that promotes a lifelong practice of 
wellness behaviors.    The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 
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Administrative Regulations for Policy 537 (Student Health and Wellness) 
 
537-01 The District will provide educational opportunities dealing with healthy nutrition 

in grades PK-12 through the following: 
 

A. Teachers and staff will involve family members and the community in 
supporting and reinforcing nutrition education and the promotion of healthy 
eating and lifestyles. 

 
B. Each building will create a school environment that supports the promotion of 

healthy food and beverage choices for children. 
 

C.  Food service staff will assist students by promoting healthy dietary choices. 
 

D. The District will provide training to staff members to assist them in teaching 
and modeling healthy behaviors. 

 
E. The District will promote better behavior and academic performance and less 

childhood obesity through implementation of the Student Health and Wellness 
Policy. 

 
F. Schools will not use food or beverages as punishment. 

 
537-02 The District nutritional guidelines for all foods offered on campus shall be as 

follows: 
 

A. The District will provide students access to adequate and healthy food choices 
on regularly scheduled school days at reasonable prices. 

 
B. The District will ensure that food sales/parties for students are held during 

hours that will not conflict with the lunch and breakfast programs. 
 

C. The District will give strong consideration to nonfood items as part of any 
teacher-to-student incentive programs.  Should teachers feel compelled to 
utilize food items as an incentive, they are required to adhere to the district 
nutritional standards. 

 
D. All food items for sale prior to the start of the school day and throughout the 

school day will have no more than 30% of its total calories derived from fat. 
 

E. All food items for sale prior to the start of the school day and throughout the 
school day will have no more than 10% of its total calories derived from 
saturated fat. 

 
537-03 It is recognized that there may be rare special occasions when the school principal 

may allow a school group to have exceptions to these nutritional guidelines. 
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A. All beverage-vending sales will offer at least two choices of non-carbonated 
beverages.   

 
B. The vending of candy will not be permitted during breakfast or lunch periods 

or during periods of time as determined by the National School Lunch and 
Breakfast programs. 

 
C. The school administrator as per District policy must approve all fundraising 

projects.  All fundraising projects are encouraged to meet the district 
nutritional standards.  Items being sold must not interfere or compete with the 
National School Lunch or Breakfast program. 

 
537-04 Physical and School-Based Activity requirements shall promote regular physical 

activity as a part of the total learning environment, and shall be met in the 
following manner: 

 
A. All students PK-12, including students with disabilities, special health-care 

needs, and in alternative educational settings, should receive regular weekly 
physical education for the entire school year. 

 
B. Students that participate in other activities involving a physical activity (i.e. 

co-curricular sports) may not use the sport to substitute for meeting the 
physical education requirement. 

 
C. Students will spend at least 50 percent of physical education class time 

participating in moderate to vigorous physical activity. 
 

D. All elementary school students will have at least 30 minutes a day of 
supervised recess, preferably outdoors, during which schools should 
encourage moderate to vigorous physical activity. 

 
E. All non-elementary school students will be encouraged to participate in 

moderate physical activity during the lunch break. 
 
537-05  Physical activity opportunities before and after school should be a continuation of 

the daily requirements listed above, and shall include: 
 

A. All co-curricular physical activity programs will offer a range of activities that 
meet the needs, interests, and abilities of participating students, including 
boys, girls, students with disabilities, and students with special health-care 
needs. 

 
B. The after-school child-care programs will provide and encourage daily 

moderate to vigorous physical activity for all participants. 



Revised 10/20/08 
Approved 4/17/06 

537-06 It is preferred that teachers, coaches or staff not use physical activity (i.e. running 
laps, doing pushups) or withhold opportunities for physical activity (i.e. recess, 
PE) as punishment.  

 
537-07 The promotion of student health and wellness shall consider the comprehensive 

learning environment, the dietary habits of students and the physical activity.  It 
should promote a commitment to academic improvement for all students, 
including high-risk pupils as well as highly motivated ones. 

 
537-08 The educational program shall be used to promote student health and wellness as 

follows: 
 

A. Where: Health class, P.E., FACE, Science and School Newsletters. 
 

B. What: How to read a nutrition label, how to establish health goals, and 
guidelines to proper physical activity. 

 
C. How: Teaching, use of motivational/informational speakers, lyceum 

(assembly) programs, food service information and health facts included in 
newsletters. 

 
537-09 Advertising and other public relations methods shall promote nutrition and 

physical activities as valuable lifelong beliefs and habits.   The following 
guidelines may be used for advertising: 

 
A. Where:  School Buildings and Property: i.e. lunch rooms, classrooms, locker 

rooms, restrooms, hallways, Electronic Communications (E-mails and Web 
Pages), summer mailers, Nova Video, and WRCO Morning Show. 
 

B. What:  food pyramid, celebrity promotion of healthy food products, Health 
Icon that refers to health and wellness, healthy physical activities (lifetime), 
Health Events, Community Wellness Events, and Local Recreation Facilities. 

 
C.  How: Adults shall model behaviors during student contact hours, posters, and 

monthly e-mails.  
 
537-10 �3�K�\�V�L�F�D�O�� �D�F�W�L�Y�L�W�L�H�V�� �V�K�R�X�O�G�� �E�H�F�R�P�H�� �D�� �S�D�U�W�� �R�I�� �W�K�H�� �G�L�V�W�U�L�F�W�¶�V�� �G�D�L�O�\�� �H�G�X�F�D�W�L�R�Q�D�O��

program, and may include the following promotional guidelines: 
 

A. Where: Throughout the school district and programs that interact with the 
community. 

 
B. What: Initiate and support programs that encourage healthy lifestyles. 
C. How: Student and adult walking programs, morning ball, open gym, sports, 

recess, dance, gymnastics, summer health and fitness (high school). 
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537-11  Annually the Board of Education will review the implementation of this policy. 
 



 

10/24/11 
 

538  POSSESSION OF FIREARMS BY STUDENTS 
 

The Board of Education shall implement the provisions of the Gun Free School 
Act (GFSA) of 1994, as amended. The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 

 
The Board of Education shall develop and implement a separate policy regarding 
the possession of firearms by employees on school property.   



 

10/24/11 
 

Administrative Regulations for Policy 538 (Possession of Firearms by Students) 
 
538-01 A firearm is defined, consistent with 18 U.S.C. ¤ 921(a)(3), to include the 

following: 
 

A. Any weapon (including a starter gun) which will or is designed to or may 
readily be converted to expel a projectile by the action of an explosive; 

B. The frame or receiver of any such weapon; 
C. Any firearm muffler or firearm silencer;  
D. Any destructive device. 

 
538-02 The District Administrator shall recommend to the Board the expulsion of any 

student believed to have been in possession of a firearm while on school property 
or while or under the control or supervision of the Richland School District. 

 
538-03 The Board shall commence expulsion proceedings against any student it finds to 

have been in possession of a firearm while at school or while under the 
supervision or control of the Richland School District.  The term of expulsion 
shall be for a minimum of one year, unless modified in accordance with state law, 
and such expulsion procedures shall be consistent with applicable state and 
federal law. 

 
538-04 Students identified for special education services shall be treated under this policy 

consistent with IDEA and Chapter 115 of the Wisconsin Statutes. 
 
538-05  Any student expelled under this policy shall be referred to law enforcement. 
 
538-06 It is not the intent of this policy to prohibit expulsion or other disciplinary action 

of a student in possession of weapons other than those described in this policy. 
 
538-07 The District Administrator may allow special and specific occurrences when 

firearms may be in the school or on school property. 
 
538-08 The Board shall annually make a report to the Department of Public Instruction 

regarding compliance with this policy and expulsions imposed under this policy, 
in accordance with state and federal law. 

 
 

 



 

 10/24/11 

539  POSSESSION OF WEAPONS OTHER THAN FIREARMS BY STUDENTS 
 

The Board of Education is committed to maintaining a positive, safe, and secure 
learning and working environment.  Thus, weapons are not appropriate on any 
school property or during any school activity.  This policy does not include 
firearms because there is a specific policy for firearms. The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
 
The Board of Education shall develop and implement a separate policy restricting 
the possession of weapons other than firearms by employees on school property.   



 

 10/24/11 

 
Administrative Regulations for Policy 539 (Possession of Weapons Other Than Firearms by 
Students) 

 
539-01 Students are prohibited from possessing weapons on District property or during 

any school activity. 
 
539-02  �)�R�U�� �W�K�H�� �S�X�U�S�R�V�H�V�� �R�I�� �W�K�L�V�� �S�R�O�L�F�\���� �D�� �³�Z�H�D�S�R�Q�´�� �L�V�� �G�H�I�L�Q�H�G�� �D�V�� �D�Q�� �H�O�H�F�W�U�L�F�� �Z�H�D�S�R�Q����

knife, billy club, razor, chemical spray, karate stick, metal knuckles, or any other 
object which:  (1) by the manner in which it is used or intended to be used, is 
capable of inflicting bodily harm; or (2) is being used, or by its appearance is 
designed to be used, to threaten, intimidate or frighten. 

 
539-03 �7�K�H���G�H�I�L�Q�L�W�L�R�Q���R�I���³�Z�H�D�S�R�Q�´���L�Q�F�O�X�G�H�V���D�Q�\���O�R�R�N-alike weapon, including a working 

or non-working replica of any of the previously mentioned instruments, or any 
other object, which could reasonably be mistaken for an actual weapon regardless 
of whether it is manufactured for that purpose. 

 
539-04  Notwithstanding the general prohibition on the possession of weapons on school 

property in Administrative Regulation 539-01, the following weapons may be 
possessed on school property: 

 
A.  Weapons under the control of law enforcement personnel. 
 
B. Weapons authorized by the building principal and handled in a legal manner 

for the purposes of education. 
 
C. Weapons authorized by the building principal and handled in a legal manner 

during the use of school facilities. 
 
539-05  Weapons, as defined in this policy, will be confiscated from the student and 

parents/guardians shall immediately be notified.  Law enforcement shall be 
contacted at the discretion of the principal. 

 
539-06    Disciplinary measures may include immediate suspension from school.  All 

weapons confiscation incidents shall be immediately reported to the District 
Administrator who will promptly inform the Board of the situation.  The student 
may be referred to the Board of Education for expulsion from school. 
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601  STATEMENT OF GUIDING PRINCIPLES  
 

The Board of Education recognizes it has an obligation and duty to offer a quality 
educational program for all children living within the School District.  Students 
are expected to take advantage of the educational opportunities afforded them and 
participate to the best of their abilities.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 601 (Statement of Guiding Principles) 
 
601-01 There shall be a regularly scheduled review process for each curricular area. 
 
601-02 The curriculum shall provide students the opportunity to be educated to the extent 

of their abilities, aptitudes, and capabilities. 
 
601-03 All educational programs shall meet or exceed the state standards where 

established. 
 
601-04 All programs and curriculum will be measured by the success of students 

participating in the respective program or curricular area. 
 
601-05 Classroom assessments, Measure of Academic Progress (MAP) test and the 

Wisconsin Knowledge and Concepts Exam (WKCE) will measure student 
success. 
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602   SCHOOL CALENDAR 
 

The Board of Education recognizes the need for the timely preparation of a school 
calendar.  It also recognizes the calendar is a subject of bargaining and state 
statute.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 



Revised 11/16/09 
3/18/02 

Implement 7/1/02 
  

Administrative Regulations for Policy 602 (School Calendar) 
 
602-01             The calendar shall meet all requirements listed in state statutes. 
 
602-02             The calendar shall contain all requirements of board policy. 
 
602-03 The Board may impose a calendar for the next school year if negotiations have 

failed to produce a calendar.  The calendar may not be imposed until after ten (10) 
days from the last student contact of the current school year.  Any imposed 
calendar shall closely approximate the previous calendar. 

 
602-04 The graduation day shall be within five (5) days of the last pupil contact day, not 

including the snow makeup days. 
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603  CLASS SIZE 
 
The Board of Education recognizes students are better able to learn in class sizes 
that allow more contact with the teacher.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 603 (Class Size) 
 
603-01              The Board will make a good faith effort to maintain equal class sizes across the 

district. 
 
603-02             Class size guidelines shall be established by the Board of Education.  Guidelines 

           shall be reviewed annually. 
 

603-03 Any classroom at the elementary level that exceeds the recommended class size 
by more than 5 students must be approved by the Board. 

 
603-04 Middle school or high school sections with fewer than ten (10) students enrolled 

must be reviewed.   
 
603-05 In November, the Board of Education shall review the actual class sizes and 

course sizes. 
 
603-06             The Board will use course under enrollment and class sizes in determining course 

           offerings and number of sections available for next year. 
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604                  TEACHING CONTROVERSIAL ISSUES 
 

The Board of Education believes the approved curriculum must be taught in our 
classrooms.  There may be instances where conflicting theories are presented.  
�7�K�H�� �%�R�D�U�G�� �D�F�N�Q�R�Z�O�H�G�J�H�V�� �W�K�H�� �W�H�D�F�K�H�U�V�¶�� �G�L�V�F�U�H�W�L�R�Q to present these different 
theories of curricular issues.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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3/18/02 

Implement 7/1/02  

Administrative Regulation for Policy 604 (Teaching Controversial Issues) 
 
604-01      A �³�F�R�Q�W�U�R�Y�H�U�V�L�D�O���L�V�V�X�H�´���L�V���G�H�I�L�Q�H�G���D�V���D�Q���D�U�H�D���R�I���V�L�J�Q�L�I�L�F�D�Q�W���D�F�D�G�H�P�L�F���L�Q�T�X�L�U�\���D�E�R�X�W 

which substantial segments of the citizens of this community, state, or nation hold 
sincere and conflicting points of view. 

 
604-02             It shall be the responsibility of the instructor to present fully and fairly the 

opportunity and means for students to study, consider and discuss all sides of 
controversial issues, including, but not limited to, political philosophies. 

 
604-03             It shall also be the responsibility of the instructor to protect the right of the student 

to study pertinent controversial issues within limits of good taste, allowing the 
expression of their personal opinions without jeopardizing their relationships with 
their instructors or school. 

 
604-04             It shall be the responsibility of the instructor to refrain from advocating partisan 

  causes, sectarian religious views or selfish propaganda of any kind through any 
            classroom or school device. 

 
604-05             It shall be the policy of this school system, with respect to controversial issues, to 

encourage instructors to lead full discussions thereof in a spirit of academic    
freedom to the end that the student may learn that he/she has the right to disagree    
with the opinion of another, but has the responsibility to base his/her 
disagreement upon fact, and at the same time, respect the right of another to hold 
a conflicting opinion. 

 
604-06           The classroom, or any other place where students comprise a captive audience, is 

not an appropriate place for teacher introduction or discussion of District 
personnel matters, including negotiations or other similar matters.  Such subjects 
�G�R�� �Q�R�W�� �F�R�Q�V�W�L�W�X�W�H�� �³�F�R�Q�W�U�R�Y�H�U�V�L�D�O�� �L�V�V�X�H�V�´�� �X�Q�G�H�U�� �W�K�L�V�� �S�R�O�L�F�\�� �I�R�U�� �S�X�U�S�R�V�H�V�� �R�I��
classroom curriculum.  Such discussions would disrupt classroom activities and 
interfere with District-approved curriculum. 

 
604-07           In no situation will a student be required to read printed material or see other 

   audiovisual materials related to beliefs/issues/ideas that are contrary to the moral 
         convictions of the student and/or the parents of that minor student. 

 
 
 



Revised 11/16/09 
5/15/06  

605   INSTRUCTIONAL MATERIALS 
 

The Board of Education recognizes it is responsible through the budget process to 
maintain adequate and current teaching material for educational purposes.  The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 
 
 
 
 

 



Revised 11/16/09 
5/15/06  

Administrative Regulations for Policy 605 (Instructional Materials) 
 
605-01             The Board delegates the selection of instructional materials to faculty,

 instructional media specialists and administrative staff. 
 
605-02 Instructional materials include books, basic reference materials, texts, periodicals, 

audiovisual materials and computer software. 
 
605-03      The materials will depict in an accurate and unbiased way the cultural diversity 

and pluralistic nature of American society available to all students. 
 
605-04   The curriculum content, material, and instruction need to be evaluated during the 

curriculum cycle for evidence of stereotyping and bias. 
 

605-05 Those passages or presentation that are deemed to establish or promote 
stereotyping and bias will be modified or removed from the curriculum. 

 
605-06 Curriculum suspected of containing stereotyping or bias will use the Procedures 

for Reconsideration of Materials outlined in that Policy located in the 600 series. 
 
605-07 The selection and evaluation of instructional materials must not discriminate on 

the basis of sex, race, national origin, ancestry, creed, religion, pregnancy, marital 
or parental status, sexual orientation, or physical or mental, emotional or learning 
disability. 

 
 
 
 



  Revised 11/16/09 
6/3/02 

Implement 7/1/02 

606   INSTRUCTIONAL MATERIALS SELECTION GUIDELINES 
 

�7�K�H���%�R�D�U�G���R�I���(�G�X�F�D�W�L�R�Q���U�H�T�X�L�U�H�V���V�W�D�I�I���D�Q�G���I�D�F�X�O�W�\���W�R���F�R�Q�V�L�G�H�U���W�K�H���V�F�K�R�R�O���G�L�V�W�U�L�F�W�¶�V��
educational goals when examining and assessing instructional materials.  The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 

 



  Revised 11/16/09 
6/3/02 

Implement 7/1/02 

Administrative Regulations for Policy 606 (Instructional Materials Selection Guidelines) 
 
606-01 When considering instructional materials, the staff should use the following 

criteria: 
 

A. Does the material fulfill instructional and course objectives? 
B. Does the material depict, in an accurate and balanced way, the cultural 

diversity and pluralistic nature of American society? 
C. Is the material accurate? 
D. Is the material of acceptable technical and physical quality? 
E. Does the material represent balance and integrity in presenting differing 

viewpoints on controversial issues? 
F. Is the material adaptable to accommodate special needs such as English as a 

Second Language (ESL), visually impaired, hearing impaired, etc? 
G. Does the library media material complement, enrich, and support the 

educational program of the school? 
 
606-02 Additional factors must be considered during the textbook selection process, and 

those are as follows: 
 

A. Adaptability �± The textbook should accommodate a variety of teaching styles 
and learning styles over an extended period of time. 

B. Readability �± The readability should not exceed two grade levels. 
C. Organization �± The organization of the book may differ depending upon 

subject material, however, an analysis needs to be made to determine if the 
sequence is appropriate and if the material is laid out in an orderly, easy-to-
use format.  

D. Vocabulary �± Vocabulary words should be easy to find, include grade 
appropriate definitions and be relevant to the text of the chapter in the book. 

E. Aesthetics �± The textbook should be appealing to the student and fit into the 
student locker. 

F. Teaching Activities �± When available, the teaching aids or activities that 
accompany a textbook should be reviewed to make sure these materials 
complement the book and the District curriculum. 

 
606-03 Faculty, instructional medial specialists, and administration will make selection of 

instructional materials. 
 
606-04 The Board through the budget process will approve instructional materials, except 

for textbooks, which shall be approved by the Board prior to purchase. 
 
 



Revised 11/16/09 
6/3/02 

Implement 7/1/02 

607  PROCEDURES FOR RECONSIDERATION OF MATERIALS 
 

The Board of Education recognizes that residents have the right to challenge 
instructional materials they believe violates their First Amendment Rights. The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



Revised 11/16/09 
6/3/02 

Implement 7/1/02 

Administrative Regulations for Policy 607 (Procedures for Reconsideration of Materials) 
 
607-01 Any staff member, who receives a complaint and is unable to resolve it, should 

refer the resident to the level administrator. 
 
607-02 All formal complaints should be made in writing to the building principal or 

elementary coordinator, as appropriate. 
 
607-03 The materials in questions will continue to be used during the reconsideration 

process if a formal complaint has been made. 
 
607-04 Upon receipt of the written complaint, the level administrator will appoint an ad 

hoc review committee to review the materials in question.  A report will be 
prepared within fifteen (15) working days.  The committee will include school 
district media personnel, classroom teachers, one or more parents and one or more 
students. 

 
607-05 The ad hoc review committee will take the following steps: 
 

A. Read, view or listen to the material in its entirety. 
B. Check general acceptance of the material by reading available reviews and 

recommending lists. 
C. Determine the extent to which the material supports the curriculum or      

educational programs of the building. 
 D.  Evaluate the material for First Amendment violation. 

E.  Present a written recommendation to the District Administrator for evaluation 
by the Board of Education. 

 
607-06 The challenged materials shall be withdrawn or retained as mandated by the 

decision of the Board of Education. 
 
607-07 The Board of Education reserves the right to make the final decision on 

controversial instructional materials. 
 
 



Revised 11/16/09 
3/18/02 

Implement 7/1/02 

608     CURRICULUM 
 

�7�K�H���%�R�D�U�G���R�I���(�G�X�F�D�W�L�R�Q���H�Q�G�R�U�V�H�V���:�L�V�F�R�Q�V�L�Q�¶�V���0�R�G�H�O���R�I���$�F�D�G�H�P�L�F���6�W�D�Q�G�D�U�G�V���I�R�U��
a complete educational program beginning with Kindergarten through twelfth 
grade.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 

 
 
 
 
 



Revised 11/16/09 
3/18/02 

Implement 7/1/02 

Administrative Regulations for Policy 608 (Curriculum) 
 
608-01 Curriculum guides shall be prepared to meet the standards established by             

Wisconsin Statutes.  In all instances the curriculum shall meet the educational             
requirements established by State Statute and the State Department of Public             
Instruction. 

 
608-02 Curriculum will be reviewed on a cyclical basis to ensure the Wisconsin            

Standards are being met. 
 
608-03    The cycle shall be as follows: 
 

A. First year �± Review current practices with Current State Standards. 
B. Second year �± Rewrite curriculum and select new instructional materials. 
C. Third year �± Implement changes in curriculum and new materials. 
D. Fourth year �± Review and refine changed curriculum and materials. 
E. Fifth year �± Review and refine curriculum and materials. 

 
608-04  �:�L�V�F�R�Q�V�L�Q�¶�V���0�R�G�H�O���I�R�U���$�F�D�G�H�P�L�F���6�W�D�Q�G�D�U�G�V���L�Q�F�O�X�G�H�� 

 
A. English Language Arts, including reading/literature, writing, oral language, 

media and technology, and research and inquiry. 
B. Mathematics, including mathematical process, number operations and 

relationships, geometry, measurement, statistics and probability and algebraic 
relationships. 

C. Science, including science connections, nature and science, science inquiry, 
physical science, earth and space science, life and environmental science, 
science applications, and science in personal and social perspectives. 

D. Social Studies including geography (people, places, and environments), 
history (time, continuity, and change), political science and citizenship 
(power, authority, governance and responsibility), economics (production, 
distribution, exchange and consumption), and the behavioral sciences 
(individuals, institutions, and institutions and society). 

E. Agricultural Education 
F. Art and Design Education 
G. Business 
H. Dance 
I. Environmental Education 
J. Family and Consumer Education 
K. Foreign Languages 
L. Health Education 
M. Information and Technology Literacy 
N. Marketing Education 
O. Music Education 
P. Personal Financial Literacy 
Q. Physical Education 



Revised 11/16/09 
3/18/02 

Implement 7/1/02 

R. School Counseling 
S. Technology Education 
T. Theater 
 



 Revised 11/16/09  
3/18/02 

Implement 7/1/02 

609      ACHIEVEMENT TESTS 
 

The Board of Education recognizes the need to assess student achievement by 
using standardized tests and test procedures.  The data from the test results will be 
used as an indicator of student academic growth and to help the District evaluate 
curriculum.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy.   
 
 
 
 



 Revised 11/16/09  
3/18/02 

Implement 7/1/02 

Administrative Regulations for Policy 609 (Achievement Tests) 
 
609-01 Students will be tested as designated by the State using the Wisconsin Knowledge 

and Concepts Exam (WKCE). 
 
609-01   Students will be tested using the Measures of Academic Progr4ess (MAP) test in 

order to examine individual student growth. 
 
609-02 Other Standardized tests may be used as deemed necessary in order to measure 

student ability in one or more specific areas. 
 
609-03 Special education students or students with limited English proficiency shall be 

included in the testing schedule as outlined by DPI guidelines and regulations, 
unless otherwise directed by the student's IEP. 

 
609-05      The District shall comply with the testing requirements established by State 

Statute and DPI regulations. 
  



Revised 11/16/09 
3/18/02 

Implement 7/1/02  

610  SUMMER SCHOOL  
 

The Board of Education recognizes the need to offer summer school programs for 
remediation and enrichment.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 

 
 



Revised 11/16/09 
3/18/02 

Implement 7/1/02  

Administrative Regulations for Policy 610 (Summer School) 
 
610-01  The program offered during the summer school shall be designed so that one or 

both of the following purposes or objectives may be met: 
 

A. Enrichment and extension of the program provided during the regular      
academic year. 

B.  Remedial for those pupils who need and can profit from additional work in the 
basic subject matter area. 

 
610-02 Summer school scheduling shall be set by March 1st preceding the summer school 

session and shall be conducted at grade levels, buildings, and times to be 
determined to be necessary by the Board. 

 
610-03 Resident students of the District enrolled in summer school programs operated by 

the District shall not be charged tuition unless the Board approves tuition charges 
as per DPI regulations. 

 
610-04 High school courses that are offered for credit in the summer will be counted as 

an equivalent credit for the purposes of calculating grade point average, and will 
be counted toward meeting graduation requirements.  The credits will be included 
in the �V�W�X�G�H�Q�W�¶�V���R�I�I�L�F�L�D�O���W�U�D�Q�V�F�U�L�S�W���D�W���W�K�H���H�Q�G���R�I���W�K�H���I�L�U�V�W���V�H�P�H�V�W�H�U���L�Q���W�K�H���V�F�K�R�R�O���\�H�D�U��
following summer school. 

 



Revised 11/16/09 
Revised 6/2/08 

Implement 7/1/02 
3/18/02 

611   SPECIAL EDUCATION 
 

The School District shall provide, as required by law, appropriate special classes, 
programs, and/or special classes necessary to more fully meet the legally 
identified exceptional educational needs of resident students of the District 
between three and twenty-one (3 and 21) years of age.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
 
 



Revised 11/16/09 
Revised 6/2/08 

Implement 7/1/02 
3/18/02 

Administrative Regulations for Policy 611 (Special Education) 
 
611-01 Eligibility for such special education services shall be determined by an 

Individual Education Plan (IEP) team appointed by the Board or designee.  The 
program recommendations shall be implemented as consistent with a duly                        
authorized IEP Team. 

 
611-02 The procedures outlined in State and Federal Law, Rule and Policy shall guide the             

operations of the special education programs provided by the District. 
 
611-03 The Board may agree to enter into cooperative special education programs under 

66:30 agreements, CESA packages, or tuition agreements upon recommendation 
of the District Administrator or his/her designee. 

 
611-04 When their schooling is completed and upon the recommendation of the High 

School Principal, special education pupils shall receive an appropriate diploma 
and may participate in graduation exercises if requested by their parents. 

 
 
 
 
 
 
  



Revised 11/16/09 
3/18/02 
7/1/02  

612  GIFTED AND TALENTED 
 

The Board of Education recognizes it has an obligation to provide access to an 
appropriate program for students in grades K-12 identified as gifted and talented.  
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 

 
 
 
 



Revised 11/16/09 
3/18/02 
7/1/02  

Administrative Regulations for Policy 612 (Gifted and Talented) 
 
612-01 A K-12 Gifted and Talented Coordinator will be designated by the Board of 

Education.  The qualifications and duties shall be outlined in the Job Description 
Book. 

 
612-02 Students must be evaluated in the categories of General Intellectual, Creativity, 

Visual & Performing Arts, Specific Academic Areas and/or Leadership.  A 
student may be identified in one or more categories.  Identification process will 
result in a student profile based on but not limited to three factors, and those are 
as follows: 

 
A. Test Data �± This may include standardized achievement tests that are well 

known in the field of education. 
B. Performance Data �± This involves collecting informa�W�L�R�Q�� �D�E�R�X�W�� �D�� �V�W�X�G�H�Q�W�¶�V��

accomplishments both in curricular and co-curricular activities. 
C. Developmental Data �± This information most usually comes from sources 

such as parents, physicians, teachers and peers. 
 
612-03 Parents must be provided the opportunity to participate in the planning of the 

program.  In most cases, the parents would be involved in the planning of their 
�F�K�L�O�G�¶�V���V�S�H�F�L�I�L�F���S�U�R�J�U�D�P�� 

 
612-04 The Gifted and Talented Model shall provide a systematic and continuous set of 

instructional activities or learning experiences which expand the development of 
the students identified as gifted or talented.  The Richland School District Model 
is designed with the following broad goals in mind:   

 
A. Counseling �± The student and parent will receive counseling appropriate to 

the unique need of the student. 
B.  Regular Programs �± Teachers will receive staff development opportunities to 

apply a differentiated curriculum that, while based on regular curriculum, 
enriches topics and focuses on higher level thought processes to assist gifted 
and talented students in the classroom. 

C.  Special Programs �± Faculty and staff will be involved in program planning 
and evaluation. 

D.  Individual Programs �± A team of teachers may develop individual programs 
that specifically address the gift or talent of the student.   

 
612-05 Annually the number of gifted and talented students who participate in a program 

will be reported to the State Superintendent of Public Instruction.  This same 
report will be available to the Board of Education. 

 
612-06 Review and evaluation of the Gifted and Talented program will take place on a 

regular basis.  This process will be used to make recommendations for 
improvements of the program. 



Revised 11/16/09 
3/18/02 

Implement 7/1/02  

613   CHILDREN AT RISK OF NOT GRADUATING 
 

The Board of Education recognizes it has an obligation to provide access to an 
appropriate program for students in grades 5-�������L�G�H�Q�W�L�I�L�H�G���D�V���³�&�K�L�O�G�U�H�Q���D�W���U�L�V�N�´���R�I��
not graduating from high school.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 



Revised 11/16/09 
3/18/02 

Implement 7/1/02  

Administrative Regulations for Policy 613 (Children at Risk of Not Graduating) 
 
613-01 Pupils in grades 5-12 are at risk of not graduating from high school because they 

are dropouts, or are two or more of the following: 
 

A. One or more years behind their age group in the number of credits attained 
B. Two or more years behind their age group in basic skills 
C. Habitual truants as defined in Statutes 118.16(1)(a) 
D. Parents 
E. Adjudicated delinquents 
F. 8th grade pupils whose score in each subject area on the examination 

administered under Statutes 118.30(1m)(am)1. was below the basic level, 8th 
grade pupils who failed the examination under Statutes 118.30(1m)(am)2., 
and 8th grade pupils who failed to be promoted to the 9th grade 

 
613-02 School officials may use additional school, personal, family and community 

factors to identify potential children at risk. 
 
613-03 Meeting the needs of appropriately identified students will be determined by a 

committee composed of, but not necessarily limited to, a building administrator, 
counselor, psychologist, one or two teachers, parent/guardian and the student.  
�7�K�H���F�R�P�P�L�W�W�H�H���Z�L�O�O���U�H�Y�L�H�Z���W�K�H���V�W�X�G�H�Q�W�¶�V���Q�H�H�G�V�����D�V�V�H�V�V���W�K�H���U�H�V�R�X�U�F�H�V���D�Y�D�L�O�D�E�O�H�����D�Q�G��
develop a plan to suppo�U�W���W�K�H���V�W�X�G�H�Q�W�¶�V���D�F�K�L�H�Y�H�P�H�Q�W���D�Q�G���V�X�F�F�H�V�V���L�Q���V�F�K�R�R�O�������$�U�H�D�V��
to review include the following: 

 
A.  Curriculum modifications 
B.  Adaptive instructional strategies 
C.  Alternative education programs 
D.  Pupil support services 
E.  School to work programs 
F.  Community services 
G. Coordinating services provided by the district, community agencies and other 

organizations 
H.  Eliminating systematic barriers that may prevent student success 
I.   Interventions that have been used 

 
613-04 Each student and his/her parent(s) must be notified in writing that the student has 

been identified at risk and is eligible to participate in an at risk plan.   
 
613-05 If in the previous school year the district had 30 or more dropouts or a dropout 

rate exceeding 5% of the total high school enrollment, the district may apply to 
the DPI for aid.  There are several requirements under State Statutes 118.153(3) 
that must be followed. 

 
 



Revised 11/16/09 
3/18/02 

Implement 7/1/02  

613-06 �6�F�K�R�R�O�� �R�I�I�L�F�L�D�O�V�� �V�K�D�O�O�� �L�G�H�Q�W�L�I�\�� �W�K�H�� �³�&�K�L�O�G�U�H�Q�� �$�W�� �5�L�V�N�´�� �Z�K�R�� �D�U�H�� �H�Q�U�R�O�O�H�G�� �L�Q�� �W�K�H��
District, and annually by August 15 develop a plan describing how the District 
will meet their needs.  The Board of Education will receive a report; which 
summarizes the information, and maintains the privacy of each student. 

 
613-07 Review and evaluation of the plan for Children at Risk will take place on a 

regular basis.  This process will be used to make recommendations for 
improvements of the program. 



Revised 11/16/09 
6/3/02 

Implement 7/1/02  

614       HUMAN GROWTH AND DEVELOPMENT 
 

The Board of Education believes topics related to human growth and development 
help promote accurate and comprehensive knowledge, which supports the efforts 
of parents who provide moral guidance to their children.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 

 
 



Revised 11/16/09 
6/3/02 

Implement 7/1/02  

Administrative Regulations for Policy 614 (Human Growth and Development) 
 

614-01 The Richland Board of Education may provide an instructional program in 
Human Growth and Development (HGD) in grade kindergarten through twelve 
(12).  If provided, the program shall offer information and instruction appropriate 
to each grade level and the age and level of maturity of the pupils.  The program 
may include instruction in any of the following areas: 

 
A. Self-esteem, responsible decision-making and personal responsibility. 
B. Interpersonal relationships. 
C. Discouragement of adolescent sexual activity. 
D. Family life and skills required of a parent. 
E. Human sexuality; reproduction; family planning, including abstinence, natural 

family planning; human immunodeficiency virus and acquired 
immunodeficiency syndrome; available prenatal and postnatal support; and 
male and female responsibility. 

F. Sex stereotypes and protective behavior. 
 
614-02            The curriculum shall also provide instruction in marriage and parental 

            responsibility. 
 

614-03 If the Board provides an instructional program in Human Growth and 
Development, it shall annually provide the parents of each pupil enrolled in the 
�G�L�V�W�U�L�F�W�� �D�Q�� �R�X�W�O�L�Q�H�� �R�I�� �W�K�H�� �+�*�'�� �F�X�U�U�L�F�X�O�X�P�� �X�V�H�G�� �D�W�� �W�K�H�� �S�X�S�L�O�¶�V�� �J�U�D�G�H�� �O�H�Y�H�O����
Furthermore, information regarding how the parent may inspect the complete 
curriculum and instructional materials used shall be included in the notice.  The 
Board shall make the complete HGD curriculum available for inspection upon 
request. 

 
614-04   No pupil may be required to take instruction in HGD or in the specific subjects 

�X�Q�G�H�U�� �L�I�� �W�K�H�� �S�X�S�L�O�¶�V�� �S�D�U�H�Q�W���J�X�D�U�G�L�D�Q�� �I�L�O�H�V�� �Z�L�W�K�� �W�K�H�� �W�H�D�F�K�H�U�� �R�U�� �V�F�K�R�R�O�� �S�U�L�Q�F�L�S�D�O�� �D��
written request that the pupil be exempted. 

 
614-05    By State Statute, an advisory committee shall be appointed by the Board. 
 

A. The advisory committee shall consist of two (2) of each of the following:  
Parents, teachers, school administrators, pupils, health care professionals, 
members of the clergy, and other residents of the district. 

B. The advisory committee shall review the curriculum at least every three (3) 
years and shall file a written report with the district. 

 



  

Revised 11/16/09 
6/3/02 

Implement 7/1/02  

615     CORRESPONDENCE COURSE 
 

The Board of Education recognizes there may be a need for some students to take 
a correspondence course to complete the educational process.  The Board directs 
the District Administrator or Designee to develop administrative regulations for 
this policy. 

 
 
 



  

Revised 11/16/09 
6/3/02 

Implement 7/1/02  

Administrative Regulations for Policy 615 (Correspondence Course) 
 
615-01 A correspondence course is defined as a prepared selection of lessons offered 

through a private company or another public institution which may either be 
delivered in the form of paper or electronically.  

 
615-02 The correspondence course does not duplicate a course already being offered by 

the district, unless needed to fulfill graduation requirements. 
 
615-03 The correspondence course must be designed as a high school course and be 

approved for high school credit. 
 
615-04 Students may not take more than two (2) correspondence courses per semester. 
 
615-05 Correspondence courses may be graded on a pass/fail basis. 
 
615-06 The building administrator upon the recommendation of the high school guidance 

counselor must approve the correspondence course.  The following criteria must 
be considered: 

 
A. �7�K�H���V�W�X�G�H�Q�W�¶�V���S�R�V�W���K�L�J�K���V�F�K�R�R�O���Y�R�F�D�W�L�R�Q�D�O���D�F�D�G�H�P�L�F���S�O�D�Q�V�� 
B. �7�K�H���V�W�X�G�H�Q�W�¶�V���Q�H�H�G���R�I���W�K�H���F�R�X�U�V�H���W�R���D�F�K�L�H�Y�H���W�K�R�V�H���S�O�D�Q�V�� 
C. The time frame in which the course is to be completed. 

 
615-07 The student must provide written evidence from the college/school that he/she has 

successfully completed the course with a passing grade within the time frame 
established by the high school. 

 
615-08 The guardian or adult student shall pay the tuition, fees or materials for the 

correspondence course. 
 
 
 
 



Revised 11/16/09 
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616  CLASS TRIPS  
 

The Board of Education recognizes that a properly planned, well-conducted, and 
carefully supervised class trip can be an important part of an educational activity.  
The District Administrator or Designee is directed to develop administrative 
regulations for this policy. 



Revised 11/16/09 
6/3/02 

Implement 7/1/02 

Administrative Regulations for Policy 616 (Class Trips) 
 
616-01 Class trips outside the classroom premises shall be instructional in nature and be 

an outgrowth of classroom instruction.  All class trips must be approved by the 
building principal and such approval shall not be granted unless the criteria have 
been met. 

 
616-02 The proposed class trip may be of not greater duration than one school day and 

not involve any lodging.  The students must leave school and return to school the 
same school day.  Most class trips should be planned so that the buses leave and 
return to coincide with the regular bus runs.  There may be times, however, when 
class trips may be approved of greater duration. 

 
616-03 The proposed trip must clearly be a part of the instructional program of the 

school, be preceded by activities designed to ready the students for the class trip, 
and followed by activities planned to culminate the class trip. 

 
616-04 Parents will receive notification of the proposed class trip and must return written 

permission to the principal/sponsor prior to the class trip for their child to 
participate. 

 
616-05 All class trips must be adequately supervised as approved by the Building 

Principal. 
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617      ORGANIZATION TRIPS 
 

The Board of Education recognizes that a properly planned, well-conducted and 
carefully supervised trip for organizations can be an important part of an 
educational activity.  The District Administrator or Designee is directed to 
develop administrative regulations for this policy. 
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Administrative Regulations for Policy 617 (Organization Trips) 
 
617-01 Organization trips shall be those trips planned by student clubs and organizations 

operating within the schools.  Such proposed trips shall be designed by the 
students and their faculty advisors so as to benefit the social or educational goals 
of the club/organization.  Organization trips must be approved by the building 
principal and District Administrator.  To get such approval, the organization must 
meet the criteria. 

 
617-02 The proposed organization trip must be of no greater duration than on day and not 

involve any lodging.  The students must leave from school and return to school 
within the same day, and organization trips should be planned so as not to conflict 
with the regular bus runs or approved class trips. 

 
617-03 The proposed organization trip must clearly be an outgrowth of the social or 

educational operations of the club/organization. 
 
617-04  Chaperones must be provided at a ratio of one adult chaperone to every fifteen 

(15) students, unless other ratios are approved in advance by the principal. 
  
617-05 The club/organization must be able to provide all the transportation expenses, 

substitute pay (unless waived by the Building Principal or District Administrator), 
and other expenses necessary for the trip. 

 
617-06 Parents will receive notification of the proposed organization trip and must return 

written permission to the principal/sponsor prior to the trip for their child to 
participate. 
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618       OVERNIGHT TRIPS 
 

The Board of Education recognizes that a properly planned, well conducted, and 
carefully supervised overnight trip can be an important part of an educational 
activity.  The District Administrator or Designee is directed to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 618 (Overnight Trips) 
 
618-01 Overnight trips with students involving more than one school day including 

overnight lodging and with provisions for meals, must grow out of the activities 
of school-approved student clubs, organizations, classes or athletics.  Such 
overnight trips must be approved by the principal and District Administrator.  To 
gain approval, such overnight trips must meet the criteria. 

 
618-02 The proposed overnight trip must clearly be an integral part of the program and 

should provide special opportunities for the participants. 
 
618-03 Chaperones must be provided at a ratio of one adult chaperone to every six-eight  

(6-8) students, unless other ratios are approved in advance by the building 
principal.   

 
618-04 The club, organization, class, or athletic activity must be able to provide all 

transportation expenses, substitute pay (unless waived by the /Building Principal 
or District Administrator), and other expenses necessary for the overnight trip. 

 
618-05 The preceding are guidelines the administration shall use when considering 

requests for overnight trips.  Any deviation from these guidelines must be 
approved by the District Administrator or School Board. 

 
618-06 Parents will receive notification of the proposed overnight trip and must return 

written permission to the principal or advisor prior to the trip for their child to 
participate. 

 
618-07 Parent notification information shall include at least the following and shall be                        

distributed at least three (3) school days in advance of the event: 
 

A. Date, time, and location of departure. 
B. Date, time and location of return. 
C. General itinerary of scheduled events. 
D. Emergency contact information. 
E. Person(s) designated as people in charge of the trip. 
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619  EMERGENCY NURSING SERVICES   
 

The Board of Education recognizes the need for a plan to cover medical 
emergencies that could arise during school or school event.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 619 (Emergency Nursing Services) 
 
619-01 A team comprised of a professional nurse, school district personnel and 

representatives from community health agencies shall develop the Emergency 
Nursing Service Plan. 

 
619-02   The plan shall include protocol for dealing with pupil accidental injury, illness 

and administration of medication at all school events, including school sponsored 
co-curricular events. 

 
619-03       The plan shall include a method to record each incident of service provided. 
  
619-04      The district shall make arrangements with a licensed physician to serve as medical 

 advisor for the Emergency Nursing Service Plan. 
 
619-05 The Emergency Nursing Service Plan shall explain how the emergency nursing 

services shall be provided during the regular school day and during all school 
sponsored activities. 

 
619-06 The Emergency Nursing Service Plan shall explain how pupil emergency 

information cards, equipment, and supplies shall be made available to the 
appropriate and designated personnel. 

 
619-07       The Emergency Nursing Service Plan shall be reviewed and evaluated annually 

by the Board of Education. 
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620 EVALUATING STUDENT PERFORMANCE 
 

The Board of Education recognizes the need to assess student academic 
achievement.  The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy 
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Administrative Regulations for Policy 620 (Evaluating Student Performance) 
 
620-01 Grades will be used to reflect student academic achievement.  Specifically, the 

�J�U�D�G�H���P�D�\���E�H���X�V�H�G���W�R���G�H�W�H�U�P�L�Q�H���W�K�H���V�W�X�G�H�Q�W�¶�V���N�Q�R�Z�O�H�G�J�H���D�E�R�X�W���D���V�X�E�M�H�F�W�����L�G�H�Q�W�L�I�\��
�D�� �V�W�X�G�H�Q�W�¶�V�� �V�W�U�H�Q�J�W�K�V�� �D�Q�G�� �Z�H�D�N�Q�H�V�V���� �F�R�P�S�D�U�H�� �D�� �V�W�X�G�H�Q�W�¶�V�� �D�F�K�L�H�Y�H�P�H�Q�W���L�Q�� �U�H�O�D�W�L�R�Q��
to other students in a class or motivate the student to perform better. 

 
620-02 Grades or evaluations may be used for district purposes, such as feedback for 

students and their parents/guardians, education program planning and evaluation, 
promotion/retention decisions, college admissions or student employment. 

 
620-03 Assignment of the grades shall be the responsibility of the certified staff; 

substitute teacher or homebound teachers assigned to teach the courses. 
 
620-04 Parents who disagree with the grade his/her child received may appeal it through 

the following process: 
 
A. A student and/or parent/guardian is directed and encouraged to bring the 

complaint to the attention of the teacher. 
B. If the complaint is not resolved, the complainant is asked to contact the 

principal.  The principal will arrange a conference with the student, 
parent/guardian and teacher to discuss the grading decision.  Every effort is 
made to resolve the issue at this step.  If the complaint is not resolved, the 
student and parent/guardian are advised of the next step to be taken. 

C. The student and/or parent/guardian are asked to submit the complaint in 
writing to the district administrator.  The district administrator makes the 
arrangements for a conference with the student, parent/guardian, teacher and 
the principal to discuss the grading decision.  The grade given by the teacher 
stands if the review or appeal process reveals that the grade awarded was 
consistent with the grading policy and procedures established by the school 
board.  If the grade given was inconsistent with the grading policy and 
procedures, the district administrator instructs the teacher to revise the grade 
accordingly 

 
620-05 Different types of grading and evaluation systems may be used throughout the 

District.  Each teacher is responsible for determining the criteria to be used in 
grading or evaluating students.  Examples of criteria may be accomplishment of 
course objectives, test scores, daily course work, class participation, special 
projects, student efforts, knowledge application and extra credit. 

 
620-06 The following information shall not be used in evaluating or grading student 

academic achievement: 
 

A. Grades may not be lowered as a form of punishment for breaking school or 
classroom rules. 
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B. Excused absences should �Q�R�W���D�I�I�H�F�W���D���V�W�X�G�H�Q�W�¶�V���J�U�D�G�H�����X�Q�O�H�V�V���W�K�H���V�W�X�G�H�Q�W���I�D�L�O�V��

to make up class work missed during such absences.  Unexcused absences 
shall receive zeros for the class work missed, which will be averaged into the 
�V�W�X�G�H�Q�W�¶�V�� �J�U�D�G�H�V�� �L�Q�� �D�� �F�R�X�U�V�H�� �D�O�R�Q�J�� �Z�L�W�K�� �R�W�K�H�U�� �S�H�U�I�Rrmance evaluation 
information. 

 
C. Grades should not be assigned in a capricious or arbitrary manner. 

 
620-07 Specific grading systems may vary at different grade levels or by program.  It is 

the responsibility of the teacher to inform students of and make available to the 
parent/guardians the criteria used in grading or evaluating students. 
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621           REPORTING STUDENT PROGRESS TO PARENTS 
 

The Board of Education believes reporting student progress to parents is integral 
in building positive school-parent partnerships.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 621 (Reporting Student Progress To Parents) 
 
621-01 Each grade level has different methods of reporting student progress to parents, 

however all of them should fulfill the following criteria: 
 

A. Identifies student progress toward learner expectations in each subject area 
using designated symbols. 

B. Identifies student progress in relation to effort, work habits, behavior, attitudes 
and ability using designated symbols. 

C. Lists student absences and tardies. 
D. Provides teacher comments. 
E. Provides specific guidance to parents in interpreting the progress report 

symbols. 
 
621-02 Formal student progress reports shall be distributed at least quarterly for grades 

K-8, and each semester for high school.  These reports shall be sent home with 
elementary school children and mailed home for middle school and high school 
students.  

 
621-03 Other interim progress reports may be in the format of an official progress report, 

phone calls to parents, hand-written notes sent home, e-mail communications or 
parent-teacher conferences. 

 
621-04             Annually, the District shall provide the equivalent of one day in which parents and 

�W�H�D�F�K�H�U�V�� �P�D�\�� �P�H�H�W�� �W�R�� �G�L�V�F�X�V�V�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �S�U�R�J�U�H�V�V���� �� �2�W�K�H�U�� �P�H�H�W�L�Q�J�V�� �P�D�\�� �E�H��
arranged at the discretion of either the parent, the teacher or the building 
administrator.   
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622  DUAL ENROLLMENT IN POST-SECONDARY INSTITUTIONS  
 

The Board of Education recognizes that some high school students may want to 
take post-secondary classes while in attendance at Richland Center High School.  
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 622 (Dual Enrollment in Post-Secondary Institutions) 
 
622-01 Dual enrollment means a high school student may be concurrently enrolled in 

high school and a post-secondary institution such as a private college, university 
or technical college. 

 
622-02 The high school counselor must verify the following criteria have been met: 

 
A. The student must take at least two (2) full-credit courses at Richland Center 

High School, not including physical education.  Students who wish to 
participate in athletics must take enough courses to comply with WIAA 
eligibility rules. 

B. �7�K�H���V�W�X�G�H�Q�W�¶�V���S�D�U�H�Q�W�V���P�X�V�W���J�L�Y�H���Z�U�L�W�W�H�Q���F�R�Q�V�H�Q�W���L�I���W�K�H���V�W�X�G�H�Q�W���L�V���D���P�L�Q�R�U�� 
 

622-03 Dual enrollment students must show proof of enrollment and admission to the 
post-secondary institution. 

 
622-04 Dual enrollment students are responsible for coordinating a non-conflicting 

schedule with the high school guidance office. 
 
622-05 Post-secondary credits earned shall not carry high school credit. 
 
622-06 Post-secondary tuition costs and other related costs are the responsibility of the 

student. 
 
622-07 Dual enrollment students who wish to participate in co-curricular activities must 

comply with eligibility rules. 
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623  �$�&�&�2�0�0�2�'�$�7�,�1�*���$���6�7�8�'�(�1�7�¶�6���5�(�/�,�*�,�2�8�6���3�(�5�6�2�1�$�/���%�(�/�,�(�)�6  
 

The Board of Education recognizes that reasonable accommodations with regard 
to instruction, examinations, and other academic requirements may have to be 
made from time to time, because of a stude�Q�W�¶�V�� �V�L�Q�F�H�U�H�O�\�� �K�H�O�G�� �U�H�O�L�J�L�R�X�V�� �E�H�O�L�H�I�V������
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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�$�G�P�L�Q�L�V�W�U�D�W�L�Y�H�� �5�H�J�X�O�D�W�L�R�Q�V�� �I�R�U�� �3�R�O�L�F�\�� �������� ���$�F�F�R�P�P�R�G�D�W�L�Q�J�� �$�� �6�W�X�G�H�Q�W�¶�V�� �5�H�O�L�J�L�R�X�V���3�H�U�V�R�Q�D�O��
Beliefs 
 
623-01 All requests shall be considered individually, based upon State and Federal 

guidelines. 
 
623-02 Parent(s) or adult students may make a request for reasonable accommodation for 

instruction, examinations, and other academic requirements by following the steps 
listed: 

 
A. �7�K�H�� �U�H�T�X�H�V�W�� �V�K�D�O�O�� �E�H�� �P�D�G�H�� �W�R�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �W�H�D�F�K�H�U���� �D�Q�G�� �V�K�R�X�O�G�� �E�H�� �V�S�H�F�L�I�L�F�� �W�R��

the material that is objectionable. 
B. If a satisfactory accommodation is not reached, the parents should appeal in 

writing to the building level administrator within five (5) business days. 
C. The building level administrator shall meet with the parents.  The building 

level administrator shall inform the parent(s) or adult student in writing of the 
decision within five (5) business days. 

D. If a satisfactory accommodation is not reached, the parents should submit an 
appeal to the District Administrator.  The District Administrator shall meet 
with the parents in an effort to resolve the situation.  The District 
Administrator shall inform the parents of the decision, in writing, within five 
(5) business days. 

E. If a satisfactory accommodation is not reached, the parents should submit a 
written appeal to the Board of Education.  The Board shall meet and hear the 
request for accommodation at the next regularly scheduled meeting.  The 
parent(s) or adult student shall receive a written decision with five (5) 
business days of the board meeting. 

F. If a satisfactory accommodation cannot be reached, the parents may appeal to 
the Superintendent of Public Instruction, in accordance with the provisions of 
state law. 

 
623-03 During the time a reasonable accommodation is being discussed, the student will 

not be subjected to the objectionable material.  The student may be assigned other 
work for the work missed, and another place of study. 

 
623-04 The student may be tested on the alternatively assigned work. 
 
623-05 Accommodations made under this policy shall be provided to students without 

prejudicial effect. 
 
623-06 This policy shall be published annually in student, teacher and parent handbooks. 
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624  YOUTH OPTIONS PROGRAM 
 

The Board of Education supports the concept of the Youth Options Program for 
qualified high school students. The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 624 (Youth Options Program) 
 
624-01   The Youth Options Program is required by State Statutes 118.55, and is an 

opportunity for students in grades 11 and 12 currently enrolled in a Wisconsin 
public high school to attend a postsecondary institution for the purpose of taking 
one or more non-sectarian courses for high school and college credit. 

 
624-02  The postsecondary institutions that qualify are as follows: 
 

A. All University of Wisconsin System institutions including the UW colleges 
and extensions. 

B. All campuses of the Wisconsin Technical College System. 
C. All Wisconsin private, nonprofit institutions of higher education. 
D. All Wisconsin tribally controlled colleges. 

 
624-03  Students must fulfill the following criteria to be eligible to participate in the 

  Youth Options program: 
 

A. Have completed the 10th grade, be in good academic standing and have no 
record of disciplinary problems to attend a technical college. 

B. Apply to the college or technical college in the school semester prior to the 
one in which the pupil plans to attend the postsecondary course. 

C. Notify their guidance counselor (by completing the DPI form PI-8700) of 
their intention of enrolling in a college no later than March 1 for a course to be 
taken in the fall semester; October 1 for a course to be taken in the spring 
semester.  This form is available from the guidance department. 

D. Notify their guidance counselor if they are admitted to the college. 
E. Notify their guidance counselor if they are registered to attend a 

postsecondary course. 
 
624-04             The high school principal shall determine if a youth options course may also 

fulfill high school credit requirements.  The following items need to be considered 
when making such a determination: 

 
A. The postsecondary course is complementary to, consistent with or expands       

on a course of study or sequence of courses offered by the district. 
B. The postsecondary course expands an opportunity for the student to move to 

another level of academic or vocational course of study. 
C. The postsecondary course curriculum meets or exceeds the same standards 

for rigor and content as other courses approved by but not offered by the 
district for credit toward graduation. 

D. The postsecondary course supports rather than prevents a student from 
completing the high school graduation requirements. 
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E. Courses at a technical college that are part of a regular occupational/technical 
course and/or general education courses that satisfy the requirements of an 
associate degree or vocational program with prefixes numbered 10, 20, 30, 31 
and 32. 

 
624-05   The postsecondary course may be denied as a high school credit for the following 

 reasons: 
 

A. The district offers a comparable course that matches the district curriculum by 
80% or more.  In this case, the student may request release time to take the 
course with the understanding it does not qualify as a district-paid youth 
options course. 

B. The postsecondary course repeats the postsecondary course content for which 
a student has already received a passing grade and high school credit. 

C. The postsecondary course repeats the postsecondary course content for which 
a student has already taken and failed. 

D. The course is part of a remedial program at a technical college. 
 
624-06  As stipulated in Wisconsin Administrative Code, one semester credit offered by a 

postsecondary course is equivalent to !  high school credit, hence four 
postsecondary semester credits equal on high school credit. 

 
624-07  The school board shall notify the students of its determination in writing for the 

fall semester by May 15th for an institution of higher education (IHE) and June 
15th for a technical college and for the spring semester by November 15th for the 
IHE and December 15th for a technical college. 

 
624-08  Payment for tuition and fees shall be determined as follows: 

 
A. The school board must pay the postsecondary institution for any course that is 

taken for high school credit and that is not comparable to a course offered in 
the school district. 

B. A pupil must pay for any postsecondary course taken at the institute of higher 
education (IHE) that is a comparable course to one offered at the school 
district. 

C. A pupil must pay for a postsecondary course taken at an IHE or technical       
college for postsecondary credit only. 

D. The school district will pay for up to a total of 18 postsecondary credits per 
student over the 2-year eligibility period. 

E. If a pupil receives a failing grade or fails to complete (or drops) a course for 
which the district has made payment through the Youth Options Program, 
then the school board will require reimbursement for all costs related to the 
course.  Reimbursement will be required from the student if he/she is an adult 
�R�U���I�U�R�P���W�K�H���V�W�X�G�H�Q�W�¶�V���S�D�U�H�Q�W���R�U���J�X�D�U�G�L�D�Q������ 

F. Pupils who fail to provide reimbursement for a dropped or failed course as 
described above are not eligible for the Youth Options Program. 
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624-09 Payment for books or special equipment shall be the responsibility of the District, 
however the items must be returned to the District upon completion of the course. 
If a student intends to keep the books or equipment, or loses, damages, or destroys 
them, then the student must pay for the items. 

 
624-10  Special technical college eligibility rules are as follows: 
 

A. Special education students may be denied access based on undue financial       
burden to the district. 

B. The student must be in good academic standing. 
C. The technical may refuse a student who has been identified to have discipline 

problems. 
D. Students who meet the definition of being a child at risk (under Statutes 

118.153) cannot access the technical college through this program. 
 
624-11  Transportation to between the school and the postsecondary institute is the 

responsibility of the parents or students.  Transportation assistance is available 
through the Department of Public Instruction (DPI). 

 
624-12 �6�W�X�G�H�Q�W�V�� �D�U�H�� �V�X�E�M�H�F�W�� �W�R�� �:�L�V�F�R�Q�V�L�Q�¶�V�� �F�R�P�S�X�O�V�R�U�\�� �D�W�W�H�Q�G�D�Q�F�H�� �O�D�Z���� �� �(�Q�U�R�O�O�P�H�Q�W��������������������������

status is further identified as follows: 
 

A. If students carry a course load that maintains fulltime status at the  
postsecondary institution, then they do not need to report to the high school.   

B. Students who are not fulltime at the postsecondary institute must report to 
high school for classes.  Students and their parents may request exemption 
from attending high school during periods he/she does not have classes 
scheduled. 

C. Fulltime status for Youth Options students per semester is six high school 
classes per semester, or the equivalent thereof.  One semester credit at the 
postsecondary institute is equivalent to .25 high school credit. 

 
624-13 Students will be eligible to participate in co-curricular activities at the high school 

            if no other conflicts exist. 
 
624-14  Youth Options Program is not available during the summer session. 
 
624-15  �7�K�H�� �V�W�X�G�H�Q�W�� �R�U�� �K�L�V���K�H�U�� �S�D�U�H�Q�W�� �P�D�\�� �D�S�S�H�D�O�� �W�K�H�� �G�L�V�W�U�L�F�W�¶�V�� �G�H�F�L�V�L�R�Q�� �U�H�J�D�U�G�L�Q�J 

comparability of courses, satisfaction of high school graduation requirements or 
the number of high school credits to be awarded.   

 
A. To make an appeal, the student or his/her parent must contact the State 

Superintendent of Public Instruction within 30 days of the decision. 
B. If the district receives notice that an appeal has been filed, it shall deliver, 

�Z�L�W�K�L�Q�� �V�H�Y�H�Q�� �Z�R�U�N�L�Q�J�� �G�D�\�V���� �W�K�H�� �R�I�I�L�F�L�D�O�� �U�H�F�R�U�G�� �R�I�� �W�K�H�� �V�F�K�R�R�O�� �E�R�D�U�G�¶�V��
determination and the specific reasons for its determination. 
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625 ACADEMIC ALLIANCE  
 

The Board of Education supports the concept of students receiving both high 
school and college credit for courses that have been approved in the Academic 
Alliance program with University of Wisconsin-Richland.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 625 (Academic Alliance) 
 
625-01 Academic Alliance courses may be taught on the UW-Richland campus, in the 

high school, by college instructors or by high school instructors collaborating with 
the UW-Richland faculty. 

 
625-02 Students will receive high school credit and college credit. 
 
625-03 Students are expected to conform to the rules of each campus and follow the rules 

and regulations of each organization. 
 
625-04 Students must meet the guidelines established by the UW-Richland to enroll in 

the Academic Alliance course. 
 
625-05 Students must submit a properly completed and signed University System 

application and Academic Alliance form to the Richland Center High School 
guidance office by October 1st for second semester enrollment and by March 1st 
for first semester enrollment. 

 
625-06 Students must pay the tuition cost of the Academic Alliance course to the 

Richland School District. 
 
625-07 �6�W�X�G�H�Q�W�V���Z�K�R���U�H�F�H�L�Y�H���D���J�U�D�G�H���R�I���³�%�´���R�U���Eetter shall receive tuition refund of $100 

per credit for each Academic Alliance course. 
 
625-08 The District shall create a fund or trust account from the unused tuition refund, 

which shall be used for the enhancement of the Academic Alliance program. 
 
625-09 An Academic Alliance Agreement will be drafted and signed by both parties. 
 
625-10 Appeal of this policy may be submitted to the Academic Alliance Review 

Committee of the University of Wisconsin-Richland. 
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626    INDEPENDENT EDUCATIONAL EVALUATIONS 
 

�7�K�H�� �%�R�D�U�G�� �R�I�� �(�G�X�F�D�W�L�R�Q�� �V�X�S�S�R�U�W�V�� �S�D�U�H�Q�W�V�¶�� �U�L�J�K�W�V�� �W�R�� �U�H�T�X�H�V�W�� �D�Q�� �L�Q�G�H�S�H�Q�G�H�Q�W��
educational evaluation.  The Board directs the District Administrator or Designee 
to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 626 (Independent Educational Evaluations) 
 
626-01 A parent may request an independent evaluation if the parent disagrees with the 

District evaluation. 
A. The District may (without unnecessary delay) initiate a due process hearing to 

�V�K�R�Z���W�K�H���'�L�V�W�U�L�F�W�¶�V���H�Y�D�O�X�D�W�L�R�Q���L�V���D�S�S�U�R�S�U�L�D�W�H�� 
B. If the District does not file for a due process hearing, the District will pay the 

reasonable and customary cost of the approved evaluation or ensure that the 
evaluation is otherwise provided at no cost to the parents. 

C. The District will pay only reasonable and customary costs as determined 
based on charges for such evaluations at Gundersen Clinic of LaCrosse. 

D. The District will pay per statute for an evaluation only if the evaluation is 
conducted by an evaluator meeting the criteria of the District. 

E. The parents must provide documentation that the independent evaluator meets 
the District criteria prior to contracting for the evaluation. 

 
626-02        �(�Y�D�O�X�D�W�R�U�¶�V���F�U�L�W�H�U�L�D���L�V���D�V���I�R�O�O�R�Z�V�� 

A.  �0�X�V�W�� �K�D�Y�H�� �D�� �0�D�V�W�H�U�¶�V�� �G�H�J�U�He or higher from an accredited college/university 
qualifying the person to conduct the evaluation and/or license or eligible for 
license from DPI in the area of disability being evaluated. 

B.  If appropriate, the evaluator must comply with the Department of Regulations 
and Licensing for an independent practice in the state of Wisconsin. 

C.  Must have knowledge of the Department of Public Instruction evaluation 
standards.     

D.  Extensive training in the area of disability being evaluated as defined by the 
Department of Public Instruction. 

E.  Must have experience in the school setting. 
F.  To evaluate learning styles, intelligence, or personality, the evaluator must 

have a school psychologist certification from the Department of Public 
Instruction or be a Wisconsin school licensed psychologist. 

 
626-03 The District will consider a request to pay for independent education evaluations 

that do not meet these criteria if the parent/guardian can demonstrate that unique 
circumstances justify paying for the independent educational evaluation. 

 
626-04 The Richland School District restricts funding independent evaluations to no more 

than 75 miles from Richland Center.  Exceptions can be made if the 
parent/guardian can show unique circumstances which justify the selection of an 
examiner outside the 75-mile radius. 
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627  RECOGNIZED CREDIT FROM FOREIGN SCHOOLS 
 

The Board of Education supports students receiving credit towards a Richland 
Center High School diploma for courses taken in foreign countries while 
participating in a Board approved program.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 627 (Recognized Credit From Foreign Schools) 
 
627-01 Students participating in Board approved exchange programs shall receive 

comparable Richland Center High School credits for courses completed at the 
foreign school if the following items have been fulfilled:  

 
A. The foreign educational institute provides an official transcript or record (in 

English) to the Richland School District indicating the course description/title, 
grade earned, and the length and hours of instruction provided.  

B. The student requesting credit is responsible for obtaining this transcript. 
 

627-02 The grade P (pass) is assigned to any course successfully completed at the foreign 
school and it will not be included in determining grade point average.  

 
627-03 The student's class rank will be determined by the student's accumulated grade 

point average in courses completed in the United States.   
 
627-04 If the transcript from the foreign country does not indicate that the students 

completed all of the required courses necessary for Richland Center High School 
diploma, the student will be required to complete these courses. 
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628     VALEDICTORIAN/SALUTATORIAN  
 

The Board of Education recognizes the need to honor high achieving students.  
This can be accomplished to a degree by establishing the titles of Valedictorian 
and Salutatorian.  The District Administrator or Designee is directed to establish 
the guidelines governing these two titles.   
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Administrative Regulations for Policy 628 (Valedictorian/Salutatorian) 
 
628-01 Valedictorian is defined as having the highest grade point average; and 

Salutatorian the second highest grade point average (GPA) as calculated by the 
high school guidance department. 

 
628-02 The student(s) with the highest GPA at the completion of the first seven (7) 

semesters will be selected. 
 
628-03 The student(s) have fourteen (14) calendar days in which to complete 

requirements for their seventh semester. 
 
628-04 To be eligible for consideration, a student must have attended Richland Center 

High School three complete semesters, one of which must be the first semester of 
the senior year. 

 
628-05 �3�D�V�V���³�3�´���J�U�D�G�H�V���Z�L�O�O���E�H���D�V�V�L�J�Q�H�G���D���Y�D�O�X�H���H�T�X�D�O���W�R���W�K�H���V�W�X�G�H�Q�W�¶�V���D�F�F�X�P�X�O�D�W�H�G���*�3�$��

for traditional letter grade courses. 
 
628-06 Grades earned in another country by students with permanent United States 

resident status shall be listed as pass/fail. 
 
628-07 Alternative and home school courses that are granted credit by RCHS will carry 

�³�3�´���J�U�D�G�H�V�� 
 
628-08 Students taking and passing pre-approved RCHS correspondence courses 

corrected and graded by RCHS teachers while on exchange overseas opt for either 
�D���O�H�W�W�H�U���J�U�D�G�H���R�U���D���³�3�´���J�U�D�G�H���I�R�U���D�Q�\���R�U���D�O�O���F�R�X�U�V�H�V���W�D�N�H�Q���L�Q���W�K�L�V���P�D�Q�Q�H�U�� 

 
628-09 In the event of two or more students being tied for valedictorian, co-valedictorians 

will be selected, and no salutatorian will be named. 
 
628-10 Valedictorian(s), Salutatorian(s) or any other class members may give the address 

at the graduation ceremony.  The building administrator, senior class and senior 
class advisor shall approve the selection of the speaker(s). 
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629  WISCONSIN ACADEMIC EXCELLENCE SCHOLARSHIP 
 

The Board of Education believes in supporting the Wisconsin Academic 
Excellence Scholarship.  These scholarships are non-transferable and valid at 
Wisconsin colleges (four years) and technical colleges that have two-year, full-
time vocational diploma programs.  The Board directs the District Administrator 
or Designee to develop administrative regulations for this policy. 
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Revised 5/7/07 

3/19/01 
 

Administrative Regulations for Policy 629 (Wisconsin Academic Excellence Scholarship) 
 

629-01 �$���V�W�X�G�H�Q�W�¶�V���K�L�J�K���V�F�K�R�R�O���D�F�D�G�H�P�L�F���U�H�F�R�U�G���E�H�J�L�Q�V���D�W���W�K�H���S�R�L�Q�W���W�K�H���V�W�X�G�H�Q�W���F�R�P�S�O�H�W�H�V��
a high school course or successfully challenges a high school course.  A senior is 
a student beginning their fourth year of high school (seventh semester) or who has 
been granted permission by the Board to graduate one year early (fifth semester). 

 
629-02 A high school course is defined as one offered in a high school, with a set of 

objectives, meets state guidelines, appears in the course guide and meets time 
requirements as set for student time equivalent. 

 
�+�L�J�K�� �V�F�K�R�R�O�� �F�R�X�U�V�H�V�� �W�D�N�H�Q�� �S�U�L�R�U�� �W�R�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �F�R�P�S�O�H�W�L�R�Q�� �R�I�� �H�L�J�K�W�K�� �J�U�D�G�H�� �Z�L�O�O��
be given the same consideration as a course taken after a student completes eighth 
grade.  All such courses and the grades and credits earned will become a part of 
�W�K�D�W���V�W�X�G�H�Q�W�¶�V���D�F�D�G�H�P�L�F���U�H�F�R�U�G���I�R�U���W�K�H���I�U�H�V�K�P�D�Q�� �\�H�D�U���D�Q�G�� �Z�L�O�O���E�H���L�Q�F�O�X�G�H�G���L�Q���W�K�H��
calculation for the Academic Excellence Scholarship. 

 
629-03  �³�&�K�D�O�O�H�Q�J�L�Q�J�´���F�R�X�U�V�H�V 

 
To successfully challenge a course, students must pass appropr�L�D�W�H���W�H�V�W�V���D�W���D�Q���³�$�´��
�R�U�� �³�%�´�� �O�H�Y�H�O���� �� �7�K�H�� �J�U�D�G�H�� �R�I�� �³�3�´�� ���S�D�V�V���� �Z�L�O�O�� �E�H�� �U�H�F�R�U�G�H�G�� �D�Q�G�� �D�S�S�U�R�S�U�L�D�W�H�� �F�U�H�G�L�W��
designated.  For students successfully challenging courses prior to their freshman 
�\�H�D�U�����D�O�O���V�X�F�K���F�R�X�U�V�H�V���D�Q�G���W�K�H���O�H�W�W�H�U���J�U�D�G�H���³�3�´���D�Q�G���F�U�H�G�L�W���H�D�U�Q�H�G���Z�L�O�O���E�Hcome a part 
�R�I�� �W�K�D�W�� �V�W�X�G�H�Q�W�¶�V�� �D�F�D�G�H�P�L�F�� �U�H�F�R�U�G�� �I�R�U�� �W�K�H�� �I�U�H�V�K�P�D�Q�� �\�H�D�U�� �D�Q�G�� �Z�L�O�O�� �E�H�� �L�Q�F�O�X�G�H�G�� �L�Q��
their freshman year transcript and will be included in the calculations for the 
Academic Excellence scholarship. 

 
629-04 To be eligible for the Academic Excellence Scholarship, courses must be taken at 

a DPI approved high school. 
 

629-05 �&�R�X�U�V�H�V�� �W�D�N�H�Q�� �G�X�U�L�Q�J�� �W�K�H�� �V�X�P�P�H�U�� �Z�L�O�O�� �E�H�F�R�P�H�� �D�� �S�D�U�W�� �R�I�� �W�K�H�� �V�W�X�G�H�Q�W�¶�V�� �U�H�F�R�U�G�� �I�R�U��
the semester following the session. 

 
A. Summer courses taken between grades eight and nine or prior to that time will 

become a part of the freshman record. 
B. Summer courses taken between grades nine and ten will become part of the 

sophomore record. 
C. Summer courses taken between grades ten and eleven will become part of the 

junior record. 
D. Summer courses taken between grades eleven and twelve will become part of 

the senior record. 
E. All such courses will be included in the calculation for the Academic 

Excellence Scholarship. 
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629-06 A student who is otherwise eligible to receive a monetary award under the 

academic excellence scholarship program shall receive an award only if: 
 

A. The student is a resident of the United States who is either a citizen or an alien 
lawfully admitted for permanent residence by the Federal Immigration and 
Naturalization Service. 

B. The student is a Wisconsin resident. 
 
The student(s) with the highest GPA at the completion of the first seven semesters 
(five semesters for students approved by the school board to graduate one year 
early) will be selected as the recipient(s) of the Scholarship(s). 
 
The student(s) have fourteen calendar days in which to complete requirements for 
their seventh of fifth semester. 
 
To be eligible to receive the scholarship, a student must have attended Richland 
Center High School three complete semesters, one of which must be the first 
semester of the senior year. 
 
When selecting the scholarship recipient(s), course grades for all credits granted 
or accepted by Richland Center High School at the completion of the first seven 
semesters of high school (five semester for students approved by the school board 
�W�R�� �J�U�D�G�X�D�W�H�� �R�Q�H�� �\�H�D�U�� �H�D�U�O�\���� �Z�L�O�O�� �E�H�� �X�V�H�G�� �W�R�� �F�R�P�S�X�W�H�� �J�U�D�G�H�� �S�R�L�Q�W�� �D�Y�H�U�D�J�H�V���� �� �³�3�´��
���3�D�V�V�����J�U�D�G�H�V���Z�L�O�O���E�H���D�V�V�L�J�Q�H�G���D���Y�D�O�X�H���H�T�X�D�O���W�R���W�K�H���V�W�X�G�H�Q�W�¶�V���D�F�F�X�P�X�O�D�W�H�G���*�3�$���I�R�U��
traditional letter grade courses. 
 
For purposes of selecting �W�K�H�� �V�F�K�R�O�D�U�V�� �D�Q�G�� �D�O�W�H�U�Q�D�W�H�� �V�F�K�R�O�D�U�V���� �W�K�H�� �V�F�K�R�O�D�U�¶�V�� �D�Q�G��
�D�O�W�H�U�Q�D�W�H�¶�V���*�3�$���V�K�D�O�O���L�Q�F�O�X�G�H���W�K�H���V�D�P�H���Q�X�P�E�H�U���R�I���S�O�D�F�H�V���S�D�V�W���W�K�H���G�H�F�L�P�D�O���W�K�D�W���W�K�H��
high school normally uses on the official high school transcript. 
 
The grading system used for selection will be unweighted with the following 
scales used during the time periods indicated. 
 
Beginning with the Class of 2000 the following grading system will be used: 
 
A+ 4.00 B+ 3.33 C+ 2.33 D+ 1.33 F 0.00 
A 4.00 B 3.00 C 2.00 D 1.00  
A- 3.67 B- 2.67 C- 1.67 D-   .67 
 
Grades earned in another country by students with permanent United States 
resident status shall be listed as pass/fail. 
 
Alternative and home school courses which are granted credit by RCHS will carry 
�³�3�´���J�U�D�G�H�V�� 
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Students taking and passing pre-approved RCHS correspondence courses 
corrected and graded by RCHS teachers while on exchange overseas may opt for 
�H�L�W�K�H�U���D���O�H�W�W�H�U���J�U�D�G�H���R�U���D���³�3�´���J�U�D�G�H���I�R�U���D�Q�\���R�U���D�O�O���F�R�X�U�V�H�V���W�D�N�H�Q���L�Q���W�K�L�V���P�D�Q�Q�H�U�� 

 
629-07 The following procedure will be used to break ties.  The scholarship will be 

presented to the student who: 
 

A. Has the highest ACT composite score received by the high school by the last 
day of the seventh semester (fifth semester if the student is an early graduate).  
If a student has taken the ACT more than once, only the highest composite 
score will be considered.  A student who has not taken the ACT will be 
eliminated from consideration at this point.  If the tie continues to exist, use 
the breaker text B below. 

B. Is selected by a committee (five members assigned by the principal) as having 
demonstrated the most leadership involvement in school and community 
activities during the high school years through an essay of 200 words or less 
written by the student. 
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630                 RETENTION  
 

The Board of Education recognizes that retaining students that have not mastered 
the minimal grade level may be in the student's best interest.  The  Board directs 
the District Administrator of Designee to develop administrative regulations for 
this policy. 
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Administrative Regulations for Policy 631 (Retention) 
 
630-01        Retention of a student in any grade shall be based upon: 
 

A.  The student's not achieving minimal academic objectives 
B. The student's age 
C. The student's social maturity 
D. Previous retention 
E. The number of subjects failed 
F. The student's attitude towards school and academics 
G. The student's innate ability, handicapping conditions 
H. Additional circumstances that may affect the well-being of the student or the 

school 
 

630-02 Majority opinion by a committee composed of the student's regular education
 teacher, the level administrator, the parents, guidance counselor and if 
 appropriate, a special education teacher, will determine if retention of a student 
 shall be made.  The committee's decision must be consistent with state statutes 
 and IEP team decisions.  The committee should consider alternatives to retention,
 which may include summer school, correspondence courses, distance learning, 
 etc. 
 
630-03 Communication with the student and the student's parents in relation to the 

student's progress shall be ongoing.  Parents should be made aware of the 
possibility of retention at the earliest possible moment. 

 
630-04 Parents who feel the process as designated above was not followed, may appeal 

the process to the District Administrator or Designee to review the decision. 
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631   CO-CURRICULAR ACTIVITIES 
 

The Board of Education recognizes the potential benefits of co-curricular 
activities for students of the Richland District.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy.   
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Administrative Regulations for Policy 631 (Co-Curricular Activities) 
 
631-01 Co-curricular activities are school- sponsored activities.  Co-curricular activities  

may not operate within the school until they have been approved by the Board. 
The District Administrator/Designee shall determine regulations for co-curricular 
activities and  make recommendations to the Board for those seeking such 
recognition.  Applications for co-curricular activities shall be sent to the District 
Administrator by the building principal. 

 
631-02 Co-curricular activities failing to comply with applicable school policies, rules 

and/or regulations may be disbanded by a majority vote of the Board, or such 
conditions imposed on the co-curricular activities as the Board shall deem 
advisable to compel compliance. 

 
631-03 Co-curricular activities shall be expected to assume the costs involved with its 

members and chaperons attending conferences, contests, conventions, etc., related 
to the organization's purposes/activities. 

 
631-04 No informational material may be distributed on school property prior to 

permission being granted by the level administrator or designee consistent with 
state and federal law. 

 
631-05 Fund-raising activities for co-curricular activities must be approved in advance by 

the level administrator.  See Policy 264. 



11/16/09 

632 SCHOLARSHIPS 
 
 The Board of Education recognizes that scholarships are an excellent way to help 

students in achieving success in post-secondary education, and it is the 
responsibility of high school personnel to assist students in the entire process.  
Although recognition of achievement is the primary purpose of scholarships, the 
Board also believes the money should be distributed among the applicants as 
much as possible.  The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 
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Administrative Regulations for Policy 632 (Scholarships) 
 
632-01 The role of the guidance department is as follows: 

a. Assist each student who is interested in post-secondary education in the 
scholarship application process so that the student has completed all parts of 
the application. 

b. Help the student present him/herself in the best possible way. 
c. Direct the student to scholarships for which he/she may be interested or 

qualified. 
d. Fulfill any scholarship requirements to which only a counselor has access, 

such as enrollment in a post-secondary institution. 
e. Complete any required paperwork on behalf of the Richland School District. 
f. Cannot serve as a voting member of the Scholarship Committee. 
g. Distribute qualified applications to other scholarship donors. 

 
632-02 The scholarship application may be acquired either on-line or in the Guidance 

Office.  A computer should be made available to those students who do not have 
access to one.  The application should be able to be completed on a computer. 

 
632-03 Scholarship application deadline should be specific, but also allow for an 

unpredictable change in the schedule, such as inclement weather. 
 
632-04 The Richland Center High School (RCHS) Scholarship Committee shall be 

chaired by the high school principal, and shall consist of seven people from the 
following categories.  No one person shall serve on the committee for more than 
two (2) consecutive years. 
a. Teachers (4) �± One elementary teacher, one middle school teacher, and two 

high school teachers. 
b. Co-curricular Activities (2) �± One club advisor and one athletic coach. 
c. Community Representative (1) �± One person from the community.  Preference 

would be given to the Chamber of Commerce or Brewer library Board 
member. 

 
632-05 The responsibilities of the RCHS Scholarship Committee include the following: 

a. Read all applications. 
b. Complete a Scholarship Application Evaluation. 
c. Select students for specific scholarships following the requirements of the 

scholarship. 
d. Submit selected applications to the guidance department for further 

processing. 
 
632-06 Names of students should not be revealed to the RCHS Scholarship Committee 

reading the applications in order to reduce prejudices that may occur. 
 
632-07 Successful recipients will be announced and/or awarded the scholarship at the 

high school Monetary Awards Ceremony. 
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633   HIGH SCHOOL GRADUATION/DIPLOMA 
 

The Board of Education will grant a diploma to a student who has successfully 
completed the prescribed course of study.  The requirement for graduation shall 
meet or exceed the recommendations of the State of Wisconsin.  The Board 
directs the District Administrator or Designee to develop administrative 
regulations for this policy. 
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Administrative Regulations for Policy 630 (High School Graduation/Diploma) 
 
633-01  Twenty three district graduation credit requirements are as follows: 
 

A.  English - 4 credits including writing composition 
B. Social Studies - 3 credits including state and local government 
C. Mathematics - 2 credits  
D. Science - 2 credits  
E. Physical Education - 1.5 credits 
F. Health - 1/2 credit must be successfully passed between grades 7-12.  Students 

that PASS in MS do not get HS credit. 
G. Ten elective credits  
 

633-02 Students must be enrolled in a class or participating in a board approved activity 
or alternative program during each class period of each school day during the high 
school grades. 
 

633-03 Board approved activities and programs and activities for high school students 
beyond the actual classroom settings are as follows: 

 
A.  Cooperative vocational education programs 
B. Work study programs 
C. College, university and technical college courses 
D. Approved independent study programs 
E. Consortium programs 
F. Approved field trips and assemblies 
G. Approved co-curricular activities 
H. Apprenticeships 
I. Community service 
J. Homebound instruction 
K. Approved alternative programs, including program or curriculum 

modifications for individual students. 
 
633-04 The School Board may grant a high school diploma to a student who has not 

satisfied these requirements if: 
 

A. The pupil enrolled in an alternative education program as defined in     
115.28(7)(e). 

B. The student is participating in special education programs and the principal 
determines that a pupil has demonstrated a satisfactory level of proficiency in 
the subject(s) and that it is in the best interest of the student and the school 
that he/she waive an elective class as a requirement for graduation. 
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633-05 A student who is on schedule for graduation at the end of the first semester of 
his/her senior year, but who fails to pass a subject necessary for a diploma, may 
participate in the commencement exercise, even though he/she will not receive a 
diploma at that time. 

 
633-06 Students who are not fulfilling graduation requirements at the end of the first 

semester of their senior year will be taken off of the graduation list for that school 
year.  They will have the option of taking part in graduation ceremonies the 
following year if they, at that time, meet the requirements for a high school 
diploma.   

 
633-07 A student possessing course or credit deficiencies at the time his/her class has 

graduated shall become eligible for a diploma whenever he/she completes all the 
requirements and receives the approval of the high school principal.   

 
633-08 Seniors who project earning a sufficient number of credits for graduation prior to 

the beginning of his/her eighth semester may graduate after seven (7) semesters.  
Qualified seniors must submit an application to the high school principal by the 
first week of classes of his/her senior year. 

 



RICHLAND CENTER HIGH SCHOOL  
SCHOLARSHIP APPLICATION EVALUATION FORM 

 
NAME OF SCHOLARSHIP:  _______________________________________________ 
 
NAME (OR #) OF APPLICANT:  ___________________________________________ 
 
NAME (OR INITIALS) OF REVIEWER:  _____________________________________ 
 
 
Instructions:  Read the application and complete the evaluation by recording your points for each page or section.  
Each section is worth ten (10) points, and the most anyone can receive is fifty (50) points total. 
 
 
Page 1 BASIC INFORMATION, COMMUNITY ACTIVITIES, AND SCHOOL ACTIVITIES 
 
 Number and quality of Community Activities (5)             ______ 
 Number and quality of School Activities (5)               ______ 
 
Page 2  EMPLOYMENT, AWARDS AND HONORS 
 
 Employment (4)        ______ 
 Number and Quality of Awards and Honors (5)    ______ 
 Application signed (1)       ______ 
 
Page 3 CAREER PLANS 
 
 Specific career plans (8)       ______ 
 Grammar (1)         ______ 
 Spelling (1)         ______ 
 
Page 4  WHY SHOULD THE APPLICANT BE CONSIDERED FOR A SCHOLARSHIP? 
 
 Specific reasons for scholarship consideration (8)    ______ 
 Grammar (1)         ______ 
 Spelling (1)         ______ 
 
Page 5 FINANCIAL NEEDS 
 
 Special circumstances (8)       ______ 
 Grammar (1)         ______ 
 Spelling (1)         ______ 
 
 
      TOTAL POINTS (50 POSSIBLE) ______ 



700 BUSINESS PROCEDURES 
 

701 Statement of Guiding Principles 
 
702 Budget Planning and Preparation 
 
703 Budget Adoption 
 
704 Budget Administration 
 
705 Depository 
 
706 Collecting, Handling and Investing Monies 
 
707 Procurement 
 
708 Proposals 
 
709 Quotes 
 
710 Bids 
 
711 Gifts 
 
712 Grants 
 
713 Bequests/Memorials 
 
714 Disposal of School Equipment and Materials 
 
715 403(b) Retirement Plan 
 
716 Student Activity Fund 
 



Revised 11/1/10 
11/18/02 

 11  

701 STATEMENT OF GUIDING PRINCIPLES 
 

The Board of Education recognizes that one of its primary purposes is to provide 
the best education possible within the limits of the financial resources that the 
Board determines are available to the School District.  The Board also recognizes 
its responsibility to the citizens of the School District by making the most 
efficient and effective use of public funds.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 701 (Statement of Guiding Principles) 
 
701-01 There shall be a regular review of Business Procedures.  The analysis shall 

include why the practice is in place, who manages the procedure, where the 
procedure takes place, what benchmarks should be issued as performance 
indicators, and how the practice assists in cost controls. 

 
701-02 Professional ethics and accountability to the public shall be foremost in the 

analysis of business procedures. 
 
701-03 All business procedures shall meet or exceed the state standards where 

established. 
 
701-04  This policy shall be reviewed at least every three (3) years. 
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702 BUDGET PLANNING, PREPARATION AND FUND BALANCE 
 

The Board of Education believes the budget is a plan by which resources support 
the educational programs in 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 702 (Budget Planning, Preparation and Fund Balance) 
 
702-01 The District Administrator shall be responsible for planning and preparing the 

annual budget. 
 
702-02 Planning the budget document shall be a continuous process and shall involve the 

School Board, the administration, faculty, and staff. 
 
702-03 Criteria that shall be considered when planning/developing the District budget 

shall include: 
 
A. The educational program desired. 
B. The estimated income. 
C. The estimated expenditures. 
D. The estimated enrollment. 
E. Building needs. 
F. Estimated staff needs. 

 
702-04 The following steps shall be followed when planning a budget development 

calendar: 
 

A. A calendar for budget development shall be prepared by the District 
Administrator and Business Official each year. 

B. The District Administrator and Business Official will meet with the Budget 
and Finance Committee of the Board to develop some budget guidelines to aid 
in creating a preliminary budget. 

C. A preliminary budget plan dealing with proposed receipts and expenditures, 
including special capital outlay items for the next fiscal year, shall be 
presented to the Board at a meeting in April. 

 
702-05 The fund balance is the amount by which the assets of a fund exceed the liabilities 

of the fund.  The fun�G���E�D�O�D�Q�F�H���G�R�H�V���Q�R�W���Q�H�F�H�V�V�D�U�L�O�\���U�H�S�U�H�V�H�Q�W���W�K�H���6�F�K�R�R�O���'�L�V�W�U�L�F�W�¶�V��
cash position.  The fund balance will ensure that the District maintains adequate 
fund balances and reserves in order to do: 
 
a. Provide sufficient cash flow for daily financial need, 
b. Secure and maintain investment grade bond rating, 
c. Offset significant economic downturns or revenues shortfalls, and 
d. Provide funds for unforeseen expenditures related to emergencies. 

 
702-06 The District has established the following order of spending when various funding 

sources exist: 
 

a. Restricted 
b. Committed 
c. Assigned 
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d. Unassigned 
702-07 The School District will segregate the fund balances into one or more of the five 

fund balance designations as per Governmental Accounting Standards Board 
(GASB) #54.  The appropriate account codes in the Wisconsin Uniform Financial 
Accounting Regulations (WUFAR) shall be used. 

 
702-08 Nonspendable Fund Balance will be determined before all other classifications 

and consist of the following items (as applicable in any given fiscal year): 
 

a. The District will maintain a fund balance equal to the balance of any long-
term outstanding balances due from others (including other funds of the 
District). 

b. The District will maintain a fund balance equal to the value of inventory 
balances and prepaid items (to the extent that such balances are not offset with 
liabilities and actually result in fund balance). 

c. The District will maintain a fund balance equal to the corpus (principal) of 
any permanent funds that are legally or contractually required to be 
maintained intact. 

d. The District will maintain a fund balance equal to the balance of any land or 
other non-financial assets held for sale. 

 
702-09 Restricted Fund Balance includes amounts that can be sent only for the specific 

purposed stipulated by the constitution, external resource providers or through 
legislation.  Examples are contractual obligations, self-insurance, debt service 
retirement, debt refinancing, food service programs and elderly nutrition 
programs. 

 
702-10 Committed Fund Balance includes amounts that can be used only for the specific 

purposes determined by a formal action of the Board of Education.  These 
amounts are not subject to legal enforceability; however the amounts cannot be 
used for any other purpose unless the board removes or modifies the commitment 
by taking formal action. 

 
702-11 Assigned Fund Balance includes amount intended to be used by the District for 

specific purposes but do not meet the criteria to be classified as restricted or 
committed.  The Board delegates to the district administrator or designee the 
authority to assign amounts to be used for specific purposes.  Such assignment 
cannot exceed the available spendable, unrestricted or uncommitted fund balance 
in any particular fund. 

 
702-12 Unassigned Fund Balance includes any remaining amounts that are not classified 

as nonspendable, restricted, committed or assigned.  Examples are planned 
�V�S�H�Q�G�L�Q�J���L�Q���V�X�E�V�H�T�X�H�Q�W���\�H�D�U�¶�V���E�X�G�J�H�W, and cash flow plans. 
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702-13 The Board of Education will annually review the status of the operating reserve 
and the fund balances prior to levying the tax for operations and maintenance in 
October. 
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703 BUDGET ADOPTION 
 

The Board of Education believes the District budget should be discussed and 
adopted in an open meeting.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 703 (Budget Adoption) 
 
703-01 The preliminary budget shall be formally approved by the Board prior to the 

Annual meeting each year. 
 
703-02 A summary of the proposed budget including existing indebtedness shall be 

placed in the official District newspaper prior to the Annual Meeting as required 
by State Statute.   Such budget shall also include actual revenues to date and 
expenditures to date from the preceding year. 

 
703-03 The budget shall be available for perusal by the public in the Central Office prior 

to the Annual Meeting. 
 
703-04 A public hearing of said budget shall be held during the Annual Meeting to 

present the budget to the public and to have a free and open discussion on its 
components. 

 
703-05 Before the end of October, the Board may vote to increase or decrease the levy 

approved at the Annual Meeting and on or before the last working day in October, 
the District Clerk must certify to the appropriate municipal town clerk the correct 
levy amount to be collected. 
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704   BUDGET ADMINISTRATION  
 

The Board of Education believes the administration of the budget is the 
responsibility of District employees who the Board holds accountable for the 
appropriate implementation of the budget.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 704 (Budget Administration) 
 
704-01 The Richland Board of Education adopts the current Wisconsin Uniform 

Financial Accounting Requirement (WUFAR) as its system for financial 
accounting in the school district. 

 
704-02 All income received by the school district shall be classified under the official 

accounting system of the Board. 
 
704-03 All income shall be deposited into the official school district depository as set by 

the Richland Board of Education in accordance with the laws of the State of 
Wisconsin. 

 
704-04 �7�K�H�� �E�X�G�J�H�W�� �L�V�� �Y�L�H�Z�H�G�� �D�V�� �W�K�H�� �%�R�D�U�G�¶�V�� �E�H�V�W�� �H�V�W�L�P�D�W�H�� �R�I�� �U�H�F�H�L�S�W�V�� �D�Q�G�� �H�[�S�H�Q�G�L�W�X�U�H�V������

Individual account balances shall approximate but not necessarily be exact as 
budgeted. 

 
704-05 The Business Official is directly responsible to the District Administrator for 

prudent and efficient administration of the budget. 
 
704-06 The Business Official shall prepare a detailed summary giving the status of the 

budget receipts and expenditures for the District Administrator and the Board to 
review monthly. 

 
704-07 Expenditure allocations adopted in the budget for the various accounts may be 

changed only by the Board upon presentation of substantiating data. 
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705   DEPOSITORY 
 

The Board of Education shall annually designate a financial institution to be the 
official District depository for the next fiscal year.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 705 (Depository) 
 
705-01 The official depository shall be designated at the Board re-organization meeting 

following the April election. 
 
705-02 The Business Official shall maintain district funds in designated public 

depositories in such time deposits, demand deposits, and/or savings accounts as 
�K�H���V�K�H�� �S�H�U�L�R�G�L�F�D�O�O�\�� �G�H�W�H�U�P�L�Q�H�V�� �E�H�V�W�� �V�H�U�Y�L�F�H�V�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V�� �I�R�U�H�V�H�H�D�E�O�H�� �I�L�Q�D�Q�F�L�D�O��
needs. 

 
705-03 The Business Official may utilize the several and various depositories authorized 

by Wisconsin Statutes, unless otherwise directed by the Board. 
 
705-04 The Business Official shall report at each meeting of the Board of Education 

immediately following any transaction(s). 
 
705-05 District funds shall be deposited in a manner that protects them under the limits 

established by statute, law or bonding procedures.  Funds should never be 
deposited in a manner that leaves them uninsured or unprotected. 
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706  COLLECTING, HANDLING AND INVESTING MONIES  
 

The Board of Education believes the responsibility of appropriate handling of 
cash and monies is not to be taken lightly.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 706 (Collecting, Handling and Investing Monies) 
 
706-01 All monies collected by District personnel shall be tabulated for receipt and 

deposit. 
 
706-02 All expenditures shall be made by check in the Business Office upon proper 

authorization.  No payments shall be made in cash, except for the use of petty 
cash. 

 
706-03 Monies collected by District personnel shall not be permitted to accumulate in 

classrooms or offices. 
 
706-04 The Business Official shall insure that appropriate tally and receipt vouchers are 

used for all ticket sales and other cash collections.  He/she shall monitor all 
money transactions and be responsible for proper procedures and records. 

 
706-05 The Board Treasurer and Board Clerk shall invest, or have invested, funds in 

excess of current needs in accordance with the State Statutes. 
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707  PROCUREMENT 
 

The Board of Education believes that the District should be economically 
responsible with all of its purchasing.  Preference will be given to local vendors 
whenever economically practical.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 707 (Procurement) 
 
707-01 Firms that provide products or services to the District must meet all state and 

federal statutory and regulatory requirements and Board Policy. 
 
707-02 The approved budget document shall be considered the authority for all 

expenditures made during the fiscal year. 
 
707-03 The overall expenditures for any fiscal period shall not exceed the budgeted 

amount of any category as approved at the Annual Meeting. 
 
707-04 Categorical breakdowns within funds shall be used primarily for budget control of 

the current fiscal year and for future budget planning. 
 
707-05 The Business Official shall approve all purchases made in the name of the School 

District, except those authorized by direct action of the Board. 
 
707-06   The Business Official shall establish purchasing procedures that follow Generally 

Accepted Accounting Practices (GAAP). 
 
707-07   Requisitions for equipment, supplies and services are to be made on the properly 

authorized form.  The completed form must be signed by the immediate 
supervisor or building level administrator before being processed. 

 
707-08 Purchase orders are used to procure most of the supplies, equipment and services.           

The Business Official must sign purchase orders before ordering.  The Business            
Official may, from time to time, allow some deviations from this procedure based 

           on extenuating conditions. 
 

A. The District may refuse payment for purchases made in a manner different 
from the purchase order procedure detailed herein. 

B. The Business Official is authorized to place orders for all items designated in 
the annual budget, unless otherwise directed by the Board. 

 
707-09 Shipping and receiving of all supplies and equipment purchased in the name of 

the District shall be checked in by District Receiving personnel.  The person 
ordering the supplies/equipment must verify the receipt of the ordered items to the 
Business Office before payment will be made to the vendor. 

 
707-10 Approval of invoices is a Board function, and should be done prior to release of 

the check. 
 

A. The Business Official is authorized to issue some checks prior to the review 
and allowance by the Board.  Items must have been approved in the annual 
budget, including items such as claims for payment of freight, postage, 
printing, utilities, travel expense, and salaries and fringe benefits pursuant to 
the terms of written contracts entered into by the Board. 
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B. All checks issued prior to review and allowance by the Board shall be passed 
upon by the Board at the next regularly scheduled board meeting, and entered 
on the record in the regular minutes of the meeting. 
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708    PROPOSALS 
 

The Board of Education recognizes that in order to begin the process of 
determining the price of goods or services it is necessary to seek proposals.  The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 
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Administrative Regulations for Policy 708 (Proposals) 
 
708-01 The District may request proposals for goods and services required to determine 

the estimated cost. 
 
708-02 Proposals will be reviewed by the Central Office. 
 
708-03 Proposals may be requested of vendors providing, or knowledgeable of, the goods           

or services under consideration. 
 
708-04 The administration reserves the right to accept or reject any or all proposals. 
 
708-05 Proposals will not be accepted or rejected based on age, sex, color, race, religion, 

national origin, ancestry, creed, pregnancy, marital or parental status, sexual 
orientation, physical disability, mental disability, emotional disability, or learning 
disability, or any other category protected by applicable law. 
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709   QUOTES 
 

The Board of Education, in an attempt to receive the best price for goods and 
services purchased for the District, shall create a process that can be used in the 
competitive quote process.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 709 (Quotes) 
 
709-01 Firms employed to do work for or provide services to the District must meet all 

State and Federal statutory and regulatory requirements and Board Policy. 
 
709-02 The District may request competitive quotes for goods and services required for 

the District. 
 
709-03 Quote the Central Office will prepare requirements for goods and services. 
 
709-04 The quotes may be sent to vendors who have requested to be on the quotes and 

proposals list or who have performed or provided quality goods or services to the 
District. 

 
709-05 Quotes will be returned to the Business Office and opened at a specified time and 

date before witnesses to provide time to review the quotes/proposals and conduct 
a reference check of the vendor. 

 
709-06 The administration reserves the right to accept or rejects any or all quotes. 
 
709-07 Quotes may not be accepted or rejected based on age, sex, color, race, religion, 

national origin, ancestry, creed, pregnancy, marital or parental status, sexual 
orientation, physical disability, mental disability, emotional disability, or learning 
disability, or any other category protected by applicable law. 
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710  BIDS 
 

The Board of Education, in an attempt to receive the best price for goods and 
services purchased for the District when a specific item or service is requested 
and an exact set of specifications is developed for an item, will use a bid process.  
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 710 (Bids) 
 
710-01      Firms employed to do work for or provide services to the District must meet all 

State and Federal statutory and regulatory requirements and Board Policy. 
 
710-02       The Board/Administration shall recommend to the Board utilizing accepted 

bidding procedures when required by law and/or when it appears to be in the best                         
interest of the District to do so. 

 
710-03       Bidding will require a detailed set of specifications. 
 
710-04      Bid specifications shall be approved by the Board. 
 
710-05      �7�K�H���E�L�G���P�D�\���E�H���V�H�Q�W���W�R���Y�H�Q�G�R�U�V���Z�K�R���K�D�Y�H���U�H�T�X�H�V�W�H�G���W�R���E�H���R�Q���W�K�H���'�L�V�W�U�L�F�W�¶�V���E�L�G���O�L�V�W����

or who have performed or provided quality goods and services previously in the 
District. 

 
710-06      Bid notification shall be published in the official newspaper for at least two             

weeks, and the bid may be published in state publications or trade journals. 
 
710-07             Bids shall be opened by the Business Official and at least one other individual. 
 
710-08             The Business Official shall compile a bid summary sheet to present to the Board             

for action. 
 
710-09             The Business Official will conduct a reference check of the bidders. 
 
710-10             The Board reserves the right to accept or reject any or all bids. 
 
710-11             Bids may not be accepted or rejected based on age, sex, color, race, religion, 

national origin, ancestry, creed, pregnancy, marital or parental status, sexual 
orientation, physical disability, mental disability, emotional disability, or learning 
disability, or any other category protected by applicable law. 
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711  GIFTS  
 

The School District will receive gifts from time to time in the form of money, 
equipment, goods, and furnishings.  These gifts will be used to augment the 
resources of the District.  The gifts will meet the philosophy, mission, goals, and 
objectives of the District.  Provisions will be made for the screening of gifts.  The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 
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Administrative Regulations for Policy 711 (Gifts) 
 
711-01 All gifts, when accepted by the Board, shall become the property of the Richland 

School District. 
 
711-02 The District Administrator will evaluate the gift for attachments or special 

privileges and so inform the Board. 
 
711-03 If the integrity of the gift is questioned, the District Administrator is directed to 

use the Policy and Administrative Regulations for Reconsideration of Materials to 
determine if the gift should be accepted. 

 
711-04 Funds raised by non-school groups through fundraising activities and directed to 

individual schools or school organizations shall be considered gifts to the District. 
 
711-05 After the Board has accepted the gift, a letter, which includes the value of the gift, 

will be sent to the donor(s). 
 
711-06 The Richland School District shall not discriminate in the acceptance and 

administration of gifts on the basis of age, sex, color, race, religion, national 
origin, ancestry, creed, pregnancy, marital or parental status, sexual orientation, 
physical disability, mental disability, emotional disability, or learning disability, 
or any other category protected by applicable law. 
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712   GRANTS 
 

The Board of Education believes that as an alternative source of resources, the 
School District and its personnel should actively search out and apply for grant 
moneys and supplies.  Grants shall be approved by the Board and shall follow 
approved accounting procedure.  Grants shall meet the educational philosophy, 
mission statement and goals 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 712 (Grants) 
 
712-01 Grants are defined as any money or items the District seeks from outside sources 

that require a written proposal or application. 
 
712-02 Grants applied for by individuals, groups of individuals, buildings, clubs, 

PTA/PTO or other combinations must follow these Administrative Regulations. 
 
712-03 An Administrator in the District will be the Administrator in charge of the grant 

from conception through completion. 
 
A. The Grant Administrator is responsible to ensure that the grant is consistent 

with t�K�H���'�L�V�W�U�L�F�W�¶�V���H�G�X�F�D�W�L�R�Q�D�O���S�K�L�O�R�V�R�S�K�\�����P�L�V�V�L�R�Q���V�W�D�W�H�P�H�Q�W�����D�Q�G���J�R�D�O�V�� 
B. The Grant Administrator is responsible to inform the Board of any costs 

�L�Q�F�X�U�U�H�G���E�\���W�K�H���'�L�V�W�U�L�F�W�¶�V���D�V�V�R�F�L�D�W�L�R�Q���Z�L�W�K���D���J�U�D�Q�W�� 
 
712-04 A Richland School District Grant Summary form shall be submitted to the District 

Administration before an individual or group proceeds with the actual writing of 
the grant (see attached form). 

 
712-05 Before a grant is presented to the Board for final approval, the grant and the grant 

writers shall meet with the District Administration (District Administrator, 
Business Official, and Grant Administrator). 

 
712-06 A grant not approved by the Board of Education before submittal must be 

approved by the Board of Education within 45 days of the grant deadline, or 
before acceptance. 

 
712-07 The Board reserves the right to refuse all grants. 
 
712-08 A grant that is approved shall be considered accepted if awarded to the District. 
 
712-09 Accepted grants will follow all current and accepted District business office and 

GAAP procedures. 
 
712-10 Grants that require District resources shall be approved by the Board before 

submittal. 
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713   BEQUESTS/MEMORIALS 
 

The Board of Education encourages the public to remember the Richland School 
District in their wills and bequests.  The Board directs the District Administrator 
or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 713 (Bequests/Memorials) 
 
713-01   Individuals or families wishing to provide a bequest/memorial to the District may 

be directed to the Richland School District Foundation, Inc. 
 
713-02  The Richland School District Foundation, Inc. will inform the School Board of 

the bequest/memorial, once the bequest/memorial has been delivered to the 
Foundation. 

 
713-03   The benefactor may direct, in writing, guidelines for use of the bequest/memorial. 
 
713-04    The Board reserves the right to accept or reject bequests/memorials and the terms 

of the will or written directive. 
 
713-05    Bequests/memorials will not be accepted or rejected based on age, sex, color, 

race, religion, national origin, ancestry, creed, pregnancy, marital or parental 
status, sexual orientation, physical disability, mental disability, emotional 
disability, or learning disability, or any other category protected by applicable 
law. 
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714  DISPOSAL OF SCHOOL EQUIPMENT AND MATERIALS 
 

The Board of Education recognizes that school equipment and materials may no 
longer support the current educational program.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 714 (Disposal of School Equipment and Materials) 
 
714-01  A resolution must be passed at the Annual Meeting to dispose of school property. 
 
714-02 A list of the equipment and materials no longer needed by the District shall be 

presented to the Board for approval. 
 
714-03 Sale or auction shall dispose of the approved equipment or materials. 
 
714-04 Equipment or materials considered unusable and/or beyond repair to a point 

where administrators feel they cannot be sold, may be destroyed or discarded. 
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715  403(b) RETIREMENT PLAN 
 

The Board of Education acknowledges that A 403(B) Retirement Plan is a form of 
retirement plan whereby an employee elects to have a portion of his/her salary 
contributed to the 403(b) Retirement Plan rather than receiving that portion of the 
salary in cash.  The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 
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Administrative Regulations for Policy 715 (403 (b) Retirement Plan) 
 
715-01 The District shall offer to all employees the opportunity to participate in a 

properly IRS regulated 403(b) Retirement Plan.  The District may contract with a 
third-�S�D�U�W�\�� �D�G�P�L�Q�L�V�W�U�D�W�R�U�� �W�R�� �P�R�Q�L�W�R�U�� �W�K�H�� �3�O�D�Q�� �D�Q�G�� �W�R�� �D�V�V�X�U�H�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V�� �3�O�D�Q��
remains compliant with IRS regulations.   

 
715-02 The 403(b) Retirement Plan may be operated or managed by District approved 

vendors.  All vendors must comply with the IRS regulations.  The third party 
administrator will monitor the approved vendors to assure they remain compliant 
with IRS regulations.   

 
715-03 The first payroll deduction on a new policy will be made during September or 

January of each year.  All forms and other data must be submitted to the Business 
Office no later than September 1st or January 1st of each year. 

 
715-04  Present 403(b) retirement plan participants may add to, or decrease, deductions on 

September 1st or January 1st of each calendar year. 
 
715-05  Cancellations may be initiated any time during the year if the Business Office is 

provided with the pertinent information and authorization.  Re-instatement of a 
cancelled policy must follow the September 1st or January 1st deadlines. 

 
715-06  A maximum of two different 403(b) retirement plan deductions may be made for 

each employee. 
 
715-07 Employees may have to pay fees associated with the administration of the 403(b) 

Retirement Plan.  Fees would be deducted from paychecks on a quarterly basis. 
 
715-08  Insurance agents may not contact employees on school premises during normal 

school hours. 
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716   STUDENT ACTIVITY FUND 
 

The Board of Education accepts the statutorial responsibility of managing student 
activity funds.  The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 
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Administrative Regulations for Policy 716 (Student Activity Fund) 
 
716-01 Activity fund money shall be authorized and accumulated under the auspices of 

the schools.  It is considered public money under control of the District, and must 
be accounted for in the same manner as other monies.  Likewise, disbursement 
shall follow District disbursement protocol. 

 
716-02 All clubs, youth groups and classes shall use the student activity fund, called the 

Agency Fund by DPI. 
 
716-03    An authorized club, youth group or class must fulfill the following criteria: 
 

A. Have approval of the building level administrator and the school board. 
B. �+�D�Y�H���D���P�L�V�V�L�R�Q���W�K�D�W���S�U�R�P�R�W�H�V���W�K�H���'�L�V�W�U�L�F�W�¶�V���H�G�X�F�D�W�L�R�Q�D�O���S�K�L�O�R�V�R�S�K�\�� 
C. Have a constitution or set of by-laws. 
D. Have officers, or designated student leadership. 
E. Have a school employee as an assigned advisor. 

 
716-04 Activity fund money must be deposited through authorized personnel into 

separate designated accounts or funds.  Negative balances shall not be allowed, 
unless pre-approved by the building level administrator and the Business Official 

 
716-05 Activity fund disbursements must relate to the educational growth of the club, 

youth group or class members, or for a purpose beneficial to the school 
community.  The student treasurer, faculty advisor and building administrator 
must approve disbursements. 

 
716-06 An account shall be considered inactive after twelve consecutive months without             

financial activity.  Inactive accounts are closed by the Business Official, and the 
funds are transferred to the Activity Fund Interest Account. 

 
716-07     Senior class funds, at the time of graduation, may be expended or encumbered for 

a class gift or other immediate purpose.  Funds shall not be accumulated for a 
post-graduation reunion or other similar purposes.  Any unencumbered senior 
class funds on hand after commencement shall be considered inactive, and shall 
be transferred in the same manner as in the preceding policy section. 

 
716-08 Interest accumulated from the investment of Activity Funds by the District shall 

accrue and be used for the �E�H�Q�H�I�L�W�� �R�I�� �W�K�H�� �V�F�K�R�R�O�¶�V�� �V�W�X�G�H�Q�W�V���� �� �7�K�H�� �E�X�L�O�G�L�Q�J�� �O�H�Y�H�O��
administrator shall make recommendations to the Board from time to time on how 
the interest activity funds (or part thereof) could be used.  The Board shall then 
approve or disapprove the proposed expenditure. 
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801  STATEMENT OF GUIDING PRINCIPLES 
 

The Board of Education believes auxiliary services shall support the educational 
programs of the District and meet the needs of the students.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 

 
 



  Reviewed 11/8/10 
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Administrative Regulations for Policy 801 (Statement of Guiding Principles) 
 
801-01 An auxiliary service is a program, activity or business function which directly 

benefits the pupils of the Richland School District and supports the instructional 
programs. 

 
801-02 Auxiliary services shall be approved by the Richland Board of Education, and 

adhere to related Wisconsin State Statutes. 
 
801-03 Approved services may be administered by the District or contracted by outside 

vendors or businesses. 
 
801-04 Auxiliary services shall be reviewed by the Richland Board of Education on an 

annual basis as follows: 
 
A. To determine whether or not the service is needed and supports District 

programs. 
B. To determine if the District shall provide the service, or contract for such 

service. 
C. To determine if changes are needed in the service, program procedures or 

contracts. 
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3/17/03 

802  SCHOOL LUNCH 
 

The Board of Education believes school lunch shall provide a nutritious lunch in 
the form of the federally defined Type A lunch or through a la carte programs. 
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 



Reviewed 11/8/10 
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Administrative Regulations for Policy 802 (School Lunch) 
 
802-01 School lunches are available to students and all school personnel when school is 

in session. 
 
802-02 The school lunch program shall be under the direction of a trained individual who 

will perform the following duties: 
 

A. Establish and maintain a central record system. 
B. Prepare menus and recipes as per Federal guidelines. 
C. Initiate purchasing for all food service programs and follow State-required 

bidding procedures. 
D. Recommend personnel for employment, promotion or dismissal. 
E. Conduct in-service training programs for all food service personnel. 
F. Make recommendations for modifications to the school lunch program to 

assure continued compliance with applicable legal requirements. 
 
802-03 School lunch shall offer a Federally-defined Type-A lunch to all students, and the 

Richland Board of Education shall approve the price per meal. 
 
802-04 A la Carte lunch may be available at the middle school and the high school.  A la 

Carte lunch means an individual must pay for each food item. 
 
802-05 The school lunch program should be self-supporting, however, the Board may 

direct district funds to be used to supplement the school lunch budget in the 
following areas: 

 
A. To provide and maintain necessary physical plant and facilities. 
B. To purchase equipment necessary for the food service program. 
C. To supplement the budget in other areas of the operational budget as deemed 

necessary by the Board. 
 
802-06 Free milk shall be provided to free hot lunch students during the noon lunch. 
 
802-07 Students may bring a lunch to school and purchase milk at school at the price 

established by the Board. 
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803  SCHOOL BREAKFAST 
 

The Board of Education believes school breakfast shall be available at sites where 
the program is economical. The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 803 (School Breakfast) 
 
803-01 School breakfasts are available to students and all school personnel in buildings 

recommended by the administrator of the school lunch program. 
 
803-02 The school breakfast program shall be under the direction of the person who 

supervises the school lunch program. 
 
803-03 School breakfast that receives government reimbursement must follow those 

guidelines.  School breakfast that is a la carte need not follow such guidelines. 
 
803-04 The Richland Board of Education annually must approve the price per breakfast. 



  

Reviewed 11/8/10 
3/17/03 

804  SCHOOL MILK PROGRAMS 
 

The Board of Education believes students should have available BGH-free, 
Wisconsin-produced milk during each day in which school is in session. . The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



  

Reviewed 11/8/10 
3/17/03 

Administrative Regulations for Policy 804 (School Milk Programs) 
 
804-01 School milk is subsidized through the federal government under the school lunch 

guidelines, and through the Wisconsin School Day Milk Program under the 
Wisconsin State Statutes. 

 
804-02 Two milk choices may be offered, one of which must be fluid whole milk 

(flavored or unflavored) and the other fluid low fat or skim milk (unflavored) for 
the school lunch program. 

 
804-03 For the Wisconsin School Day Milk Program, the milk must be Wisconsin-

produced milk. 
 
804-04 In the event a child is allergic to milk or has another medical reason which 

prohibits milk consumption, then juice shall be available. 
 
804-05 Since the purchase of milk is likely to exceed $10,000, there must be a formal bid 

process to select a milk supplier.  The following basic factors must be used in 
analyzing the bids: 

 
A. Price 
B. Availability of supplier to provide milk on a continuing basis. 
C. Delivery terms in the district. 
D. Lowest bidder must be selected if participating in the federally funded food 

service programs. 
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805  FREE AND REDUCED COST MEALS 
 

The Board of Education believes that families that are unable to purchase 
nutritious snacks, breakfasts and lunches should be allowed to participate in the 
free and reduced meal programs offered by the Federal government.  The Board 
directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



Reviewed 11/8/10 
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Administrative Regulations for Policy 805 (Free and Reduced Cost Meals) 
 
805-01 Free or reduced cost meals shall be provided to those students whose parents or 

guardians cannot pay the cost of the meals. 
 
805-02 The inability to pay must be documented using the forms and regulations of the 

Federal Guidelines and the Department of Public Instruction. 
 
805-03 The Food Service Director or Business Manager shall process and act on all 

requests for free or reduced meals using State and Federal guidelines as adopted 
by the Board annually. 

 
805-04 The District Administrator shall serve as an appeal agent when a parent desires to 

appeal the decision of the Food Service Director or Business Manager. 
 
805-05 Enrollment data may be submitted to the department of workforce development 

for the purposes of directly certifying children as eligible for free or reduced-
priced meals under the federal school nutrition programs. 



Reviewed 11/8/10 
3/17/03 

806  COMPETITIVE FOOD SALES 
 

The Board of Education believes school meal programs take precedence over 
other food sales, thus the federal guidelines must be followed.  The Board directs 
the District Administrator or Designee to develop administrative regulations for 
this policy. 



Reviewed 11/8/10 
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Administrative Regulations for Policy 806 (Competitive Food Sales) 
 
806-01 �2�Q�O�\���Q�X�W�U�L�W�L�R�Q�D�O���I�R�R�G���L�W�H�P�V���V�K�D�O�O���E�H���V�R�O�G���G�X�U�L�Q�J���W�K�H���V�F�K�R�R�O�¶�V���G�H�V�L�J�Q�D�W�H�G���E�U�H�D�N�I�D�V�W��

or school lunch periods.  Those items will be evaluated based on eight different 
nutrients, including protein, vitamins and minerals. 

 
806-02 A trained individual will determine the nutritional value of the food item and 

decide if the item(s) adhere to the guidelines as established by the United States 
Department of Agriculture (USDA). 

 
806-03 The USDA has identified the following food categories as minimal nutritional 

value, and will not be allowed for sale during breakfast or lunch:  
 

A. Soda Water �± �D�O�O���F�D�U�E�R�Q�D�W�H�G���E�H�Y�H�U�D�J�H�V�����L�Q�F�O�X�G�L�Q�J���W�K�R�V�H���W�K�D�W���D�U�H���³�V�X�J�D�U-�I�U�H�H���´ 
B. Water Ices �± frozen sweetened water (ice cream and yogurt both contain milk 

or egg products, therefore do not fall into this prohibited category). 
C. Chewing gum �± including sugarless gum. 
D. Certain Candies �± such as hard candies, jellies and gums, marshmallow 

candies, fondants, licorice, spun candies and candy-coated popcorn.   
 
806-04 All competitive food sales shall be the responsibility of the food service 

department. 
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807  PUPIL TRANSPORTATION – GENERAL ROUTES 
 

The Board of Education believes transportation of district students should be safe 
and efficient as well as in compliance with statutory provisions and State 
Department of Public Instruction regulations. The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 



Reviewed 11/8/10 
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Administrative Regulations for Policy 807 (Pupil Transportation – General Routes) 
 
807-01 The operation of the transportation program shall be the responsibility of the 

Business Manager and the Transportation Supervisor.  Duties include the 
following: 

 
A. Review of routing and scheduling of buses. 
B. Determine that State Statutes have been met with regard to driver qualification 

and health. 
C. Assure the fleet of buses has been properly inspected, insured and maintained 

for safety and cleanliness. 
 
807-02 Transportation service shall be provided for all resident pupils who reside outside 

of the city of Richland Center and at a distance of five-tenths (0.5) of a mile or 
more from the school of attendance.  The exception to this is handicapped pupils 
who have an IEP dictating transportation, or who are physically or otherwise 
unable to walk to their attendance centers, therefore will be provided 
transportation regardless of distance. 

 
807-03 Parents of students in grades K-8 who wish to refuse the school transportation 

offer and opt to let their child(ren) walk or use private transportation to and from 
school on a long-term basis must notify the building level administrator in 
writing. 

 
807-04 The District shall transport resident private school students.  The private school 

shall notify the Transportation Supervisor prior to the last day of July each year of 
the names, grade levels, and location of all pupils planning to attend that private 
school during the forthcoming school term and who are eligible for transportation, 
unless extenuating circumstances arise which make such timely notification 
impossible. 

 
807-05 Bus routes shall be developed to equalize student riding time and, when feasible, 

the route shall be reversed so that the first student picked up in the morning would 
be the first child off the bus in the evening. 

 
807-06 The factors to be considered when reversing a bus route include the following, not 

necessarily in order of importance: 
 

A. The riding time of the student at the route extremes. 
B. There  shall  be  no  significant  increase  in  mileage  or  driver’s  time. 
C. There shall be significant increase in costs to the District. 
D. There shall be no additional safety hazards involved such as, but not limited 

to, poor roads, use of poor turnarounds, hills that are run one way more safely 
than another, blind spots, and intersections. 

E. Recommendations of the administration and bus contractors. 
 



Reviewed 11/8/10 
3/17/03 

807-07 The Board shall endeavor to have bus routes designed in such a manner as to keep 
normal pupil riding time under seventy (70) minutes on the a.m. route and seventy 
(70) minutes on the p.m. route.  Riding time for students attending schools in the 
City of Richland Center shall be figured from pick-up point to the City limits on 
the a.m. route and from the City limits to the drop-off point on the p.m. route. 

 
807-08 The Richland Board of Education shall approve all bus routes. 
 
807-09 Bus stop locations will be designed to protect the safety of the students and to 

expedite the overall design and riding time of the bus route.  The Board has the 
following expectations: 

 
A. The Board does not subscribe to a general policy of door-to-door pickup. 
B. Pupils may be expected to walk up to one-half mile to board a bus. 
C. Hazard conditions within maximum walking distances shall be determined by 

the combined investigation of the school district and law enforcement 
officials. 

D. A safe bus route must be free of overhanging brush, passable by the school 
bus using the route in all weather, and have a minimum width of 14 feet for 
private driveways, with a turnaround, if necessary.  The turnaround must be 
constructed so the bus may enter the premises, stop, pick up or discharge 
children safely, back up once, and leave the premises.  Any turnaround 
declared unsafe by the County Sheriff will not be used until it is made safe, 
and again inspected. 

E. In-town pick-up points and shuttle routes shall be established by the 
Transportation Supervisor and approved by the Board. 



Reviewed 11/8/10 
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808  STUDENT BEHAVIOR ON SCHOOL BUSES 
 

The Board of Education promotes safety on buses, and believes student behavior 
on school buses is a safety concern of student riders, parents, bus drivers and 
school officials. The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 



Reviewed 11/8/10 
3/17/03 

Administrative Regulations for Policy 808 (Student Behavior on School Buses) 
 
808-01 The Transportation Supervisor shall develop procedures and rules to provide for 

the safety of pupils, to govern bus operation, and to enumerate the type of 
behavior desired of pupils and drivers. 

 
808-02 Failure of students to follow bus riding rules will lead to disciplinary procedures, 

including denial of busing privileges. 
 
808-03 Bus Discipline Procedures shall be approved by the Board of Education. 
 
808-04 The authority to suspend a pupil temporarily from riding a bus is vested with the 

Transportation Supervisor, or designee.  Bus drivers or contractors may not 
deprive a student of his/her transportation privileges. 

 
808-05 Only the School Board shall authorize suspension of more than one week. 
 
808-06 In situations where there is a sudden, immediate, and grave threat to health and 

safety caused by the actions of one or more pupils, the driver must do the 
following: 

 
A.  Stop the bus in a safe location. 
B. Contact the bus dispatcher to request assistance. 
C. Eject the pupil or pupils causing the disturbance and/or evacuate the entire   

bus. 
D. Wait for law enforcement officials. 

 
808-07 In the exercise of such extreme measure, the driver must take care to see that 

students leaving the bus are not exposed to harm or injury. 
 
809-09 �7�K�H���E�X�V���G�U�L�Y�H�U���V�K�D�O�O���U�H�S�R�U�W���D�O�O���V�W�X�G�H�Q�W���E�H�K�D�Y�L�R�U���L�Q�I�U�D�F�W�L�R�Q�V���W�R���W�K�H���S�X�S�L�O�¶�V���S�D�U�H�Q�W�V����

and a Bus Conduct Report shall be filed. 
 



Reviewed 11/8/10 
  3/17/03 

809  CO-CURRICULAR TRANSPORTATION 
 

The Board of Education believes transportation may be made available to district 
students who are participants of school sponsored or school-related events. The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



Reviewed 11/8/10 
  3/17/03 

Administrative Regulations for Policy 809 (Co-curricular Transportation) 
 
809-01 The administration must authorize transportation for pupils who may attend 

school-related events either as participants or spectators. 
 
809-02 �3�X�S�L�O�V�¶�� �S�D�U�H�Q�W�V���� �D�X�W�K�R�U�L�]�H�G�� �F�K�D�S�H�U�R�Q�H�V���� �V�F�K�R�R�O�� �G�L�V�W�U�L�F�W�� �R�I�I�L�F�L�D�O�V���� �I�D�F�X�O�W�\�� �D�Q�G��

employees may be included as passengers if previously authorized by the 
Transportation Supervisor. 

 
809-03 Buses shall be used whenever practical. 
 
809-04 When the use of bus is not practical, the building level administrator may 

authorize use of a District or private vehicle, and shall follow the related policy. 
 
809-05 Pupils who refuse or who otherwise do not use approved District transportation to 

an activity may not in any way participate or represent the school in said activity. 
 
809-06 Pupils riding to such events shall return via the transportation provided, unless 

one of the following procedures is followed: 
 

A. The parent attends the event and signs the pupil transportation release for 
his/her child. 

B. The parent does not attend the event, but sends written permission to the 
school office at least one day prior to the event.  The note must include the 
date and name of the event, the name of the parent who will be driving and the 
name of his/her child who is receiving special riding privileges.  The parent 
who drives must sign the pupil transportation release at the event. 

 
809-07 Passengers are expected to pay the transportation costs involved in such activities 

as spectator buses and club trips. 



Reviewed 11/8/10 
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810  PUPIL TRANSPORTATION IN ALTERNATIVE VEHICLES 
 

The Board of Education believes that only qualified drivers should be allowed to 
transport pupils in alternative vehicles.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 



Reviewed 11/8/10 
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Administrative Regulations for Policy 810 (Pupil Transportation in Alternative Vehicles) 
 
810-01 An alternative vehicle is any motor vehicle that is not a yellow school bus and is 

used to transport pupils. 
 
810-02 All employees who transport students in an alternative vehicle must comply with 

all parts of State Statutes.  The following steps must be completed prior to driving 
an alternative vehicle with students: 

 
A. A driver license check is to be done by the District.  This must be done 

annually with the Transportation Supervisor. 
B. The District must do a criminal background check.  This must be done every 

four years by submitting the State-required form. 
C. If the employee uses his/her personal car, then the vehicle must pass a vehicle 

inspection and must have proof of current automobile insurance. 
 
810-03 Parents who volunteer to drive pupils must comply with all the same requirements 

as the employees prior to driving any students. 
 
810-04 Parents who have a Parent Transportation Contract with the District must comply 

with all of the same requirements as those of the employees prior to driving any 
students.  Furthermore, parents may have to meet additional criteria as established 
by the Board of Education via the contract. 

 
810-05 The use of District vehicles for transporting students shall be restricted to 

transporting pupils to and from school, or for approved school activities.  Students 
shall not be allowed to drive district owned vehicles. 

 
810-06 All employees who use the district-owned vehicles will complete the Driver 

Profile Procedure. 
 
810-07 The Driver Profile Procedure is attached and the Alternative Vehicle Driver 

Information Request Forms are located in the office of the Transportation 
Supervisor.   

 



Reviewed 11/8/10 
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DRIVER PROFILE PROCEDURE 
 
The purpose of this Driver Profile is to establish standards by which the Richland School District can 
evaluate qualified safe drivers.  This is to be used to evaluate drivers using the District vehicles and to 
evaluate drivers transporting students in private or district vehicles.  
 
The District shall review the Driving Record Abstract for individuals who want to use district vehicles or 
who want to transport students.  The following violations will result in points assessed.  When an 
individual accumulates sixty (60) points, he/she will not be allowed to use district vehicles or transport 
students.  
 

20 points for each moving violation  
 

20 points for each accident  
 

20 points for each failure to observe driving rules  
 

40 points for any of the above violations taking place in a district vehicle 
 

60 points for driving under the influence of alcohol or drugs 
 

60 points for reckless driving  
 

60 points for license suspension  
 

60 points for negligent homicide 
 

60 points for great bodily harm 
 
�,�W���L�V���W�K�H���G�U�L�Y�H�U�¶�V���U�H�V�S�R�Q�V�L�E�L�O�L�W�\���W�R���U�H�S�R�U�W���D�Q�\���R�I���W�K�H���D�E�R�Y�H���O�L�V�W�H�G���Y�L�R�O�D�W�L�R�Q�V���W�R���W�K�H Transportation Director.  
Driving records will be checked annually with the Department of Transportation.  
 
In the event of suspension of driving privileges under this procedure, the driver has five (5) working days 
to appeal his/her case to the Transportation Director.  The individual will have a hearing with the 
Transportation Director, the level Administrator, the Bus Company Manager and the District Safety 
Director.  The hearing committee will inform the individual of its decision within five (5) working days of 
the hearing.  Further appeals can be pursued with the District Administrator and finally with the Board of 
Education.  
 
All appeals must be made within five (5) working days of the previous finding.  
 
 
 
Revised:  April 24, 1997 
 
 
 



Reviewed 11/8/10 
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811          USE OF VIDEO CAMERAS ON SCHOOL BUSES 
   

The Richland School District approved the use of video cameras on school buses 
for the primary purpose of reducing disciplinary problems and vandalism on the 
bus, thereby allowing the driver to focus on the driving of the bus and providing 
for safer transportation of students.  The Board directs the District Administrator 
or Designee to develop administrative regulations for this policy. 

 



Reviewed 11/8/10 
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Administrative Regulations for Policy 811 (Use of Video Cameras on School Buses) 
 
811-01 Parents shall be notified once per year via student handbooks and the annual 

�³�%�D�F�N���W�R���6�F�K�R�R�O�´���L�Q�I�R�U�P�D�W�L�R�Q���L�Q���W�K�H���Q�H�Z�V�S�D�S�H�U���S�X�E�O�L�F�D�W�L�R�Q���W�K�D�W���Y�L�G�H�R���F�D�P�H�U�D�V���D�U�H��
being used on the buses.  Furthermore, a sign shall be placed at the front of each 
bus indicating that video cameras are present. 

 
811-02 The bus company shall determine the rotation of the video cameras and will 

maintain a log with dates, bus numbers and bus drivers.  Bus drivers will not be 
informed on which bus the video camera is operating.  Individual drivers and 
administrator may request that the video camera be on a specific bus on 
designated dates. 

 
811-03 Parents/Guardians may request that the video camera be on a specific bus, and 

each request will be reviewed by the District Administrator or Designee and the 
bus company designee, and authorized by District administration. 

 
811-04 Only the bus company manager, bus drivers, administrators and school board 

members shall be authorized to view the videotape for the purpose of 
documenting which student(s) may be involved.  Disciplinary action may be taken 
with students based on a video documentation. 

 
811-05 Parents/Guardians may view only the isolated segment of tape that documents the 

incident involving his/her child.  The bus company designee or school 
administrators shall view the videotape with the student and parent/guardian.  A 
log shall be kept of the date and names of the individuals viewing the videotape. 

 
811-06 The videotape shall not be available for viewing by the public in general, the 

media or other individuals.  The school administration may authorize other 
individuals such as guidance counselor, school psychologist or social worker to 
view segments of a specific videotape if such individuals are working with the 
student on the videotape because of behavioral, emotional or learning problems 
and viewing the videotape is beneficial to their role in assisting the student.  A log 
shall be kept of the date and names of the individuals viewing the videotape. 

 
811-07 If there are no reported bus problems pertaining to the date the videotape was 

recorded, the bus company may erase or re-use the videotape after ten (10) school 
days.  If there was a bus problem recorded on videotape, that tape will be kept 
until District administration approves the re-use of the tape. 



Reviewed 11/8/10 
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812  TRANSPORTATION TO AND/OR FROM CHILDCARE PROVIDERS 
 

The Board of Education recognizes the need for parents to employ childcare 
providers before and/or after school, thus changing the use of school buses.  The 
Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 

 
 



Reviewed 11/8/10 
3/17/03 

Administrative Regulations for Policy 812 (Transportation To And/Or From Childcare 
Providers) 
 
812-01 �&�K�L�O�G�F�D�U�H���S�U�R�Y�L�G�H�U���L�V���G�H�I�L�Q�H�G���D�V���D���O�R�F�D�W�L�R�Q���R�W�K�H�U���W�K�D�Q���W�K�H���S�D�U�H�Q�W���J�X�D�U�G�L�D�Q�¶�V���S�O�D�F�H��

of residence. 
 
812-02 Parents of students who need to be picked up from and/or delivered to a Private 

�%�D�E�\�V�L�W�W�H�U�¶�V���5�H�V�L�G�H�Q�F�H��must follow this procedure: 
 
A. Submit a signed, written request to the school office two weeks prior to when 

the location is effective. 
B. This request m�X�V�W���V�W�D�W�H���W�K�H���Q�D�P�H�V���R�I���W�K�H���V�W�X�G�H�Q�W�V���L�Q�Y�R�O�Y�H�G�����W�K�H���V�W�X�G�H�Q�W�V�¶���K�R�P�H��

�D�G�G�U�H�V�V���D�Q�G���W�K�H���E�D�E�\�V�L�W�W�H�U�¶�V���Q�D�P�H���D�Q�G���D�G�G�U�H�V�V�� 
C. All written requests must be forwarded to the bus contractor. 

 
812-03 Requests for �3�U�L�Y�D�W�H���%�D�E�\�V�L�W�W�H�U�¶�V���5�H�V�L�G�H�Q�F�H will be evaluated, and may be granted 

if all the following items have been fulfilled: 
 

A. The student is enrolled in a public or private school in the district. 
B. The student is at least four years old. 
C. �7�K�H�� �E�D�E�\�V�L�W�W�H�U�¶�V�� �U�H�V�L�G�H�Q�F�H�� �L�V�� �R�Q�� �D�Q�� �H�V�W�D�E�O�L�V�K�H�G�� �E�X�V�� �U�R�X�W�H���� �� �7�K�H�� �E�X�V�� �P�X�V�W�� �Q�R�W��

deviate from its normal route, nor add any additional stops. 
D. There is space available on the bus. 

 
812-04 Student transportation to and/or from a Private Day Care Center located in the 

district is provided only if the following conditions exist: 
 

A. The center is licensed by the State of Wisconsin and a copy of the license is 
provided to the district. 

B. The center submits a signed, written request to the Transportation 
�6�X�S�H�U�Y�L�V�R�U�¶�V���R�I�I�L�F�H���D�W���O�H�D�V�W���W�K�U�H�H���P�R�Q�W�K�V���S�U�L�R�U���W�R���W�K�H���E�H�J�L�Q�Q�L�Q�J���R�I���W�K�H���V�F�K�R�R�O��
year. 

C. The center provides to the Transportation Supervisor a list of students who 
�Z�L�O�O���X�V�H���W�K�H���V�H�U�Y�L�F�H�������7�K�H���O�L�V�W���P�X�V�W���L�Q�F�O�X�G�H���W�K�H���V�W�X�G�H�Q�W�¶�V���Q�D�P�H�����S�D�U�H�Q�W�V���Q�D�P�H����
address and telephone number.  Any changes, additions or subtractions to the 
list must be reported immediately by telephone, and followed by a written 
notice. 

D. The students involved are residents of the district and are at least four years of 
age. 

E. The day care center involved agrees to follow all rules, policies and 
procedures concerning transportation presented by the district. 

F. The Board shall approve the request, and determine if a charge is necessary. 
 
812-05 All requests shall be on a first come, first served basis, and shall not cause any 

additional cost to the school district for providing this transportation service. 
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812-06 Only two changes of childcare provider are accepted during any one school year, 

except when there are extenuating circumstances and then only with special 
approval.  Each change requires a parent to file a new request with the school 
office. 
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901 STATEMENT OF GUIDING PRINCIPLES 
 

The Board of Education recognizes the primary purpose of school buildings, grounds and 
equipment is to provide facilities for achieving the educational objectives of the District.  
The Board directs the District Administrator or Designee to develop administrative 
regulations for this policy. 



Revised 6/6/11 
 6/16/03 

Administrative Regulations for Policy 901 (Statement of Guiding Principles) 
 
901-01 There shall be a regularly scheduled review of all buildings, grounds and 

equipment. 
 
901-02 All facilities shall be maintained according to state, federal and insurance 

company codes and expectations. 
  
901-03    The Board of Education shall employ individuals and/or contract services to 

assure that all facilities are safe for pupils, employees and visitors. 
 
901-04  The Board of Education shall have final responsibility for the use of District-

owned buildings, grounds and equipment. 



Revised 6/6/11 
6/16/03  

902 RESPONSIBILITIES 
 

The Board of Education delegates daily responsibilities of caring for buildings and 
grounds to employees of the District.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 



Revised 6/6/11 
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Administrative Regulations for Policy 902 (Responsibilities) 
 
902-01 Operation and maintenance of school buildings, facilities and school-owned 

grounds shall be the responsibility of the Business Manager. 
 
902-02 Building principals are primarily responsible for the security and maintenance of 

their building(s) during the school year. 
 
902-03 Building and grounds safety shall be the responsibility of the Business Manager 

and the building principals.  The District Safety Coordinator with his/her 
committee shall help survey pupil safety needs and make recommendations to 
improve pupil safety in school buildings, school facilities and school grounds. 

 
902-04 The Business Manager has the responsibility of keeping the District buildings, 

facilities and grounds in compliance with State and Federal codes, rules and 
regulations. 



Revised 6/6/11 
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903 USE OF SCHOOL FACILITIES AND GROUNDS 
 

The Board of Education encourages the responsible use of school facilities by local 
school and community groups.  The Board directs the District Administrator or Designee 
to develop administrative regulations for this policy. 



Revised 6/6/11 
6/16/03 

Administrative Regulations for Policy 903 (Use of School Facilities and Grounds) 
 
903-01 The right to authorize the use of school facilities shall be retained by the Board of 

Education and/or district administrator.  Such use will be determined by district 
policy and procedures, and will be permitted only at times when the facilities are 
free from district curricular and co-curricular activities. 

 
903-02 The Board, or designee, reserves the right to reassign or cancel usage of school 

facilities when necessary due to conflicts with school activities or when it appears 
to be in the best interest of the school district. 

 
903-03 The Board may charge a rental fee on the use of school facilities according to a 

fee schedule established for that purpose. 
 
903-04 Requests for the use of school facilities shall be made through the business 

manager, or his/her designee. 
 
903-05 All individuals and groups using school facilities shall adhere to regulations 

governing the use of school facilities. 
 
903-06 Authorization for use of school facilities shall not be considered as an 

endorsement of or approval of the activity, group or organization nor the purpose 
it represents. 

 
903-07 Athletic fields shall only be used for athletic events, and not for activities such as 

concerts, private parties or for other personal activities or occasions. 
 
903-08 The district reserves the right to close schools and athletic facilities for 

maintenance reasons, vandalism or uncontrolled behavior on the part of the 
participants. 

 
903-09 The Richland School District shall not discriminate in access to school facilities 

on the basis of sex, race, national origin, ancestry, creed, religion, pregnancy, 
marital or parental status, sexual orientation, handicap, or physical, mental, 
emotional or learning disability.  Discrimination complaints shall be processed in 
accordance with established procedures. 



6/16/03 

903 USE OF SCHOOL FACILITIES AND GROUNDS 
 

The Board of Education encourages the responsible use of school facilities by local 
school and community groups.  The Board directs the District Administrator or Designee 
to develop administrative regulations for this policy. 



6/16/03 

Administrative Regulations for Policy 903 (Use of School Facilities and Grounds) 
 
903-01 The right to authorize the use of school facilities shall be retained by the Board of 

Education and/or district administrator.  Such use will be determined by district 
policy and procedures, and will be permitted only at times when the facilities are 
free from district curricular and co-curricular activities. 

 
903-02 The Board, or designee, reserves the right to reassign or cancel usage of school 

facilities when necessary due to conflicts with school activities or when it appears 
to be in the best interest of the school district. 

 
903-03 The Board may charge a rental fee on the use of school facilities according to a 

fee schedule established for that purpose. 
 
903-04 Requests for the use of school facilities shall be made through the business 

manager, or his/her designee. 
 
903-05 All individuals and groups using school facilities shall adhere to regulations 

governing the use of school facilities. 
 
903-06 Authorization for use of school facilities shall not be considered as an 

endorsement of or approval of the activity, group or organization nor the purpose 
it represents. 

 
903-07 The Richland School District shall not discriminate in access to school facilities 

on the basis of sex, race, national origin, ancestry, creed, religion, pregnancy, 
marital or parental status, sexual orientation, handicap, or physical, mental, 
emotional or learning disability.  Discrimination complaints shall be processed in 
accordance with established procedures. 



Revised 6/6/11 
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904 USER ELIGIBILITY FOR USE OF SCHOOL FACILITIES 
 

The Board of Education recognizes that clearly defined categories of who may use the 
facilities may avoid inconsistency and controversy.  The Board directs the District 
Administrator or Designee to develop administrative regulations for this policy. 



Revised 6/6/11 
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Administrative Regulations for Policy 904 (User Eligibility for Use of School Facilities) 
 
904-01 School Activities �± School district curricular and co-curricular activities and 

district supported staff activities have priority access to school facilities during 
and after school hours.  Any specially scheduled activities may be canceled or 
modified to accommodate school activities. 

 
904-02 School-Affiliated Activities �± Education programs sponsored by post-secondary 

institutions, programs sponsored by the Richland School District Foundation or 
other educationally related activities may utilize school facilities free of charge 
after school hours.  Special assessments will be charged when the school is 
otherwise closed if it is necessary to provide staff for opening/closing, for facility 
security, or for special services (i.e. set-up and clean-up). 

 
904-03 Sanctioned Activities �± Selected civic and youth group organizations have been 

sanctioned by the school district for facility use free of rent during times when the 
school is regularly open.  Special assessment will be charged when the school is 
otherwise closed if it is necessary to provide staff for opening/closing, for facility 
security, or for special services (i.e. set-up and clean-up). 

 
904-04 Other Activities �± Local citizens, religious groups, service clubs, private schools 

and commercial enterprises may be approved for facility rental to conduct 
responsible activities.  A standard rental fee from the school �G�L�V�W�U�L�F�W�¶�V���)�D�F�L�O�L�W�\���)�H�H��
Schedule will be applied.  Special assessments will be charged when the school is 
otherwise closed to provide staff for opening/closing, for facility security, or for 
special services (i.e. set-up and clean-up). 

 
 



Revised 6/6/11 
6/16/03  

905 FACILITIES USE APPLICATION PROCEDURES 
 

The Board of Education recognizes that clearly defined procedures help to eliminate 
confusion and double scheduling of events, thus promoting more positive morale and 
cooperation among school personnel as facilities are used by outside groups.  The Board 
directs the District Administrator or Designee to develop administrative regulations for 
this policy. 



Revised 6/6/11 
6/16/03  

Administrative Regulations for Policy 905 (Facilities Use Application Procedures) 
 
905-01 All parties wishing to use school district facilities are required to complete a 

Facility Use Form at the school district office at least five (5) business days in 
advance of the event. 

 
905-02 The business manager will determine whether the application is approvable and 

what fees, if any, are applicable. 
 
905-03 The business manager will consult with the appropriate school principal(s) as to 

the availability of suitable facilities and staff for the date and purpose of the 
application.  Principals are directly responsible for scheduling their facilities when 
school is in session and are responsible for coordinating with the district office the 
utilization of their facilities when school is not in session.  Coordination includes 
responsibility for the special arrangements necessary to conduct approved 
activities. 

 
905-04 Upon determining the availability (or lack thereof) of school facilities, the 

business manager will provide notification to the applicant and principal at the 
earliest convenience. 

 
905-05 Groups using the facilities on a continuing or regular basis may submit an 

application for first semester, second semester and the summer, with the 
following respective deadlines July 1, December 1 and April 1. 

 
905-06 Civic, education or youth group organizations wishing to become sanctioned may 

make application to the school district policy committee by submitting a written 
request to the district administrator.  The written request should contain as much 
�L�Q�I�R�U�P�D�W�L�R�Q�� �D�V�� �Q�H�F�H�V�V�D�U�\�� �W�R�� �S�U�R�Y�L�G�H�� �W�K�H�� �R�U�J�D�Q�L�]�D�W�L�R�Q�¶�V�� �U�D�W�L�R�Q�D�O�H�� �I�R�U�� �E�H�L�Q�J 
sanctioned. 
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906 RULES FOR USE OF SCHOOL FACILITIES 
 

The Board of Education believes that standards should be set for conduct and supervision 
to avoid safety and insurance problems.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 906 (Rules for Use of School Facilities) 
 
906-01 The organization, individual or group is to use only the section of the building 

approved. 
 
906-02 There shall be one individual over the age of 21 as the person in charge of the 

activity, and that individual shall be present at all times during the event. 
 
906-03 The person in charge or other authorized representative shall sign the District 

Waiver Agreement.  By doing so, the person has agreed to indemnify the school 
district for any and all damage by any person or persons attending the activity and 
indemnify the school against any and all liability and damages to any person or 
persons.  Upon request, the person in charge must present a Certificate of 
Insurance or other evidence of ability to fulfill such indemnity. 

 
906-04 In the event there is damage due to misuse or negligence, a report shall be mailed 

to the group and the District Administrator within 72 hours of the conclusion of 
�W�K�H���J�U�R�X�S�¶s use of the facilities. 

 
906-05 The designated person in charge of the event shall have seven (7) days from 

receipt of the damage report to request a meeting with the Board, and if such 
request is made, the Board will meet with the person in charge at a mutually 
satisfactory date and time.  The Board shall announce the results of such meeting 
to the person in charge within five (5) days of the meeting.  The action of the 
Board shall be final and binding. 

 
906-06 An invoice requesting payment for rent, damages and/or repairs will be sent to the 

person in charge. 
 
906-07 All local and state ordinances and laws of the police and fire departments must be 

observed, along with any rules unique to the school or district. 
 
906-08  The use of all tobacco products, alcohol and illegal drugs is prohibited. 
 
908-09 No person shall possess, consume, distribute, sell, or be under the influence of 

alcohol or any illegal drug or intoxicants. 
 
906-10 No food or beverages are allowed anywhere in the high school except in the two 

Commons areas. 
 
906-11 No food or beverages, except popcorn, are allowed in the high school field house 

and the middle school gym. 
 
906-12 If the activity or event is canceled, the group requesting the facility must notify 

the Richland School District 24 hours in advance to avoid a penalty fee. 
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906-13 Failure to comply with these regulations means the group or organization may be 
denied future use of school district facilities. 
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907 FEES FOR USE OF SCHOOL FACILITIES 
 

The Board of Education understands the need to charge user fees to offset costs for use of 
school facilities by non-district organizations and individuals.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this policy. 



Revised 6/6/11 
6/16/03 

Administrative Regulations for Policy 907 (Fees for Use of School Facilities) 
 
907-01 The business manager shall prepare a schedule of fees for the use of school 

buildings, school facilities and school grounds.  
 

907-02 The fee schedule shall consider the time and extent of use, utility costs, the need 
for additional support staff and the category of user. 

 
907-03  Annually, this schedule shall be presented to the Board for final approval. 
 
907-04 The fee schedule shall be made public through posting in the buildings and 

�S�X�E�O�L�V�K�L�Q�J���L�Q���W�K�H���G�L�V�W�U�L�F�W�¶�V���R�I�I�L�F�L�D�O���Q�H�Z�V�S�D�S�H�U�� 
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908  RENOVATIONS AND CONSTRUCTION OF FACILITIES 
 

The Board of Education recognizes the obligation to maintain modern conditions and 
keep school buildings and grounds in good repair to fulfill the education 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 908 (Renovation and Construction of Facilities) 
 
908-01  The Board of Education, upon recommendation of the district administrator, may 

contract for the services of consultants and other resource personnel for the study of 
particular problems/needs of the district. 

 
908-02 The need for such special studies should, if possible, be anticipated well in advance 

so that budgetary provisions can be made. 
 
908-03 Site specifications must meet minimum requirements as issued by the Wisconsin 

Department of Public Instruction.  Additional standards may be adopted if deemed 
necessary and beneficial to the district. 

 
908-04 The Board of Education, the district administrator, the business manager and other 

personnel as designated by the board shall interview architects and/or architectural 
firms.  The Board shall give final and official approval of the architect and/or 
architectural firm selected. 

 
908-05 The Board of Education, the district administrator, the business manager, 

administrative staff and any advisory groups the Board may appoint, shall prepare 
educational specifications which shall be used by the architect in planning the 
building elements so as to aid and abet the teaching and learning activities which are 
to take place within the proposed building. 

 
908-06      The educational specifications should provide the architect with the following: 
       

A.  Inventory of program requirements. 
B. A statement of functional program relationships. 
C. A definition of the number and character of learning spaces. 
D. A description of needed specialized instructional facilities. 
E. The educational requirements for such areas as library, gymnasium, cafeteria, 

auditorium, administrative suite, teacher and student service facilities and public 
service or community service facilities. 

F. Other pertinent information which will be of significance in visualizing what is 
expected of the proposed new building, building additions or renovation. 

 
908-07 The architect shall prepare the preliminary building specifications after receiving     

written authorization from the Board. 
 

908-08 The district administrator shall provide the architect with educational     
specifications, financial data and other pertinent information as necessary. 

 
908-09 The architect shall make revisions to the plans until the Board gives final approval. 
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908-10 The architect shall proceed with preparations of the final working drawings, 
specifications and contract documents after receiving written authorization from      
the Board. 

 
908-11 The district administrator, business manager and the Board shall continue to      

provide information and decisions necessary for the architect to finalize the plans. 
 
908-12 It shall be the responsibility of the architect to obtain approval of the final plans by the 

State Department of Public Instruction, State Fire Marshal, local building authorities, 
other authorities as may be required or advisable, and the Board of Education before 
releasing the plans for bid purposes. 

 
908-13 The Board of Education may utilize, as needed, all means of financing     

construction, renovation and site purchase as provided by State Code. 
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909 MAINTENANCE AND REPAIR OF FACILITIES 
 

The Board of Education recognizes that facilities need to be kept in good repair in order 
to provide a safe, clean and modern environment for the employees and students 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 909 (Maintenance and Repair of Facilities) 
 
909-01      The business manager shall develop a maintenance schedule on a yearly basis. 
 
909-02 An advisory committee may be established to assist with the development and 

administration of the maintenance schedule. 
 
909-03  The maintenance schedule shall minimally include the following: 
 

A. General care and housekeeping of all buildings, equipment and grounds. 
B. A list of improvements and/or repairs for all school property. 
C. A summary of current condition of all school property. 

 
909-04 The maintenance schedule shall be reviewed and approved by the Board of 

Education. 
 
909-05  When an emergency arises in the maintenance and operation of any school facility 

that immediately affects the safety and/or welfare of personnel and students, the 
following action shall supersede any official maintenance schedule: 

 
                        A.  Any certified or classified staff member shall do all in his/her power to correct 

the emergency as needed. 
B. If unable to correct and/or control the emergency, the staff member shall 

report the emergency situation to the building administrator immediately. 
C. The business manager shall be informed as soon as possible of the problems 

and steps taken to remediate the situation. 
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910 USE OF SCHOOL-OWNED EQUIPMENT  
 

The Board of Education is responsible for the possession, care and control of school 
district property, including equipment.  They are also given the authority under state 
statutes to grant temporary use of school equipment to responsible persons for the lawful 
use of such equipment.  The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 
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Administrative Regulations for Policy 910 (Use of School-Owned Equipment) 
 
910-01 No school equipment may be loaned or transported off school grounds for 

individual or personal use without approval from the District Administrator or 
designee. 

 
910-02 Use of equipment by students shall only be allowed on or off school premises if 

all of the following apply: 
 

A. The equipment is used for a school-related purpose. 
B. Equipment must be signed out for a specific period of time. 
C. The use of the equipment is supervised. 
D. The student demonstrates knowledge of how to use the equipment. 
E. Students shall be held responsible for equipment used. 
 

910-03 Use of equipment by staff should be limited to school-related activities.  If staff 
request use of equipment for personal reasons, they should follow the same rules 
as for the general public. 

 
910-04 Use of equipment by community groups may be granted if such equipment is used 

within and/or on school-owned property, and permission to use the equipment has 
been granted by the District Administrator or designee. 

 
910-05 The use of school equipment by non-school groups off school property is 

discouraged.  The District Administrator may, however, approve such use by 
applying these guidelines: 

 
A. The equipment must be listed or itemized, and shall not include:  bleachers or 

risers; tables and chairs; hand and power tools; buses or vehicles except under 
conditions specified by law; grounds or maintenance equipment; and personal 
protective equipment such as football helmets, football pads, etc. 

B. The purpose of the request must be lawful and clearly stated. 
C. The length of time the equipment is to be used must be clearly stated. 
D. The individual who will be using the equipment will be responsible for any 

damage that may occur to the equipment. 
E. The group or individual will indemnify and hold harmless the school district 

for claims arising out of the use of the equipment. 
F. Proof of appropriate liability insurance shall be given. 
G. �7�K�H�� �G�L�V�W�U�L�F�W�� �P�D�\�� �U�H�T�X�H�V�W���W�R�� �E�H�� �Q�D�P�H�G���D�V�� �D�Q�� �D�G�G�L�W�L�R�Q�D�O�� �L�Q�V�X�U�H�G�� �W�R�� �W�K�H�� �J�U�R�X�S�¶�V��

insurance. 
 

910-06  The District reserves the right to reject any or all requests to use school-owned 
equipment. 
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911  GUIDELINES FOR PERMANENT WALL DISPLAYS 
 

The Board of Education supports the concept of honoring alumni and individuals, 
while at the same time preserving the integrity of space within district buildings.  
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 911 (Guidelines for Wall Displays) 
 
911-01 The building administrator shall be responsible for ensuring that these guidelines 

are followed. 
 
911-02 These guidelines shall be applied to requests for selecting memorabilia, alumni 

recognition and materials to be displayed on the walls of district buildings and 
facilities. 

 
911-03 The Buildings, Property, and Transportation Committee shall review all materials, 

plans and final designs prior to making a recommendation to the Board.  The 
Board shall accept or reject the plans as presented, prior to any fundraising or 
purchases being made.  Failure to follow these guidelines shall result in the 
removal of the wall displays and the wall being returned to its original condition 
at the expense of the offending group. 

 
911-04 General wall decoration and selection or design of materials shall follow these 

guidelines: 
A.  They should be consistent with the architectural design of the building. 
B. They should coordinate with the educational purpose of the corridor and/or 

building area. 
C. They should be timeless to avoid the perils of style changes. 
D. They should include a plan by which the materials can be disposed if changes 

are warranted. 
E. They should be evaluated for safety concerns. 
F. There shall be no murals or other designs directly painted onto walls. 
G. Wall displays shall not use glue or adhesives.  The maintenance      

department shall approve other types of nails, tacks and/or tack strips. 
H. �3�O�D�T�X�H�V�� �R�I�� �L�Q�G�L�Y�L�G�X�D�O�V�� �V�K�D�O�O�� �Q�R�W�� �H�[�F�H�H�G�� �������´�� �[�� �����´���� �D�Q�G�� �F�O�D�V�V�� �R�U�� �W�H�D�P�� �S�K�R�W�R��

�S�O�D�T�X�H�V���V�K�D�O�O���Q�R�W���H�[�F�H�H�G�����¶�[�����¶�� 
I. The following special areas have additional or specific guidelines: 

1. The high school west commons shall maintain a theme of elegant fine arts.  
�$�O�O�� �S�O�D�T�X�H�V�� �V�K�D�O�O�� �E�H�� �V�L�P�L�O�D�U�� �W�R�� �W�K�H�� �F�R�Q�W�U�L�E�X�W�R�U�V�¶�� �S�O�D�T�X�H�� �F�X�U�U�H�Q�W�O�\�� �S�U�H�V�H�Q�W����
which is a dark oak with brass plates.  Any change to this theme must have 
prior approval by the Board. 

2. The high school field house or gymnasium wall decorations shall include 
the following: 
a. Southern Wisconsin Conference (SWC) mascots not to exceed the size 

�R�I�����¶�[���¶�����H�[�F�H�S�W���I�R�U���W�K�H���+�R�U�Q�H�W�����Z�K�L�F�K���L�V�����¶���[�����¶�� 
b. State team championship and state qualifier banners. 
c. Nothing should obstruct the view of spectators. 
d. No painting shall be done unless approved by the Board and the 

maintenance department. 
3. �7�K�H�� �K�L�J�K�� �V�F�K�R�R�O�� �P�D�L�Q�� �F�R�U�U�L�G�R�U�� �L�V�� �Q�L�F�N�Q�D�P�H�G�� �³�0�D�L�Q�� �6�W�U�H�H�W�´�� �D�Q�G�� �V�K�D�O�O�� �K�D�Y�H��

nothing permanent in the hallways.  This is to maintain an open area to allow 
plenty of space for people passing through the hallway. 
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912  USE OF DISTANCE LEARNING ROOM 
 

The Board recognizes that the public may use the distance learning room to 
enhance learning opportunities.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 912 (Use of Distance Learning Room) 
 
912-01  The district office secretary and Technology Coordinator will coordinate the 

distance learning room use.  Requests for use of the distance learning room by 
employees for the educational program shall be filed with the district office. 

 
912-02 It shall be the responsibility of the entity using the distance learning room to 

comply with the requirement of the law, school district policy and supporting 
administrative regulations. 

 
912-03 The Southwest Rural Telecommunication Network Consortium (SRTNC) is a 

limited access network and sponsored or authorized users cannot use the system 
for profit-making ventures. 

 
912-04 The use must be consistent with the mission of the sponsored or authorized user. 
 
912-05  Users cannot resell time on the SRTNC. 

 
912-06 Sponsored and authorized users are responsible for compliance with the 

Americans with Disabilities Act and Wisconsin Civil Rights Act.  Sponsored and 
authorized users are responsible for making the necessary accommodations and 
are responsible for obtaining and paying for needed interpreters or interpretive 
equipment. 

 
912-07 Sponsored and authorized users are required to stay within the distance learning 

room and use the most direct route to the distance learning room.  Other school 
district facilities, sites, areas in a school district building or equipment are off 
limits to the authorized users. 

 
912-08 The business manager shall prepare a schedule of fees for the use of the distance 

learning room. 
 
912-09 The distance learning room will be available Monday through Friday, 7:00 a.m. to 

10:30 p.m., and Saturday, 8:00 a.m. to 4:00 p.m. 
 
912-10 The sponsored or authorized user is responsible for all site and site usage charges. 
 
912-11  Food and drink are not permitted in the distance learning room. 
 
912-12 First time use of the distance learning room will require prior training and should 

be organized through the district office secretary and the Technology Coordinator. 
 
912-13  Use or transmission of copyrighted material, without prior approval of the 

copyright holder, is strictly prohibited.  Appropriate use of the copyrighted 
material is the responsibility of the sponsored or authorized user, not the school 
district. 
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912-14 The school district reserves the right to amend these rules as necessary to reflect 
�W�K�H�� �G�L�V�W�D�Q�F�H�� �O�H�D�U�Q�L�Q�J�� �U�R�R�P�� �R�U�� �W�K�H�� �Q�H�W�Z�R�U�N�¶�V  usage and changes at the state or 
federal level. 

 
912-15 �7�K�H���V�F�K�R�R�O���G�L�V�W�U�L�F�W���U�H�V�H�U�Y�H�V���W�K�H���U�L�J�K�W���W�R���F�K�D�U�J�H���D�O�O���F�R�V�W�V�����L�Q�F�O�X�G�L�Q�J���D�W�W�R�U�Q�H�\�¶s fees, 

�W�K�D�W���P�D�\���D�U�L�V�H���W�R���W�K�H���D�X�W�K�R�U�L�]�H�G���X�V�H�U���I�R�U���W�K�H���V�S�R�Q�V�R�U�H�G���R�U���D�X�W�K�R�U�L�]�H�G���X�V�H�U�¶�V���I�D�L�O�X�U�H��
to comply with the law, board policy and administrative regulations. 
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1001  STATEMENT OF GUIDING PRINCIPLES 
 

The Board of Education recognizes the need to keep the community informed of 
the objectives, achievements, and needs of the school system.  The Board directs 
the District Administrator or Designee to develop administrative regulations for 
this policy. 
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Administrative Regulations for Policy 1001 (Statement of Guiding Principles) 
 
1001-01 �$�� �F�R�P�P�X�Q�L�W�\�� �U�H�O�D�W�L�R�Q�V�� �S�U�R�J�U�D�P�� �V�K�D�O�O�� �E�H�� �G�H�Y�H�O�R�S�H�G�� �W�R�� �S�U�R�P�R�W�H�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V����������������������

vision, mission and belief statements. 
 
1001-02 The Board and the District Administrator shall develop the community relations            

program. 
 
1001-03 The community relations program shall be reviewed periodically to assess its           

success. 
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1002 INFORMATION PROGRAM 
 

The Board of Education believes the public is entitled to information concerning 
its policies, actions, programs, and plans regarding the operation 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 1002 (Information Program) 
 
1002-01 The District Administrator shall conduct or have conducted a continuous 

information program designed to acquaint the citizens of the District with the 
status, requirements, and achievements of the schools. 

 
1002-02 There shall be a district public relations committee comprised of building 

representatives, administrators, support staff, community members and a board 
representative. 

 
1002-03 There shall be planned a systematic program of communication to include, but not 

      be limited to the following: 
 

A. Guidelines for news media relations. 
B. Public participation at board meetings. 
C. Access to public records. 
D. School district and official newspapers. 
E. School site or classroom newsletters. 
F. Web page designs. 
G. Photos or pictures. 

 
1002-04 A district communications program shall be established to provide channels for            

community input and feedback. 
 
1002-05 Community media shall be utilized. 
 
1002-06 Attention shall be focused on reaching various publics, both parents and non-

parents, within the district. 
 
1002-07 A system for annual evaluation for the school-community relations program shall            

be developed and implemented. 
 
1002-08 The program shall be modified as needed. 
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1003  RELEASES TO NEWS MEDIA �± INTERNAL UNIT NEWS 
 

The Board of Education endeavors to establish and maintain a cooperative effort 
in public relations by maintaining personal contacts with various news media.  
The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administrative Regulations for Policy 1003 (Releases to News Media �± Internal Unit News) 
 
1003-01 The District Administrator or designee shall be responsible for clearing all news 

releases originating from a school source unless such releases relate to 
negotiations and are regulated by State Statutes. 

 
1003-02 News releases shall contain the following information: 
 

A. The time the information may be released. 
B. A knowledgeable district contact person, including his/her phone number. 
C. A title of the event, or news item. 
D. A summary of the event or news item. 
E. A definite end to the article. 

 
1003-03 Information, not of a personal or confidential nature, should be made available to 

all news media upon request. 
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1004  SCHOOL PERSONNEL AND PUBLIC RELATIONS 
 

The Board of Education recognizes that all school employees contribute 
consciously or unconsciously to the image of the district, thus playing an 
important role in public relations.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 1004 (School Personnel and Public Relations) 
 
1004-01 The Board encourages school district personnel to participate in community           

activities, as both participants and leaders.. 
 
1004-02 All District employees shall observe the following public relations guidelines: 

 
A. To acquaint citizens with the functions and programs of the schools. 
B. To carefully investigate all complaints related to school operations and 

teaching methods, and to give courteous and thoughtful consideration to all 
inquiries or suggestions. 

C. To cooperate with school-related groups, such as parent organizations, 
seeking information from or offering assistance to the schools or programs. 

D. To relate to pupils with understanding, fairness, sympathy and maturity. 
E. To observe intra-staff relationships in a manner that will be ethical, conducive 

to high morale, and worthy of respect from pupils and parents. 
F. To be positive and supportive of school operations, school personnel and 

education in general. 
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1005  CITIZEN ADVISORY COMMITTEES 
 

The Board of Education may, from time to time, appoint ad hoc citizen advisory 
committees to help contribute towards the improved operations 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 1005 (Citizen Advisory Committees) 
 
1005-01 The Board, or a standing committee of the Board with Board approval, may form       

advisory or ad hoc committees for specific purposes. 
 
1005-02 The committee shall be dissolved upon completion of the assigned task. 
 
1005-03 The committees shall be strictly advisory. 
 
1005-04 The Board shall clearly and precisely state the mission of the advisory committee. 
 
1005-05 The Board shall appoint the members of the committee, including the length of 

time each member is to serve. 
 
1005-06 The Board shall establish a time schedule for completion of committee tasks. 
 
1005-07 The Board shall clarify its limitations, and inform the advisory committee of any             

policies governing committee work and the relationship to the Board. 
 
1005-08 The Board shall make sure the advisory committee understand they must follow           

Open Meetings Law. 
 
1005-09 The Board shall establish a list of resources to be provided. 
 
1005-10 The Board shall establish a procedure for dissemination of information to the 

public. 
 
1005-11 The findings and recommendations of advisory or ad hoc committees shall be            

based upon appropriate research and fact. 
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1006  CONTESTS AND AWARDS  
 

The Board of Education recognizes that contest and other activities broaden 
�V�W�X�G�H�Q�W�V�¶�� �H�G�X�F�D�W�L�R�Q�D�O���� �F�L�Y�L�F���� �V�R�F�L�D�O�� �D�Q�G�� �H�W�K�L�F�D�O�� �G�H�Y�H�O�R�S�P�H�Q�W���� �� �7�K�H�� �%�R�D�U�G�� �G�L�U�H�F�W�V��
the District Administrator or Designee to develop administrative regulations for 
this policy. 
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Administrative Regulations for Policy 1006 (Contests and Awards) 
 
1006-01 Contest or activities involving pupil participation sponsored by organizations 

outside the schools shall not be permitted in the schools unless approved by the 
District Administrator or designee. 

 
1006-02 Proposed contests shall be evaluated using these guidelines: 
 

A. Be educationally sound, timely and worthy; 
B. Contribute directly to the educational, civic, social and ethical development of 

students; 
C. Include benefits which cannot generally be obtained within the regular 

program; 
D. Not place excessive time demands on students, teachers or administrators: 
E. Not discriminate against students; 
F. Not involve excessively long and expensive trips; 
G. Be held during non-school hours, as much as possible; 
H. Not exploit students or their school for commercial or other purposes; 
I. Not involve excessive costs to students, the school or the school district; 
J. Have reasonable entry fees, if any; 
K. Not require intensive coaching and preparation for a few students at the 

expense of many; 
L. If the contest is sponsored by an outside organization, not require teachers or 

administrators to act as sole or final judges of their own students; 
M. Be under good management, show evidence of good planning and fall within 

the legitimate concern of an acceptable enterprise; 
N. Not duplicate other contest already in operation; and 
O. Present awards, which are appropriate in number and kind, if, any. 

 
1006-03 The District reserves the right to terminate any already approved contest if it does 

not adhere to these guidelines. 
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1007 TAX INCREMENTAL FINANCE (TIF) REVIEW BOARD 
REPRESENTATION  

 
The Board of Education accepts the responsibility of appointing a representative 
to a Tax Incremental Finance District joint review board.  The Board directs the 
District Administrator or Designee to develop administrative regulations for this 
policy. 
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Administrative Regulations for Policy 1007 (Tax Incremental Finance (TIF) Review Board 
Representation) 
 
1007-01 A representative shall be appointed by the Richland Board of Education to serve       

on the Tax Incremental Finance (TIF) District board when property within the       
District or an amendment to a project development plan is being proposed. 

 
1007-02 If the TIF district is also located on property of another school district, the school 

district having the property with the greatest value within the TIF district will 
appoint the school representative. 

 
1007-03 The school district representative appointed by the Richland Board of Education           

should meet the following qualifications: 
 

A. Have an understanding of the school aid formula. 
B. Have an understanding of the impact of state aid on the school district budget. 
C. Be a current member of the Richland Board of Education. 
 

1007-04 The Richland Board of Education expects the school representative to do the            
following: 

 
A. Maintain the best interests of the Richland School District when voting on a 

TIF district creation or amendment. 
B. Consider the criteria established by Law when voting on whether to approve 

or deny a TIF district proposal. 
C. Report to the Richland Board of Education at the board meeting following the 

�7�,�)���U�H�Y�L�H�Z���E�R�D�U�G�¶�V���G�H�F�L�V�L�R�Q�� 
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1008 SCHOOL SUPPORT ORGANIZATIONS   
 

The Board of Education welcomes support for school operations from parents and 
citizens in the form of parent clubs, special interest groups or interscholastic booster 
club organizations.  The Board directs the District Administrator or Designee to 
develop administrative regulations for this policy. 
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Administrative Regulations for Policy 1008 (School Support Organizations) 
 
Parent-School Support Organization Responsibilities 
 
1008-01 All support organizations must notify the district administrator annually by 

giving the name of organization, the purpose, and the name of the contact 
person. 

 
1008-02 Observe all pertinent existing Board policies and regulations pertaining to 

such activities as fundraising, presenting of gifts, equipment, money or 
supplies, advertising and facilities use. 

 
1008-03 Receive prior approval from the building level administrator for any fund-

raising projects or plans that involve students, programs and/or activities in 
their particular building. 

 
1008-04 Receive prior approval from building level administrator for activities that 

involve hosting, promoting and conducting events on school premises and 
designed for student participation. 

 
1008-05 Maintain accurate and complete records of all fund-raising activities and 

submit annual financial report to the business official. 
 
1008-06 Members of the organization should not realize any personal gain in the form 

of cash, merchandise or proceeds. 
 
1008-07 No student names or pictures may be used in the promotion of the school 

support organization without parental consent. 
 
 
District Responsibilities 
 
1008-08 Provide the use of school buildings and facilities within District guidelines. 
 
1008-09 Provide support of the organization through the assistance of the building 

level administrator. 
 
1008-10 Encourage district employees to serve as members of support groups.  They 

can serve the group by acting as liaisons between the group and the District. 
 
1008-11 District employees should not hold a position where they would be held 

accountable for the acquisition, banking, or expenditure of support group 
funds. 
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1008-12 Inform district employees and students that they may not be participants in 
school support organization activities during the school day unless approved 
by the building level administrator. 

 
1008-13 Help maintain a balance of resources among all of the school support 

organizations so that no one group jeopardizes the mission of the other school 
support organizations. 

 
1008-14 �7�K�H�� �%�R�D�U�G�� �U�H�V�H�U�Y�H�V�� �W�K�H�� �U�L�J�K�W�� �W�R�� �Z�L�W�K�G�U�D�Z�� �S�H�U�P�L�V�V�L�R�Q�� �W�R�� �X�V�H�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V��

name in a school support organization activity if the District considers such 
activity inappropriate.  Further, the Board reserves the right to accept or reject 
any and all offers from school support organizations of gifts of money, 
supplies and equipment, or free labor. 
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1009  ADULT SCHOOL VOLUNTEERS 
 

The Board of Education recognizes that community support and involvement is 
an integral part of the educational goals of the Richland School District.  
Therefore, the development of volunteer relationships is recommended and 
encouraged.  The Board directs the District Administrator or Designee to develop 
administrative regulations for this policy. 
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Administration Regulations for New Policy (Adult School Volunteers) 
 
1009-01 A volunteer is any person who gives uncompensated time to help students and 

staff. 
 
1009-02 All volunteers must be approved by a level administrator, or designee, and sign 

the Volunteer Agreement, which will be kept on file for the duration of the school 
year. 

 
1009-03 School volunteers may provide services to libraries, classrooms, athletic events, 

music programs and field trips, tutoring/mentoring youth and similar activities.  
Volunteers shall not teach, but may reinforce skills taught by district staff. 

 
1009-04 Volunteers shall be under the direction of the building principal, lead teacher or 

athletic director.  When volunteers work directly with children, their activities 
will be under the direct supervision of the classroom teacher, head coach or other 
designated employee.  

 
1009-05 Volunteers shall be expected to abide by all applicable laws, district policies and 

administrative procedures when performing their assigned responsibilities. 
 
1009-06 �9�R�O�X�Q�W�H�H�U�V���V�K�D�O�O���E�H���F�R�Y�H�U�H�G���X�Q�G�H�U���W�K�H���G�L�V�W�U�L�F�W�¶�V���O�L�D�E�L�O�L�W�\���S�R�O�L�F�\�� �Z�K�L�O�H���S�H�U�I�R�U�P�L�Q�J��

authorized duties. 
 
1009-07 Volunteers may not provide transportation to students for any school-sponsored 

activities. 
 
1009-08  Volunteers shall be restricted from access to confidential student and employee 

record information. 
 
1009-09 Volunteers shall be responsible for maintaining confidentiality regarding 

information seen or heard while working as a volunteer. 
 
1009-10  Volunteers who plan on volunteering for thirty (30) or more hours during the 

school year, or people initiating an interest to volunteer in the district, need to 
follow the following additional regulations: 

 
A. Complete an application form that is available in any office in the district. 
B. The level administrator shall review the application, and visit with the 

applicant to confirm the area(s) of interest and expertise of the volunteer. 
C. The district shall conduct criminal background checks prior to the first time 

the volunteer applicant works with students.  The district reserves the right to 
conduct additional background checks periodically thereafter. 

D. Applicants approved by the level administrator will have to sign the Volunteer 
Agreement, which will be kept on file for the duration of the school year. 
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E. Approved volunteers will receive an orientation to volunteering, which 
includes the following: 
1. A copy of this policy, and other related district policies 
2. A form to evaluate their volunteer experience. 
3. Information about safety precautions. 
4. Information about how to successfully work with children. 
5. Information specific for the building in which they work. 

 
1009-11 Volunteer coaches at the high school level must complete an American Sport 

Education Program (ASEP) certification to volunteer for more than one year. 
 
1009-12 The effectiveness of volunteers in the schools will be evaluated at periodic 

intervals. 
 
1009-13 Appropriate recognition for the volunteers will be done on a yearly basis and will 

be coordinated by the building principals. 
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1101 STATEMENT OF GUIDING PRINCIPLES 
 

The Board of Education recognizes that technology must be part of the educational 
program for students and the management system for the district business.  Thus it must 
be managed for the health, safety and welfare of the students, staff and visitors as well as 
for the integrity of the technology itself.  The Board directs the District Administrator or 
Designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 1101 (Statement of Guiding Principles) 
 
1101-01 Technology includes, but is not limited to, computer hardware, peripherals, 

network and communications equipment, software, web sites, mobile Internet 
connections, and audio and video. 

 
1101-02 All technology is the property of the District, thus all employees, students and 

visitors are responsible for following the rules, regulations and policies pertaining 
to technology. 

 
1101-03 Any person, vendor or outside agency that brings technology into the District 

must adhere to district policies, rules and procedures. 
 
1101-04 Technology policies shall be reviewed every three years to make sure they remain 

current. 
 
1101-05 Technology policies shall be included in student and staff handbooks as 

appropriate. 
 
1101-06 Failure to follow the rules, regulations and policies will lead to disciplinary 

measures appropriate for the infraction and for the individual.  Discipline may 
include suspension, expulsion, cost to repair or replace items, fines, loss of 
privileges and discharge. 



!
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1102   DISTRICT TECHNOLOGY RESOURCES   
 

The Board of Education acknowledges that technology resources provide 
opportunities of growth for students and staff in 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 1102 (District Technology Resources) 
 
1102-01 District technology resources are generally hardware items, which include 

computers, printers, netbooks, laptops and projectors. 
 
1102-02 Users of District technology resources shall accept all conditions pertaining to 

software license agreements and copyright laws. 
 
1102-03 Unauthorized use of district computers is not permitted. 
 
1102-04 No one shall cause the disruption of District technology resources through the 

�G�H�O�L�E�H�U�D�W�H���L�Q�W�U�R�G�X�F�W�L�R�Q���R�I���D���³�Y�L�U�X�V�´�� 
 
1102-05 Access of personal information or confidential District information that becomes 

available to a computer user must be treated as privileged information.  Copying, 
modifying, disseminating or using this information requires the express 
permission of the building administrator.  

 
1102-06 No user shall willfully or deliberately damage or remove district computer or 

network resources.   
 
1102-07 Staff requesting to use District computer resources off site must submit a 

�³�5�H�T�X�H�V�W�� �I�R�U�� �8�V�H�� �R�I�� �'�L�V�W�U�L�F�W�� �&�R�P�S�X�W�H�U���(�T�X�L�S�P�H�Q�W�´�� �I�R�U�P�� �V�L�J�Q�H�G�� �E�\�� �W�K�H�� �%�X�L�O�G�L�Q�J��
Administrator or Supervisor.  Computer equipment must be retrieved from and 
returned to the IT Department. 

 
1102-08 Any willful act or omission that could cause either general loss of service or 

interference with the work of another computer user shall be subject to 
disciplinary action as explained in Policy 1101 Statement of Guiding Principles. 

 
1102-09 In cases of intentional damage to computer files, hardware, software or other 

computer related equipment; a full charge will be made for actual replacement 
cost including labor, parts, materials and related costs 

 



!
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1103  DISTRICT SOFTWARE ACQUISITION & MANAGEMENT 
 

The Board of Education acknowledges that the District must establish an 
�R�U�J�D�Q�L�]�H�G�� �S�U�R�F�H�G�X�U�H�� �W�R�� �D�F�T�X�L�U�H���� �L�Q�V�W�D�O�O�� �D�Q�G�� �V�X�S�S�R�U�W�� �D�O�O�� �V�R�I�W�Z�D�U�H�� �R�Q�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V��
computers.  Furthermore, the Board of Education is responsible for making sure 
employees follow all copyright laws associated with software acquisition. The 
Board directs the District Administrator or designee to develop administrative 
regulations for this policy. 



!
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Administrative Regulations for Policy 1103 (District Software Acquisition & Management) 
 
   
1103-01 The District shall maintain a detailed list of application software approved for use 

on the District Network computers.  This list will be posted for all staff to view.  
All installation materials will be stored in the IT Department.    

 
1103-02 No software shall be installed on District computers or servers without the proper 

license or permission. 
 
1103-03 Only software purchased and/or owned by the District shall be installed on 

District computers.  No personal software may be installed and used without prior 
authorization from IT Department.  This includes but is not limited to games, 
screen savers, utilities and communication software. 

 
1103-04 The building principal and the IT Department must approve all new purchases of 

software and software licenses prior to ordering the software. 
 
1103-05 Copying and duplication of software for any reason is expressly prohibited. 
 
1103-06 If non-approved software is discovered on District computers or networks, it will 

immediately be removed by the District Network Manager and not returned to the 
person who installed the software.  The person will receive written notice of said 
violation. 
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1104  DISTRICT TECHNOLOGY NETWORK 
 

The Board of Education realizes the potential academic value of access to the 
District Technology Network for the students, staff and community.  The Board 
requires each Network user to follow District ethics and refrain from accessing 
inappropriate material.  The Board directs the District Administrator or designee 
to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 1104 (District Technology Network) 
 
1104-01 The District Network Manager will provide all users with an access account to the 

District Network.   
 

1104-02 Any activity on the District Network conducted under a password is the 
responsibility of the owner of the password. 

 
1104-03 Users on the District Network may access only those files for which they have     

specific authorization. 
  

1104-04 The District Network Manager will set quotas for disk usage space for all users on 
the Network.   

 
1104-05 Students may not attempt to bypass or interfere with security systems on the 

District Network. 
 

1104-06 All copyright laws shall be followed.  Making or distributing copies of 
copyrighted material that includes text, pictures, video, and digital media without 
authorization is prohibited. 

 
1104-07 The use of the Network to obtain, distribute, or store inappropriate materials is 

prohibited. 
 

1104-08 Files created, stored, received, deleted, looked at or sent using the District 
Network are not considered private and may be monitored, accessed or removed 
from the Network.  
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1105 INTERNET AND E-MAIL ACCESS 
 

The Board of Education realizes the potential academic value of access to the 
Internet.  Student and staff use of the Internet shall be a privilege, not a right.  The 
Board requires each Internet user to follow District policies and not attempt to 
access inappropriate material.  The Board directs the District Administrator or 
designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 1105 (Internet and E-Mail Access) 
 
1105-01 The District Internet System includes all information accessed by web sites, e-

mail on-line services, chat groups, bulletin board systems, and WEB 2.0 
Resources. 

 
1105-02 Users of District Internet System have no rights to personal privacy in connection 

with their usage of the Internet or District Network.  District staff may access, 
search, or monitor Internet usage, messages, files, and data stored on the District 
Network.  

 
1105-03 The District Internet System is the property of the District and is provided to staff 

to assist them in conducting district business. 
 
1105-04 Users of the District Internet Systems shall be held to the same standards as all 

other professional communications, including compliance with anti-
discrimination and anti-harassment policies.  Staff who use the Systems 
inappropriately can be subject to loss of access privileges and other appropriate 
discipline. 

 
1105-05 All e-mail messages composed, sent or received are the property of the District 

and are archived by the District for a period of three years. 
 
1105-06 The District Network Manager will create and maintain usernames and passwords 

for accessing the District Internet. 
 
1105-07 Internet accounts are to be used only by the authorized owner of the account for 

the authorized purposes. 
 
1105-08 All Internet communications and information shall be assumed to be copyrighted 

materials and must follow copyright laws. 
 
1105-09 The Internet shall not be used to degrade or disrupt system performance on 

District hardware or software. 
 
1105-10 Use of the District Internet System to access and/or distribute objectionable and/or 

obscene material, child pornography, or other material that is harmful to minors 
���S�H�U�� �&�K�L�O�G�U�H�Q�¶�V�� �,�Q�W�H�U�Q�H�W�� �3�U�R�W�H�F�W�L�R�Q�� �$�F�W�� �&�R�G�H�� �R�I�� �&�R�Q�G�X�F�W���� �R�U�� �W�R�� �S�U�R�P�R�W�H�� �J�D�Q�J-
related, racist, or other inappropriate activities is prohibited. 

 
1105-11 Use of the District Internet System for any objectionable, vulgar or inappropriate 

purpose is strictly forbidden.  Violators will be reprimanded. 
 
1105-12 The District has the right to log use on the District Internet System and to monitor 

fileserver space by users.  
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1105-13 �7�K�H�� �'�L�V�W�U�L�F�W�¶�V�� �,�Q�W�H�U�Q�H�W�� �6�\�V�W�H�P�� �L�V�� �I�R�U�� �H�G�X�F�D�W�L�R�Q�D�O�� �X�V�H���� �� �&�R�P�P�H�U�F�L�D�O�� �X�V�H�V�� �R�I�� �W�K�H��
�'�L�V�W�U�L�F�W�¶�V�� �V�\�V�W�H�P�� �D�U�H�� �S�U�R�K�L�E�L�W�H�G���� �X�Q�O�H�V�V�� �D�S�S�U�R�Y�H�G�� �E�\�� �W�K�H�� �E�X�L�O�G�L�Q�J�� �O�H�Y�H�O��
administrator and the IT Department. 

 
1105-14 The District Internet System shall not be used as a public forum, for political 

lobbying, or for personal use. 
 
1105-15 The District will not be responsible for any unauthorized charges or fees resulting 

from access to the Internet. 
 
1105-16 All District computers having access to the Internet will be equipped with web 

content filtering, restricting users from materials that are believed to be obscene, 
pornographic, or harmful to minors under the CIPA Code of Conduct. 

 
1105-17 The District shall utilize firewall technology to assist in preventing unauthorized 

access to the District Network. 
 
1105-18 Failure of any individual to follow the terms of this policy or the District 

Acceptable Use Policy will result in disciplinary action, loss of certain privileges, 
and/or appropriate legal action. 



!
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1106  DISTRICT WEB SITE 
 

The Board of Education believes the purpose of the District Web Site is to 
provide both a learning environment for students and an informational guide for 
parents, staff, and community. The Board directs the District Administrator or 
designee to develop administrative regulations for this policy. 
 
 



!

7/19/10 

Administrative Regulations for Policy 1106 (District Web Site) 
 
1106-01 Web pages created for publication on the District Web Site shall be approved by 

the District Technology Coordinator or designee before being placed on the Web 
server. 

 
1106-02 The District Technology Coordinator or designee shall be responsible for 

maintaining, monitoring and uploading all district web activity to the District Web 
Site. 

 
1106-03 All pages on the District Web Site are property of the District and must follow all 

District policies and administrative regulations regarding copyright and 
nondiscrimination. 

 
1106-04 �3�D�J�H�V���R�Q���W�K�H���'�L�V�W�U�L�F�W�¶�V���:�H�E���6�L�W�H���P�D�\���V�X�S�S�O�\���O�L�Q�N�V���W�R���R�W�K�H�U���Z�H�E���V�L�W�H�V���L�I���W�K�H���V�L�W�H���L�V��

of benefit to students, staff members, or the community. District Web Pages shall 
�P�H�H�W�� �W�K�H�� �&�K�L�O�G�U�H�Q�¶�V�� �,�Q�W�H�U�Q�H�W�� �3�U�R�W�H�F�W�L�R�Q�� �$�F�W�� ���&�,�3�$���� �5�X�O�H�V�� �R�I�� �&�R�Q�W�H�Q�W�� ���L���H������ �Q�R��
information that is inappropriate, obscene, racist, sexist, contains obscenities or 
inflammatory/abusive language).  Sites on the District Web Pages shall not be 
linked to sites that do not meet the same criteria. 

 
1106-05 To maintain privacy for the staff and students, no discernible faces may appear on 

any District Web Pages.  Photos of individual students are prohibited.  However, 
photographs of groups of staff or students may be posted.  Students are identified 
only by their first name.  

  
""#$ %#$! &'! ()*+,-.! /,-01234*+1! (,05)21-! '6! 3'3%-5466!717*12-! '3!8,-52,05!91*! :4;1-<!4!

21+14-1!7)-5!*1!'*54,31/!62'7!5.1!3'3%-5466!717*12=!
 
1106-07 8,-52,05! 91*! :4;1-! -.4++! 3'5! >,'+451! -5451! +4?! ?,5.! 21-(105! 5'! (2,>40@=! ! A'!

(12-'34+!51+1(.'31!3)7*12-<!4//21--1-!'2!1%74,+!4//21--1-!-.4++!*1!+,-51/=!
 
1106-08 Directories of District staff e-mail addresses may be maintained on the District 

Web Pages. 
!
1106-09 Residents who believe the content of District Web Pages has violated their First 

Amendment Rights should follow Policy 607 Procedures for Reconsideration of 
Instructional Materials. 

 
1106-10 Student work may not be posted on the District Web Pages without written 

parental permission.  No personal information about the student will be posted. 
!
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I understand and will abide by the Richland School District Acceptable Use of Internet 
Policy and Procedures.  I further understand that any violation of the policy regulations 
may result in loss of access to the Internet, suspension of computer privileges as well as 
other disciplinary or legal action. 
 
I consent to the District intercepting or reviewing any communication to me or from me 
through the Richland School District Technology Network.   
 
I also understand that my work may be published on the Richland School District Web 
Site (www.richland.k12.wi.us) if submitted to District Technology Coordinator by a 
teacher. 
 
Student Name (Please Print)     ______________________________________________ 
 
 
Student Signature             ___________________________________________________ 
 
 
Date     __________________________ 
 
 
 
 
 
 
 
As parent/guardian of the above minor, I understand that access to the District Network 
and Internet are provided for educational purposes.  I understand that although the 
District does monitor and filter inappropriate Internet sites, it is impossible for the 
District to restrict all controversial and offensive materials.  I will not hold Richland 
School District responsible for materials retrieved from the Internet.  I hereby give 
permission for my child to use the Internet at school.  I also understand that the Richland 
School District may access, search, monitor or review messages or information created, 
received or sent over District Technology Resources. 
 
 
 
Parent/Guardian Signature    _______________________________________________    
 
Date    ______________________________________                

RICHLAND SCHOOL DISTRICT 
STUDENT INTERNET ACCEPTABLE USE FORM 

Policy 1107 Student Acceptable Use of Internet 

RICHLAND SCHOOL DISTRICT 
STUDENT INTERNET ACCEPTABLE USE FORM 

Policy 1107 Student Acceptable Use of Internet 
Parent or Guardian Agreement/Consent 

http://www.richland.k12.wi.us/
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1107 STUDENT ACCEPTABLE USE OF INTERNET   
 

The Board of Education realizes that students use the Internet for educational 
purposes and school programs. The Board directs the District Administrator or 
designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 1107 (Student Acceptable Use of Internet) 
  

1107-01 District Technology Resources, including Internet access, are provided to students 
for educational purposes 

 
1107-02 Student users of the Internet have no rights to personal privacy in connection with 

their usage of the Internet, thus District staff may monitor usage. 
 
1107-03 District retains the right to monitor, access, intercept and review all messages or 

information created, received or sent over Internet. 
.  

1107-04 Students on the Internet must adhere to the same standards of conduct expected 
and required in the classroom. 

 
1107-05 All Internet communications and information shall be assumed to be copyrighted 

materials. 
 
1107-06 The Internet shall not be used to degrade or disrupt system performance of District 

�K�D�U�G�Z�D�U�H���R�U���V�R�I�W�Z�D�U�H���R�U���L�Q�W�H�U�I�H�U�H���Z�L�W�K���D�Q�R�W�K�H�U���X�V�H�U�¶�V���Z�R�U�N���R�Q���W�K�H���,�Q�W�H�U�Q�H�W�� 
 
1107-07 Use of the Internet to access and/or distribute objectionable and/or obscene 

material, child pornography, or other material that is harmful to minors (per 
�&�K�L�O�G�U�H�Q�¶�V�� �,�Q�W�H�U�Q�H�W���3�U�R�W�H�F�W�L�R�Q�� �$�F�W�� �&�R�G�H���R�I�� �&�R�Q�G�X�F�W�����R�U���W�R���S�U�R�P�R�W�H���J�D�Q�J-related, 
racist, or other inappropriate activities is prohibited. 

 
1107-08 Use of the Internet shall not be used for any objectionable, vulgar or inappropriate 

purpose is strictly forbidden.    
 
1107-09 �8�V�H�� �R�I�� �W�K�H�� �,�Q�W�H�U�Q�H�W�� �W�R�� �K�D�U�D�V�V�� �R�W�K�H�U�V�� �E�\�� �L�Q�W�H�U�I�H�U�L�Q�J�� �Z�L�W�K�� �D�Q�R�W�K�H�U�¶�V�� �Z�R�U�N���� �V�H�Q�G�L�Q�J��

unwanted messages, or insulting or attacking others is prohibited 
 
1107-10 Students are prohibited from sharing personal information about themselves or 

others on the Internet, including computer passwords. 
 
1107-11 �6�W�X�G�H�Q�W�V���D�U�H���S�U�R�K�L�E�L�W�H�G���I�U�R�P���X�V�L�Q�J���D�Q�R�W�K�H�U���S�H�U�V�R�Q�¶�V���S�D�V�V�Z�R�U�G�� 
 
1107-12 All District computers with Internet access will be equipped to restrict, by use of 

available software filtering technology, all student access to materials that are 
believed to be obscene, child pornography or harmful to minors under CIPA Rules 
of Conduct. 

 
1107-13 Failure of any individual to follow the terms of this policy will result in 

disciplinary action, loss of certain privileges, and/or appropriate legal action. 
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1107-14 Students must read and sign the Student Internet Acceptable Use Form on a yearly 
basis.  This is a part of the regular student handbook signing. 

 
 
 
 
 
 
   
 
 



 
 
 
I understand and will abide by the Richland School District Policy 1108 Use of 
Internet and E-Mail Communications.  I further understand that any violation of 
the policy regulations may result in loss of access to the network, as well as other 
disciplinary or legal action. 

 
Date     __________________________ 

 
 

NAME (Please print)  
 

_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 

SIGNATURE 
 

_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
________________________________ 

RICHLAND SCHOOL DISTRICT 
Acceptable Use 

1108 �± Staff Use of Internet and E-Mail Communications 



 
 
 
 
 
I understand and will abide by the Richland School District Policy 1108 Use of Internet 
and E-Mail Communications.  I further understand that any violation of the policy 
regulations may result in loss of access to the network, as well as other disciplinary or 
legal action. 
 
 
 
Staff Name (Please Print)     ______________________________________________ 
 
 
Staff Signature             ___________________________________________________ 
 
 
Date     __________________________ 
 
 
 
 
 
 
 
 
 
 
I understand and will abide by the Richland School District Policy 1108 Use of Internet 
and E-Mail Communications.  I further understand that any violation of the policy 
regulations may result in loss of access to the network, as well as other disciplinary or 
legal action. 
 
 
 
Staff Name (Please Print)     ______________________________________________ 
 
 
Staff Signature             ___________________________________________________ 
 
 
Date     __________________________ 

RICHLAND SCHOOL DISTRICT 
Acceptable Use 

1108 �± Staff Use of Internet and E-Mail Communications 

RICHLAND SCHOOL DISTRICT 
Acceptable Use 

1108 �± Staff Use of Internet and E-Mail Communications 
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1108 STAFF USE OF INTERNET AND E-MAIL COMMUNICATIONS   
 

The Board of Education encourages the employees and staff to use internet and e-
mail communications to help make work time more efficient, to promote staff 
development, and to remain current with the world outside the confines of the 
school building.  However, improper use of internet and e-mail communications is 
unacceptable, and will result in disciplinary action.  The Board directs the District 
Administrator or designee to develop administrative regulations for this policy. 
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Administrative Regulations for Policy 1108 (Staff Use of Internet and E-Mail Communications) 
  

1108-01 Internet and e-mail communications include all forms such as, but not limited to, 
e-mail, text messages, social networking sites, blogs and wiki. 

 
1108-02 All forms of harassment and discrimination will not be tolerated, including new 

forms of harassment, such as textual harassment. 
 
1108-03 The District will monitor all use of internet and e-mail communications systems, 

devices and platforms, and investigate any questionable activity. 
.  

1108-04 Employees should have no expectation of privacy in internet and e-mail 
�F�R�P�P�X�Q�L�F�D�W�L�R�Q�V�� �W�R�� �R�U�� �I�U�R�P�� �W�K�H�� �G�L�V�W�U�L�F�W�¶�V�� �H�O�H�F�W�U�R�Q�L�F�� �F�R�P�P�X�Q�L�F�D�W�L�R�Q�� �V�\�V�W�H�P�V����
regardless of the equipment being used. 

 
1108-05 All district-provided computers, cell phones, and PDAs are considered a privilege 

of employment and can be taken away from the employee or restricted in use at 
any time if used inappropriately. 

 
1108-06 �:�K�H�Q�� �X�V�L�Q�J�� �D�� �V�W�X�G�H�Q�W�¶�V�� �Q�D�P�H�� �Z�L�W�K�L�Q�� �D�Q�\�� �H�O�Hctronic communication, the 

�F�R�U�U�H�V�S�R�Q�G�H�Q�F�H�� �E�H�F�R�P�H�V�� �D�Q�� �³�H�G�X�F�D�W�L�R�Q�D�O�� �U�H�F�R�U�G�´�� �D�Q�G�� �L�V�� �V�X�E�M�H�F�W�� �W�R�� �S�X�S�L�O�� �U�H�F�R�U�G�V��
rules. 

 
1108-07 Employees will not access, copy, send or modify messages from or within internet 

and e-mail communication files or records of another without proper 
authorization. 

 
1108-08 Employees will not post or transmit messages anonymously or under false names 

or permit others to do so.    
 
1108-09 Employees will not access, transform, or forward text images, movies, sound, or 

electronic digital f�L�O�H�V�� �W�K�D�W�� �D�U�H�� �Q�R�W�� �L�Q�� �F�R�P�S�O�L�D�Q�F�H�� �Z�L�W�K�� �W�K�H�� �&�K�L�O�G�U�H�Q�¶�V�� �,�Q�W�H�U�Q�H�W��
Protection Act (CIPA). 

 
1108-10 Employees will not reproduce or distribute copyrighted materials without 

appropriate authorization. 
 
1108-11 Professional Behaviors should be maintained when using internet and e-mail 

communications.  A list of acceptable behaviors and etiquette standards include, 
but are not limited to the following: 

 
a. Electronically transmitted messages cannot truly be deleted; they can be 

searched and printed out weeks or months after being sent. 
b. E-mails and text messages sent from a personal account to a co-�Z�R�U�N�H�U�¶�V��

personal account or a company account are covered under this policy. 
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c. Off-duty or outside-of-work conduct aimed at co-workers can be investigated 
as potential violations because both individuals work at the same place. 

d. Posts on social networking sites may be viewed by persons outside of the 
�H�P�S�O�R�\�H�H�¶�V���Q�H�W�Z�R�U�N���R�I���I�U�L�H�Q�G�V���D�Q�G���P�D�\���U�H�V�X�O�W���L�Q���W�K�H���H�P�S�O�R�\�H�H���E�H�L�Q�J���U�H�S�R�U�W�H�G��
for harassment or inappropriate conduct. 

e. Social networking sites can and will be searched to make sure employees are 
adhering to the district rules. 

f. Acceptable workplace behavior and etiquette standards should be observed 
even in cyberspace communications. 

g. �(�P�S�O�R�\�H�H�V�¶�� �S�R�V�W�L�Q�J�V�� �R�Q�� �V�R�F�L�D�O�� �Q�H�W�Z�R�U�N�L�Q�J�� �V�L�W�H�V�� �F�D�Q�� �D�I�I�Hct both current and 
prospective employment. 

h. Employees are expected to report inappropriate internet and e-mail activity to 
someone in authority. 

 
1108-12 Violations of this policy will result in disciplinary action, up to and including 

termination. 
 
1108-13 Employees will receive training when hired by the district, and annual reminders.  

The employee will be required to sign the Acceptable Use Agreement upon hire. 
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