
2260 - NONDISCRIMINATION AND ACCESS TO EQUAL 
EDUCATIONAL OPPORTUNITY
The District is committed to providing an equal educational opportunity for all stu-
dents in the District.

The District does not discriminate on the basis of race, color, religion, national 
origin, ancestry, creed, pregnancy, marital status, parental status, sexual orien-
tation, sex, (including transgender status, change of sex or gender identity), or 
physical, mental, emotional, or learning disability (“Protected Classes”) in any of 
its student program and activities. This policy is intended to support and promote 
nondiscriminatory practices in all District and school activities, particularly in the 
following areas:

A. use of objective bases for admission to any school, class, program, or activity;
B. prohibition of harassment towards students and procedures for the investi-

gation of claims (see Policy 5517);
C. use of disciplinary authority, including suspension and expulsion authority;
D. administration of gifts, bequests, scholarships and other aids, benefits, or 

services to students from private agencies, organizations, or persons;
E.   selection of instructional and library media materials in a nondiscrimina-

tory manner and that reflect the cultural diversity and pluralistic nature of 
American society;

F.   design and implementation of student evaluation practices, materials, and 
tools, but not at the exclusion of implementing techniques to meet students’ 
individual needs;

G.  design and configuration of facilities;
H.  opportunity for participation in extra-curricular and co-curricular activities, 

provided that separate programs for male and female students may be avail-
able provided comparable activities are made available to all in terms of 
type, scope, and District support; andthe school lunch program and other 
school-sponsored food service programs.

The District is also committed to equal employment opportunity in its employment 
policies and practices as they relate to students. The District’s policies pertaining 
to employment practices can be found in Policy 1422, Policy 3122, and Policy 4122 
– Nondiscrimination and Equal Employment Opportunity.

In furtherance of the aforesaid goal, the Superintendent shall:

A. Curriculum Content
1.  review current and proposed courses of study and textbooks to detect 

any bias based upon the Protected Classes ascertaining whether or not 
supplemental materials, singly or taken as a whole, fairly depict the 
contribution of both sexes, various races, ethnic groups, etc. toward the 
development of human society.

2.  provide that necessary programs are available for students
 with limited use of the English language.

B. Staff Training
 develop an ongoing program of staff training and in-service training for 

school personnel designed to identify and solve problems of bias based upon 
the Protected Classes in all aspects of the program.

C.  Student Access
1. review current and proposed programs, activities, facilities, and  prac-

tices to ensure that all students have equal access thereto and are not 
segregated on the basis of the Protected Classes, in any duty, work, play, 
classroom, or school practice, except as may be permitted under State 
regulations.

2.  verify that facilities are made available, in a non-discriminatory fashion, 
in accordance with Administrative Policy 7510 – Use of District Facilities, 
for non-curricular student activities that are initiated by parents or other 
members of the community, including but not limited to any group of-
ficially affiliated with the Boy Scouts of America or any other youth group 
listed in Title 36 of the United States Code as patriotic society;

D. District Support
 require that like aspects of the District program receive like support as to 

staff size and compensation, purchase and maintenance of facilities and 
equipment, access to such facilities and equipment, and related matters.

E. Staff Evaluation
 verify that tests, procedures, or guidance and counseling materials, which is/

are designed to evaluate student progress, rate aptitudes, analyze personal-
ity, or in any manner establish or tend to establish a category by which a 
student may be judged, are not differentiated or stereotyped on the basis of 
the Protected Classes.

The Superintendent shall appoint and publicize the name of the compliance 
officer(s) who is/are responsible for coordinating the District’s efforts to comply 
with the applicable Federal and State laws and regulations, including the District’s 
duty to address in a prompt and equitable manner any inquiries or complaints 
regarding discrimination or equal access. The Compliance Officer(s) also verify that 
proper notice of nondiscrimination for Title II of the Americans with Disabilities Act 
(as amended), Title VI, and VII of the Civil Rights Act of 1964, Title IX of the Education 
Amendment Act of 1972, Section 504 of the Rehabilitation Act of 1973 (as amend-
ed), is provided to students, their parents, staff members, and the general public.

The Superintendent shall attempt annually to identify children with disabilities, 
ages 3-21, who reside in the District but do not receive public education. In addi-
tion, s/he shall establish procedures to identify students who are Limited English 
Proficient, including immigrant children and youth, to assess their ability to par-
ticipate in District programs, and develop and administer a program that meets 
the English language and academic needs of these students. This program shall 
include procedures for student placement, services, evaluation, and exit guidelines 
and shall be designed to provide students with effective instruction that leads to 
academic achievement and timely acquisition of proficiency in English. As a part 
of this program, the District will evaluate the progress of students in achieving 

English language proficiency in the areas of listening, speaking, reading and writing, 
on an annual basis

Reporting Procedures
Students, parents and all other members of the School District community are 
encouraged to promptly report suspected violations of this policy to a teacher or 
administrator. Any teacher or administrator who receives such a complaint shall file 
it with the District’s Compliance Officer at his/her first opportunity.
Students who believe they have been denied equal access to District educational 
opportunities, in a manner inconsistent with this policy may initiate a complaint 
and the investigation process that is set forth below. Initiating a complaint will not 
adversely affect the complaining individual’s participation in educational or extra-
curricular programs unless the complaining individual makes the complaint mali-
ciously or with knowledge that it is false.

District Compliance Officers are listed at the top of the notices.
The name(s), title(s), and contact information of this/these individual(s) will be pub-
lished annually in the parent/student handbook and on the School District’s web site.

A Compliance Officer will be available during regular school/work hours to dis-
cuss concerns related to student discrimination in educational opportunities 
under this policy.

Investigation and Complaint Procedure
The Compliance Officer shall investigate any complaints brought under this 
policy. Throughout the course of the process as described herein, the Compli-
ance Officer should keep the parties informed of the status of the investigation 
and the decision making process.

All complaints must include the following information to the extent it is available: 
a description of the alleged violation, the identity of the individual(s) believed to 
have engaged in, or to be actively engaging in, conduct in violation of this policy, 
if any; a detailed description of the facts upon which the complaint is based; and 
a list of potential witnesses.

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

Upon receiving a complaint, the Compliance Officer will consider whether any 
action should be taken during the investigatory phase to protect the Complainant 
from further loss of educational opportunity, including but not limited to a change 
of class schedule for the complainant, tentative enrollment in a program, or oth-
er appropriate action. In making such a determination, the Compliance Officer 
should consult the Superintendent prior to any action being taken. The Complain-
ant should be notified of any proposed action prior to such action being taken.

As soon as appropriate in the investigation process, the Compliance Officer will 
inform any individual named by the Complainant in connection with an alleged 
violation of this policy, that a complaint has been received. The person(s) must 
also be provided an opportunity to respond to the complaint.

All investigations shall be commenced as soon as practicable upon receipt of 
a complaint and concluded as expeditiously as feasible, in consideration of the 
circumstances, while taking measures to complete a thorough investigation. The 
complaining party shall be notified in writing of receipt of the complaint within 
forty-five (45) days of the complaint and shall reach a determination concerning 
the complaint within ninety (90) days of receipt, unless additional time is agreed 
to by the complaining party.

The investigation will include:

A. interviews with the complainant;
B. interviews with any persons named in the complaint;
C. interviews with any other witnesses who may reasonably be expected to 

have any information relevant to the allegations;
D. consideration of any documentation or other evidence presented by the 

complainant, respondent, or any other witness which is reasonably be-
lieved to be relevant to the allegations

At the conclusion of the investigation, the Compliance Officer shall prepare and 
deliver a written report to the Superintendent which summarizes the evidence 
gathered during the investigation and provides recommendations based on the 
evidence and the definitions in this Policy, as well as in State and Federal law as 
to whether the complainant has been denied access to educational opportunities 
on the basis of one of the protected classifications, based on a preponderance of 
evidence standard. The Compliance Officer’s recommendations must be based 
upon the totality of the circumstances, including the ages and maturity levels of 
those involved. The Compliance Officer may consult with the District Attorney 
before finalizing the report to the Superintendent.

Absent extenuating circumstances, within ten (10) business days of receiving 
the report of the Compliance Officer, the Superintendent must either issue a final 
decision or request the complaint be further investigated. A copy of the Superin-
tendent’s final decision will be delivered to the complainant.

If the Superintendent requests additional investigation, the Superintendent must 
specify the additional information that is to be gathered, and such additional 
investigation must be completed within ten (10) business days. At the conclu-
sion of the additional investigation, the Superintendent must issue a final written 
decision as described above. The decision of the Superintendent shall be final.

If the complainant feels that the decision does not adequately address the 
complaint s/he may appeal the decision to the State Superintendent of Public 
Instruction  by submitting a written request to the Wisconsin Department of Pub-
lic Instruction, Pupil Nondiscrimination Program, or by contacting the DPI Pupil 
Nondiscrimination Program at (608) 267-9157.

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

Additional School District Action
If the evidence suggests that any conduct at issue violates any other policies of the 
District, is a crime, or requires mandatory reporting under the Children’s Code (Sec. 
48.981, Wis. Stat.), the Compliance Officer or Superintendent shall take such ad-
ditional actions as necessary and appropriate under the circumstances, which may 
include a report to the appropriate social service and/or law enforcement agency 
charged with responsibility for handling such investigations.

Confidentiality
The District will make reasonable efforts to protect the privacy of any individuals in-
volved in the investigation process. Confidentiality cannot be guaranteed however. 
All complainants proceeding through the investigation process should be advised 
that as a result of the investigation, allegations against individuals may become 
known to those individuals, including the complainant’s identity.

During the course of an investigation, the Compliance Officer will instruct all mem-
bers of the School District community and third parties who are interviewed about 
the importance of maintaining confidentiality. Any individual who is interviewed as 
part of an investigation is expected not to disclose any information that s/he learns 
or that s/he provides during the course of the investigation.

All public records created as a part of an investigation will be maintained by the 
Compliance Officer in accordance with the District’s records retention policy. Any 
records which are considered student records in accordance with the state or Fed-
eral law will be maintained in a manner consistent with the provisions of the law.

ACCOUNTABILITY & SCHOOL PERFORMANCE REPORT: 
Wisconsin District and School Performance Reports
The School and District Report Cards are issued every year. Individual student re-
sults on state assessments will continue to be reported separately. The Wisconsin 
Department of Public Instruction (DPI) produces two versions of each Report Card: 
“School Report Card” and “School Report Card Detail.” Both versions can be ac-
cessed online at https://apps2.dpi.wi.gov/sdpr/spr.action.

ACTS & REGULATIONS
A copy of each of the acts and regulations will be available to the public in the office 
of each building administrator.

ASSESSMENTS
The Forward Exam is administered in grades 3, 4, 5, 6, 7, 8 & 10 in the spring of 
each year. Grades 9 & 10 take the ACT Aspire and 11th graders the ACT. These 
assessments are required by the state.

The Civic exam is required by the state and all schools may not grant a diploma to 
students unless they have successfully completed the Civics exam. An individual 
may not receive a GED or HSED until they successfully complete the civics exam. 
This will be administered by the district.

ACHIEVEMENT LEVEL AND ACADEMIC GROWTH ON STATE 

FOOD SERVICES - NUTRITION AND WELLNESS
The District offers a comprehensive food service program for children interested in 
taking school meals. The National School Lunch Program standards are followed at 
all locations, and breakfast is served at all schools as well. Questions regarding our 
meal programs may be directed to Food Service staff at each location or contact 
Laura Rowell, Food Service Manager at 662-7702 or laurrowe@hssd.k12.wi.us

Meal Payments
Students are able to use prepaid lunch accounts to pay for meals. Make lunch 
account payments the quick and easy way through the MySchoolBucks online 
service. Once you’ve enrolled, you can check balances and fund the account from 
your computer.

Meal Prices
Meal pricing is reviewed annually and posted on the District’s Food Service web 
page. Feel free to join your child for lunch; please let the school secretary know by 
9am the day of your visit if you plan to have lunch with them.

Applications for the school’s Free and Reduced-Priced Meal program are 
made available to all students in August through the online registration or applica-
tions are available at the Howard-Suamico School District Office at 2706 Lineville 
Road, Green Bay, WI 54313 and in the school office.

Students are assigned computerized lunch accounts for advance payments of 
school meals/milk. Pre-payments may be deposited at any time using account 
envelopes and deposit boxes available at each site, or via a bank card using the 
MySchoolBucks.com payment program on the web. The student then uses his/
her ID number to make purchases from the account balance when going through 
the school meal lines. Do not share these ID numbers! Questions regarding the 
lunch program may be directed to Food Service staff at each location, or contact 
Laura Rowell, Food Service Manager, (920) 662-7702 or laurrowe@hssd.k12.
wi.us or www.hssd.k12.wi.us Parent Resources/Programs/Food Services for 
more detailed information about our programs.

ANNUAL ASBESTOS NOTIFICATION
Under AHERA (Asbestos Hazard Emergency Response Act), all primary and second-
ary schools are required to develop and implement a plan for managing all building 
materials that contain asbestos. Included in the AHERA Act is the requirement to 
annually notify all workers and building occupants (or their guardians) of asbestos-
related activities.

The Howard-Suamico School District Administrative Annual Notices and Policies and Guidelines are periodically updated in response to changes in the 
law and other circumstances. All Annual Notices are available on the home web page at www.hssd.k12.wi.us. Howard-Suamico School District. Annual 
Notices Administrative Policies and Guidelines are available at www.hssd.k12.wi.us/administrativepolicies. District Compliance Officers. The District 
designates the following individuals to serve as the District’s Compliance Officers: Jennifer Garceau, Director of Student Services, jenngarc@hssd.k12.
wi.us, or Angela Buchenauer, Assistant Director of Student Services, angebuch@hssd.k12.wi.us, 2706 Lineville Road, Green Bay, WI  54313, 920-
662-7881. They are also the people you would contact regarding Pupil Services and Special Education.

Annual Notices
HOWARD-SUAMICO SCHOOL DISTRICT



• Environmental Management Consulting, Inc. (EMC) was contracted to be the 
school’s consultant for asbestos.

• Periodic “surveillance” in each area containing asbestos has been completed 
every six months by EMC. Buildings are re-inspected by an accredited in-
spector every three years.

• All outside contractors contact the lead maintenance person before com-
mencing work.

A copy of the Asbestos Management Plan is available for review by contacting 
the District Office at (920) 662-7878. Questions related to this plan or any other 
asbestos concerns should be directed to Allen Behnke, Director of Facilities, (920) 
662-7705 or allebehn@hssd.k12.wi.us.

CHILD FIND

ANNUAL NOTICE OF SPECIAL EDUCATION REFERRAL AND 
EVALUATION PROCEDURES
Howard-Suamico School District is required to locate, identify, and evaluate all chil-
dren with disabilities, including children with disabilities attending private schools 
in the school district, and homeless children. The process of locating, identifying, 
and evaluating children with disabilities is known as child find. This agency con-
ducts the following child find activities each year: Child Development Days four 
(4) times/school year. 

Upon request, the Howard-Suamico School District is required to evaluate a child 
for eligibility for special education services.  A request for evaluation is known as a 
referral.  When the district receives a referral, the district will appoint an Individual-
ized Education Program (IEP) team to determine if the child has a disability, and 
if the child needs special education services. The district locates, identifies, and 
evaluates all children with disabilities who are enrolled by their parents in private 
(including religious) schools, elementary schools and secondary schools located 
in the school district. 

A physician, nurse, psychologist, social worker, or administrator of a social agency 
who reasonably believes a child brought to him or her for services is a child with 
a disability has a legal duty to refer the child, including a homeless child, to the 
school district in which the child resides.  If a resident child attends a private school 
in another district, the child should be reported to the school district where the child 
attends school.  Before referring the child, the person making the referral must 
inform the child’s parent that the referral will be made.

Others, including parents, who reasonably believe a child is a child with a disability, 
may also refer the child, including a homeless child, to the school district in which 
the child resides.  Referrals must be in writing and include the reason why the 
person believes the child is a child with a disability.  A referral may be made by 
contacting the District Compliance Officers listed at the top of this notice.

CONFIDENTIALITY OF PERSONALLY IDENTIFIABLE INFORMATION OBTAINED 
THROUGH CHILD FIND ACTIVITIES
This notice informs parents of the records the school district will develop and main-
tain as part of its child find activities. This notice also informs parents of their rights 
regarding any records developed. The school district gathers personally identifiable 
information on any child who participates in child find activities. Parents, teachers, 
and other professionals provide information to the school related to the child’s 
academic performance, behavior, and health. This information is used to determine 
whether the child needs special education services. Personally identifiable infor-
mation directly related to a child and maintained by the school is a pupil record. 
Pupil records include records maintained in any way including, but not limited to, 
computer storage media, video and audiotape, film, microfilm, and microfiche. 
Records maintained for personal use by a teacher and not available to others and 
records available only to persons involved in the psychological treatment of a child 
are not pupil records.

The school district maintains several classes of pupil records.

• “Progress records” include grades, courses the child has taken, the child’s 
attendance record, immunization records, required lead screening records, and 
records of school extra-curricular activities. Progress records must be main-
tained for at least five years after the child ceases to be enrolled.

• “Behavioral records” include such records as psychological tests, personality 
evaluations, records of conversations, written statements relating specifically to 
the pupil’s behavior, tests relating specifically to achievement or measurement 
of ability, physical health records other than immunization and lead screening 
records, law enforcement officers’ records, and other pupil records that are 
not “progress records.” Law enforcement officers’ records are maintained 
separately from other pupil records. Behavioral records may be maintained for 
no longer, than one year after the child graduates or otherwise ceases to be 
enrolled, unless the parent specifies in writing that the records may be main-
tained for a longer period of time. The school district informs parents when pupil 
records are no longer needed to provide special education. At the request of 
the child’s parents, the school district destroys the information that is no longer 
needed.

• “Directory data” includes the student’s name, address, telephone listing, date 
and place of birth, major field of study, participation in officially recognized ac-
tivities and sports, weight and height of members of athletic teams, dates of 
attendance, photographs, degrees and awards received, and the name of the 
school most recently previously attended by the student.

• “Pupil physical health records” include basic health information about a pu-
pil, including the pupil’s immunization records, an emergency medical card, a 
log of first aid and medicine administered to the pupil, an athletic permit card, a 
record concerning the pupil’s ability to participate in an education program, any 
required lead screening records, the results of any routine screening test, such 
as for hearing, vision or scoliosis, and any follow-up to the test, and any other 
basic health information, as determined by the state superintendent. Any pupil 
record relating to a pupil’s physical health that is not a pupil physical health re-
cord is treated as a patient health care record under sections 146.81 to 146.84, 
Wisconsin Statutes. Any pupil record concerning HIV testing is treated as pro-
vided under section 252.15, Wisconsin Statutes.

The Family Educational Rights and Privacy Act (FERPA), the Individuals with 
Disabilities Education Act (IDEA), and section 118.125, Wisconsin Statutes, af-
ford parents and students over 18 years of age (“eligible students”) the follow-
ing rights with respect to education records:

• The right to inspect and review the student’s education records within 45 
days of receipt of the request. Parents or eligible students should submit to 
the District Office a written request that identifies the records(s) they wish to 

inspect. The principal will make arrangements for access and notify     the parent 
or eligible student of the time and place where the records may be inspected.

 The school district will comply with the request without unnecessary delay 
and before any meeting about an individualized education program, or any due 
process hearing, and in no case more than 45 days after the request has been 
made. If any record includes information on more than one child, the parents 
of those children have the right to inspect and review only the information 
about their child or to be informed of that specific information. Upon request, 
the school district will give a parent or eligible student a copy of the progress 
records and a copy of the behavioral records. Upon request, the school district 
will give the parent or eligible student a list of the types and locations of educa-
tion records collected, maintained, or used by the district for special education. 
The school district will respond to reasonable requests for explanations and 
interpretations of the records.

A representative of the parent may inspect and review the records.

• The right to request the amendment of the student’s education records 
that the parent or eligible student believes is inaccurate or mislead-
ing. Parents or eligible students may ask Howard-Suamico School District to 
amend a record that they believe is inaccurate or misleading. They should 
write the school principal, clearly identify the part of the record they want 
changed, and specify why it is inaccurate or misleading. If the district decides 
not to amend the record, the district will notify the parent or eligible student of 
the decision and the right to a hearing regarding the request for amendment. 
Additional information regarding the hearing procedures will be provided to the 
parent or eligible student when notified of the right to a hearing.

The right to consent to disclosures of personally identifiable information in 
the student’s education records, except to the extent that federal and state 
law authorizes disclosure without consent. The exceptions are stated in 34 CFR 
99.31, Family Educational Rights and Privacy Act regulations; Sec. 9528, PL107-110, 
No Child Left Behind Act of 2001; and section 118.125(2) (a) to (m) and sub. (2m), 
Wisconsin Statutes. One exception that permits disclosure without consent is disclo-
sures to school officials with legitimate educational interests. A school official is a 
person employed by the district as an administrator, supervisor, instructor, or support 
staff member (including health or medical staff and law enforcement unit person-
nel); a person serving on the school board; a person or company with whom the 
district has contracted to perform a special task (such as an attorney, auditor, medi-
cal consultant, or therapist); or a parent or student serving on an official committee, 
such as a disciplinary or grievance committee, or assisting another school official in 
performing his or her tasks. A school official has a legitimate educational interest if 
the official needs to review an education record in order to fulfill his or her profes-
sional responsibility. Upon request, the district discloses education records without 
consent to officials of another school district in which a student seeks or intends to 
enroll. In addition, the district discloses “directory data” without consent, unless the 
parent notifies the district that it may not be released without prior parental consent. 
The right to file a complaint with the U. S. Department of Education concerning 
alleged failures by the District to comply with the requirements of FERPA. The 
name and address of the office that administers FERPA is Family Policy Compliance 
Office, U.S. Department of Education, 400 Maryland Avenue, S.W., Washington, DC 
20202-4605. Reference Student Records Administrative Policy #8330.

HOMELESS CHILDREN
The McKinney-Vento Act defines children and youth who are homeless (twen-
ty-one years of age and younger) as:

• Children and youth who lack a fixed, regular, and adequate nighttime resi-
dence, and includes children and youth who are:
n sharing the housing of other persons due to loss of housing, economic 

hardship, or a similar reason (sometimes referred to as a double-up):
n living in motels, hotels, trailer parks, or camping grounds due to lack of 

alternative adequate accommodations;
n living emergency or transitional shelters;
n abandoned in hospitals; or
n awaiting foster care placement.

• Children and youth who have a primary nighttime residence that is a public 
or private place not designated for, or ordinarily used as, a regular sleeping 
accommodation for human beings.

• Children and youth who are living in cars, parks, public spaces, abandoned 
buildings, substandard housing, bus or train stations, or similar settings.

• Migratory children who qualify as homeless because they are living in circum-
stances described above.

If you are personally aware of or are acquainted with any children who may qualify 
according to the above criteria, the Howard-Suamico School District provides the 
following assurances to parents of homeless children:

n The local district staff person (liaison) for homeless children is Rachel 
Miller, Social Worker/Homeless Coordinator, (920) 662-8074 or rachmill@
hssd.k12.wi.us.

n There shall be immediate enrollment and school participation, even if edu-
cational and medical records and proof of residency are not available.

n All educational opportunities and related opportunities for homeless stu-
dents (preschool to age 21), including unaccompanied youth, shall be the 
same as for the general student population.

n Enrollment and transportation rights, including transportation to the school 
of origin. “School of origin” is defined as the school the child or youth at-
tended when permanently housed or the school in which the child or youth 
was last enrolled.

n Written explanation of a child or youth’s school placement, other than 
school of origin of the school requested by the parent, with the right to 
appeal within the local dispute resolution process.

n Meaningful opportunities for parents to participate in the education of their 
children. These shall include: special notices of events, parent-teacher 
conferences, newsletters, and access to student records.

Please contact Rachel Miller, Social Worker/Homeless Coordinator, homeless liaison 
for the Howard-Suamico School District for additional information about homeless 
issues. Rachel Miller can be reached at (920) 662-8800 or (920) 662-9800 or rach-
mill@hssd.k12.wi.us.

OPEN PUBLIC RECORDS
The District recognizes its responsibility to maintain the public records of this District 
and to make such records available for inspection and reproduction.

The public records of this District include any writing prepared, owned, used, in the 
possession of, or retained by the District, officers, or employees to the extent such 
writings are within the definition of public records under applicable law.

Any person may make an oral or written request for any public records of the Dis-
trict. The person may inspect, copy, or receive copies of the public record requested. 
The District shall respond as soon as practicable and without delay to the requestor 
providing the requested documents or informing the requestor of the District’s intent 
to deny access providing specific explanation regarding the decision to deny access.
A resident may purchase copies of the District’s public records upon payment of 
a fee. No public record may be removed from the office in which it is maintained 
except by a District officer or employee in the course of the performance of his/
her duties.

Retention and destruction of public records will be processed in accordance with the 
School District Records Retention Schedule developed by the Wisconsin Department 
of Public Instruction.

The Superintendent shall establish administrative guidelines to ensure proper com-
pliance with the intent of this policy and the public records law.

Records Retention Schedule
The District will follow the Wisconsin Department of Administration’s guidelines on 
School District record retention.

District Records Officer
The Superintendent, or in his/her absence, the Assistant Superintendent  are des-
ignated as the District Records Officer (“DRO”) and shall be the legal custodians of 
records for the District. The DRO shall safely keep and preserve the public records 
of the District and shall have the authority to render decisions and carry out duties 
related to those public records. The DRO may deny access to records only in ac-
cordance with the law. The DRO is authorized and encouraged to consult with the 
District’s legal counsel to determine whether to deny access to a records request 
in whole or in part.

Requests for Public Records
Public records of the District will be made available for inspection at the District of-
fice during normal, regular business hours upon request. No original public records 
of the District shall be removed from the possession of the DRO. The DRO shall be 
responsible for administering the District’s Open Records Policy including, but not 
limited to, designating where, when and how the public records of the District may 
be inspected and copied.

Requests for records of the District may be submitted orally or in writing to the DRO. 
It is not necessary that any person requesting access to the public records of the Dis-
trict identify himself/herself in order to obtain a record, nor need any person request-
ing access to the public records of the District state any reason for his/her request.

Any request for a public record must reasonably describe the record or information 
sought. If the DRO cannot reasonably determine what records or information are 
being requested, the request shall be denied in writing and the reason for the denial 
shall be stated. Any denial of a written request must be in writing and any denial of 
an oral request may be given orally or in writing.

General Procedures for Release, Inspection and/or Reproduction of Public 
Records
The DRO will respond to a public records request as soon as practicable and without 
delay. If a request is denied, it will be denied in writing and contain a written state-
ment of all of the reasons for denying the request. The denial must also notify the 
requester of his/her right to have the determination reviewed by mandamus or upon 
application to the attorney general or a district attorney.

If any records of the District are requested that are necessary for the day-to-day 
operation of the District, then the DRO may arrange for the records to be inspected 
after normal working hours.

If the DRO determines that portions of any records requested contain information 
that should not be released, the custodian will redact portions or remove material 
not to be released and thereafter release the balance of the document. The DRO 
shall inform the requestor of the nature of the material or portions withheld and the 
authority under which access has been denied.

The DRO will refer any requests for computer records of the District to the individual 
in charge of the equipment involved to determine the cost of any computer search, 
printing charges, and possible time available on the machine. Since computer time 
can be expensive, computer information will not be provided until the person re-
questing the information is informed of the estimated costs and makes payment in 
advance if the cost exceeds $50.00.

Time and Location to Review Records
Public records may be inspected, copied, and/or abstracted at the Superintendent’s 
office during the established District office hours.

VIDEO SURVEILLANCE

9151 - USE OF CAMERAS AND OTHER RECORDING DEVICES IN LOCKER ROOMS
Surveillance cameras are being used on, in and around district facilities with excep-
tion of locker rooms.

VIDEOTAPES ON SCHOOL BUSES
The District has authorized the installation of video cameras on school buses for 
purposes of monitoring student behavior.

If a student is reported to have misbehaved on a bus and his/her actions were re-
corded on a videotape, the tape will be submitted to the Principal/designee and may 
be used as evidence of the misbehavior.  Since these tapes are considered part of a 
student’s record, they can be viewed only in accordance with State and Federal law.

VISITOR

9150 - SCHOOL VISITORS
Visitors, particularly parents, are welcome at the school.  In order to properly monitor 
the safety of students and staff, each visitor must report to the office upon entering 
the school to obtain a pass. Any visitor found in the building without a pass shall be 
reported to the Principal.  If a person wishes to confer with a member of the staff, s/
he should call for an appointment prior to coming to the school. in order to prevent 
any loss of instructional time. Visitors access to classrooms and instructional activi-
ties are subject to reasonable restrictions and limits. Students may not bring visitors 
to school without first obtaining written permission from the Principal.


