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8120 - VOLUNTEERS
 
The Board recognizes that certain programs and activities can be enhanced through the use of volunteers who have
particular knowledge or skills that will be helpful to members of the staff responsible for the conduct of those programs and
activities.
 
The District Administrator shall be responsible for recruiting community volunteers, reviewing their capabilities, and making
appropriate placements. The District Administrator shall not be obligated to make use of volunteers whose abilities are not
in accord with District needs.
 
Board members (x ) and any other individuals who volunteer to work in the schools [END OF OPTION] must submit to a
criminal history records and background check before being allowed to participate in any activity or program.
Any volunteer who works with or has access to students shall submit to a criminal history records check, prior to being
allowed to participate in any activity or program and every four years thereafter.
 
A Board member may serve as a volunteer coach or supervisor of an extra-curricular activity if the provisions of 120.20
Wis. Stats. and this policy are satisfied.
 
A Board member may serve as a volunteer bus driver for the District if the provisions of 120.20, Wis. Stats., and the policy
are satisfied. (See also Bylaw 0144.3 - Conflict of Interest)
 
Each volunteer:
 

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

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

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

 
The District Administrator may complete another background check at their discretion.
 
The District Administrator shall also ensure that be responsible for informing each volunteer is properly informed of the
District's appreciation for their r the volunteer's time and efforts in assisting the operation of the schools.
 
T.C. 4/13/22
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8305 - INFORMATION SECURITY
 
The District collects, classifies, and retains data/information from and about students, staff, vendors/contractors, and other
individuals, about programs and initiatives undertaken by the school system, and about and related to the business of the
District. This information may be in hard copy or digital format, and may be stored in the District or offsite with a third
party provider.
 
Data/information collected by the District shall be classified as Confidential, Controlled, or Published. Data/information will
be considered Controlled until identified otherwise.
 
Protecting District Information Resources (as defined in Bylaw 0100 - Defomotions) is of paramount importance.
Information security requires everyone’s active participation to keep the District’s data/information secure. This includes
Board members, staff members/employees, students, parents, contractors/vendors, and visitors who use District
Technology Resources (as defined in Bylaw 0100 - Definitions) and Information Resources.
 
Individuals who are granted access to data/information collected and retained by the District must follow established
procedures so that the information is protected and preserved. Board members, administrators, and all District staff
members, as well as contractors, vendors, and their employees, granted access to data/ information retained by the District
are required to certify annually that they shall comply with the established information security protocols pertaining to
District data/information. Further, all individuals granted access to Confidential Data/Information retained by the District
must certify annually that they will comply with the information security protocols pertaining to Confidential
Data/Information.
 
All Board members, staff members/employees, students, contractors/vendors, and visitors who have access to Board-
owned or managed data/information must maintain the security of that data/information and the District Technology
Resources on which it is stored.
 
If an individual has any questions concerning whether this Policy policy and/or its related administrative guidelines apply to
him/her the individual or how they this policy and/or related administraiveadministrative guidelines apply to him/her, the
individual, then the individual should contact the District’s Technology Director or Information Technology
Department/Office.
 
The Superintendent shall develop administrative guidelines that set forth the internal controls necessary to provide for the
collection, classification, retention, access, and security of District Data/Information.
 
Further, the Superintendent is authorized to develop procedures that would be implemented in the event of an unauthorized
release or breach of data/information. These procedures shall comply with the District’s legal requirements if such a breach
of personally- identifiable information occurs.  (See Policy 8320.01 - Unauthorized Acquisition of Staff Personal Information
and/or Policy 8330.01 - Unauthorized Acquisition of Student Personal Information.)



 
The Superintendent shall require the participation of staff members in appropriate training related to the internal controls
pertaining to the data/information that they collect, to which they have access, and for which they would be responsible for
the security protocols.
 
Third-party contractors/vendors who require access to Confidential Data/ Information collected and retained by the District
will be informed of relevant Board policies that govern access to and use of Information Resources, including the duty to
safeguard the confidentiality of such data/information.
 
Failure to adhere to this Policy policy and its related administrative guidelines may put data/information collected and
retained by the District at risk. Employees who violate this policy and/or the administrative guidelines promulgated
consistent with this policy may have disciplinary consequences imposed, up to and including termination of employment,
and/or referral to law enforcement. Students who violate this Policy policy and/or administrative guidelines will be subject
to disciplinary action, up to and including expulsion, and/or referral to law enforcement. Contractors/vendors who violate
this Policy policy and/or administrative guidelines may face termination of their business relationships with and/or legal
action by the District. Parents and visitors who violate this Policy policy and/or administrative guidelines may be denied
access to the District’s Technology Resources.
 
The Superintendent shall conduct a periodic assessment of risk related to the access to and security of the data/information
collected and retained by the District, as well as the viability of the continuity of the organizational operations plan
developed pursuant to Policy 8300 - Continuity of Organizational Operations Plan.

The District Administrator shall conduct

 

( ) an annual

 

(x ) a periodic

 

assessment of risk related to the access to and security of the data/information collected and retained by the District, as
well as the viability of the continuity of organizational operations plan developed pursuant to Policy 8300 - Continuity of
Organizational Operations Plan. Public discussion of any component of an Information Systems assessment or audit will not
be held if, at the District Administrator's discretion, doing so would jeopardize cybersecurity, or the confidentiality, integrity,
or availability of employee or student information, or any other security related considerations requires confidentiality.

T.C. 4/12/23
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8310 - PUBLIC RECORDS
 
The Board recognizes its responsibility to maintain the public records of this District and to make such records available for
inspection and reproduction.   The Board designates the District Administrator as the District Records Custodian (DRC), to
be the legal custodian of records for the District. The DRC shall safely keep and preserve the public records of the District
and shall have the authority to render decisions and carry out duties related to those public records, including providing the
notice required under 19.34(1) Wis. Stats., identifying the positions of the District that constitute a local public office
pursuant to 19.32(1dm), and 19.42 (7w), Wis. Stats., and other required information. The DRC may deny access to records
only in accordance with the law. The DRC is authorized and encouraged to consult with the District's legal counsel to
determine whether to deny access to a records request in whole or in part.
 
Under the Wisconsin Public Records Law, a "record" is defined as any material on which written, drawn, printed, spoken,
visual, or electromagnetic information or electronically generated or stored data is recorded or preserved, regardless of
physical form or characteristics, that has been created or is being kept by the authority. It includes handwritten, typed, or
printed pages, maps, charts, photographs, films, recordings, tapes, optical discs, and any other medium on which
electronically generated or stored data is recorded or preserved. A "record" does not include drafts, notes, preliminary
computations, and like materials prepared for the originator's personal use or prepared by the originator in the name of a
person for whom the originator is working; materials that are purely the personal property of the custodian and have no
relation to the office held; materials to which access is limited by copyright, patent, or bequest; and published materials in
the possession of an authority other than a public library that are available for sale, or that are available for inspection at a
public library. The personal use exception applies to notes created by the originator solely for the purpose of refreshing the
originator's recollection and as a matter of convenience (not part of assigned job duties), but does not apply to notes that
are distributed to others for the purpose of communicating information or notes that are created or retained for the purpose
of memorializing agency activity.
 
In addition, records may be exempted from disclosure as a matter of statute or common law or, under the balancing test,
the public interest in disclosure may be outweighed by the public interest in non-disclosure.
 
Any person may make an oral or written request for any public records of the District. The person may inspect, or receive
copies of the public record requested. The District will respond as soon as practicable and without delay. The District will
either provide the requested documents, subject to any redactions, or inform the requester of the District's decision to deny
the request.
 
The District will comply with the Safe at Home/Address Confidentiality Program administered by the Wisconsin Department
of Justice. (See Policy 5111 - Eligibility of Resident/Nonresident Students, Policy 8320 - Personnel Records and Policy 8330 -
Student Records.)
 



The District may impose a fee upon the requester of a copy of a record similar to the Wisconsin Department of Justice
Public Records Request Fee Schedule (https://www.doj.state.wi.us/sites/default/files/office-open-government/fee-schedule-
final.pdf), which represents the actual, necessary, and direct cost of reproduction of the record. In addition, the District
may impose a fee upon a requester for the actual time spent by District employees in locating a record, if the cost is $50.00
or more. In calculating location costs, the District will use the applicable employee's hourly rate for salary and benefits. 
 
The District may also charge the requester for any equipment required to fill the request (such as videotapes, computer
disks, etc.) The District may impose a fee upon a requester for the actual, necessary, and direct cost of mailing or shipping
of any copies which are mailed or shipped to the requester. 
 
The District may require prepayment of fees if the total amount exceeds $5.00. If payment is required, the District will
calculate the actual cost and charge the requester. If advance payment is required, the District will either invoice the
requester for the difference between the estimate and actual cost or refund any overpayment.
 
No public record may be removed from the office in which it is maintained except by a Board officer or employee in the
course of the performance of their duties.
 
Nothing in this policy shall be construed as preventing a Board member from inspecting in the performance of his/her
official Board Member duties, any record of this District, except student records and certain portions of personnel records.
 
The District Administrator is authorized to develop administrative guidelines to provide for proper compliance with the
intent of this policy and the public records law.
 
Records Retention Schedule
19.21(6), Wis. Stats. requires that school districts retain public records, other than student records, for seven (7) years,
unless a shorter period is fixed by the Public Records Board (PRB) in a records retention schedule subsequently adopted by
the Board.

The Board has approved the following current records retention schedules developed by the Wisconsin Historical Society
and PRB:
 

A. Wisconsin Public School District and Related Records GRS (expiring March 20, 2033)
 

B. Administrative and Related Records GRS (expiring March 21, 2032)
 

C. Budget and Related Records GRS (expiring November 21, 2032)
 

D. Facilities Management and Related Records GRS (expiring November 18, 2029)
 

E. Fiscal and Accounting and Related Records GRS (expiring November 20, 2027)
 

F. Human Resources and Related Records GRS (expiring March 25, 2029)
 

G. Information Technology and Related Records GRS (expiring November 10, 2024)
 

H. Payroll and Benefits and Related Records GRS (expiring August 30, 2031)
 

I. Purchasing & Procurement and Related Records GRS (expiring November 11, 2023)
 

J. Risk Management and Related Records GRS (expiring August 25, 2024)
 

K. Wisconsin Municipal and Related Records GRS (expiring August 27, 2028)
 

The District will retain public records in accordance with the preceding general records schedule(s).  In the event that the
preceding general records schedules adopted do not define the retention period for a particular record, the District will
retain the record for seven (7) years.
 
Revised 5/13/19
Revised 4/13/22
Revised 10/23/23

© Neola 20243
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8395 - STUDENT MENTAL AND PHYSICAL HEALTH SERVICES
 
The Board understands the importance of both physical and mental health in supporting all students to reach their fullest
educational and personal potential. Providing access to physical and mental health services to students in the school allows
those students that need such services to access them without disrupting their educational pursuits and to provide access
to the greatest number of students possible.
 
The District will assist in facilitating students’ access to physical and mental health services (“Services”), when
appropriate through the Student Services DepartmentnDepartment through the Student Services Department and school
nurses. These Services may be provided and in conjunction with Northlakes Community Clinic or from licensed agencies
authorized to provide Services at the schools. These Services are intended to provide support to a student in a way that
minimizes intrusion into the student’s day and are not intended to replace services and which supplements those
Services provided by a teacher, paraprofessional, school nurse and other health professionals, or any other staff member.
Further, unless otherwise determined by an IEP team, Services are not to be considered a related service necessary for the
provision of a free appropriate public education under the Individuals with Disabilities Education Act. The provision of
Services by outside agencies in the school setting will be governed by agreement between the District and the licensed
agency and will be subject to the provisions therein as well as the procedures set forth below.
 
School District Mental Health Professionals
 
The Student Services Department is available to assist students with mental health concerns, including providing Services
within the scope of the staff members professional abilities and/or licensure.
 
The Board shall make available mental health professional staff members to assist students in receiving specified Service,
including:
 

A. Alcohol and Other Drug Abuse (AODA), including, where available, specialization within the AODA field consistent
with school community needs;
 

B. Depression, anxiety;
 

C. Survivors of abuse;
 

D. Self-harm compulsion and/or suicidal ideation;
 

E. Other.
 



Student Services shall maintain information regarding community-based and other types of mental health resources
available for students who require more intensive Services or who suffer from more acute or chronic conditions. School staff
shall coordinate with and collaborate with outside providers to provide continuity of services in and out of school. All
Services provided by and/or coordinated by Student Services shall be available to students who participate only on a
voluntary basis.
 
Any staff member who, in the course of providing mental health services to a student shall report any circumstances giving
rise to suspicion that the student has been or is the victim of abuse or neglect (See Policy 8462 – Child Abuse and Neglect)
or hears of a threat of violence that the staff member believes in good faith presents imminent danger (See Policy 8462.01
– Threats of Violence).
 

School District Physical Health Professionals

 

The School Nurse is available to assist students with health concerns, including providing Services within the scope of the
staff members professional abilities and/or licensure.

 

The School Nurse shall maintain information regarding community-based and other types of health resources available for
students who require more intensive Services or who suffer from more acute or chronic conditions. School staff shall
coordinate with and collaborate with outside providers to support continuity of services in and out of school. All Services
provided by and/or coordinated by the District shall be available to students who participate only on a voluntary basis.

 

Coordination of On-Site Services  (Face-to-Face and/or Virtual)
 
Where appropriate, Student Services and school health professionals may, in consultation with the student’s building
administration, provide access for on-site and/or virtual delivery of Services by independent, appropriately licensed and
authorized, professionals subject to the following requirements:
 

A. All individuals providing Services must be working under an agreement between the District and a licensed agency
and approved by the District Administrator prior to commencing services. The Agreement shall specify the term of
the Agreement, the amount of time intended to be spent on site, and all financial arrangementsnecessities.
 

B. All individuals providing Services must have on file with the District the following prior to providing Services: (a)
appropriate licensure and other required professional credentials; (b) evidence of appropriate insurance coverage;
(c) completed and satisfactory criminal background check results and required State health information. All items on
file with the District prior to commencing Services.
 

C. To be eligible to receive Services at school, students must have a signed Waiver and Indemnification Agreement and
Consent for Release of Information on file with the District specifying the organization’s plan for frequency of
Sservices, schedule for Services at school, and specifying any financial arrangements involved between the provider,
the student, and/or the student’s parents.  This agreement will also stipulate the District's responsibility to provide a
Free and Appropriate Public Education (FAPE) for students with Individualized Education Plans (IEPs) so that
Sservices are consistent with the District's requirements.
 

D. Services provided during class time must be approved by the teacher or building principal in consultation with the
teacher. No such Sservices shall be provided in class unless expressly approved by the teacher and building
principal, and only in such a fashion that no other student's privacy rights, record information, or educational
interests are adversely impacted.
 

E. The provider must make it clear, in writing on file with the District, that the provider is not directly affiliated with the
District, that the student is receiving Services from the particular agency, or organization such that the District's
only involvement is coordinating the schedule and providing a suitable location for students to receive Services. The
provider and/or agency is not delivering educational services or providing any service on behalf of or with the
approval of or sanctioned by the District.
 

F. The District may refuse access to school facilities to any individual or agency for violating any expectations. No
District officials shall advocate for students to receive Sservices from any specific provider or agency, but may
provide referrals, or information concerning resources available to students.
 

G. All providers are expected to adhere to Board policies while on school grounds and providing Sservices to students.
 



Complementary Services
 
The Services described in this policy and provided for through agreements entered into pursuant to this policy do not
replace or eliminate other physical or mental health and related services provided through IEP development, 504 plans,
general school counseling services, and other student services available through District and partner resources.  This policy
is to be administered consistent with Policy 5330 - Administration of Medication/Emergency Care, Policy 5310.01 -
Emergency Nursing Services, as well as other Board policies concerning student health.
 
© Neola 2024 
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8531 - FREE AND REDUCED-PRICE MEALS
 
The Board recognizes the importance of good nutrition to each student's educational performance.
 
The Board shall provide eligible children with breakfast and lunch at a reduced rate or at no charge to the student, as well
as free milk for qualifying students, if the District participates in the Wisconsin School Day Milk Program.
 
Children eligible for free or reduced-price meals shall be determined by the criteria established by the Child Nutrition
Program. These criteria are issued annually by the Federal government through the Wisconsin Department of Public
Instruction's (DPI) administration of the School Nutrition Programs.
 
The Board designates the Administrative Assistant to determine, in accordance with Board standards, the eligibility of
students for free and/or reduced-price meals.
 
The schools shall at least once annually close to the beginning of the school year notify all families of the availability,
eligibility requirements, and/or application procedure for free and reduced‑price meals by distributing an application to the
family of each student enrolled in the school.  The notice shall contain all information required by State and Federal
regulation. The District shall seek out and apply for such Federal, State, and local funds as may be applied to the District's
program of free and reduced‑price meals.
 
Any student identified as homeless, a foster child, a runaway, a migrant, or who is enrolled in Head Start shall be
considered eligible for free meals and free milk.
Students receiving free or reduced meals or milk shall not be subjected to any of the following actions related to their
receipt of meal service:
 

A. the District shall not publish or otherwise publicize names of children receiving free or reduced meals or milk;
 

B. the District's meal service will not use special tokens or tickets that identify students as receiving free or reduced
meals or milk;
 

C. no student shall be required to work or perform any service in order to receive food service;
 

D. students receiving free or reduced-price meal service shall not be required to use a separate line or separate eating
area, nor shall they be required to receive meals at a different time based on eligibility for the free or reduce
program;
 

E. all students shall have the same choices for meals and milk regardless of whether the student is paying full price or
receiving free or reduced meal service benefits.

 



The District Administrator shall regularly evaluate the free and reduced lunch program to determine whether the District or
school may qualify for special assistance certification or Community Eligibility Provision (CEP) to reduce the paperwork
burden on families qualifying for free and reduced meals. Any schools identified as CEP-eligible shall be notified.
 
If the District has received approval to extend free meals to all students in one (1) or more of the District's
schools through the Community Eligibility Provision (CEP), such participation in CEP means that all students attending
those qualifying schools receive free meal service on an equal basis, and that no individual household applications may
be collected, except as frequently as required by law to continue CEP eligibility. If any school is found in any fourth year of
CEP to have a free or reduced lunch eligible student percentage less than twenty-five percent (25%) but more than fifteen
percent (15%), the [x ] District Administrator [ ] Food Service Director [END OF OPTIONS] shall notify DPI and request
an additional year of CEP eligibility prior to recertification.
 
Unless exempted by DPI, annually prior to a date established by the Department of Agriculture and/or the DPI, the District
Administrator shall notify DPI of any school in the District that has twenty-five percent (25%) free and reduced lunch
eligible or that has less than twenty-five percent (25%) but more than fifteen percent (15%) identified student percentage.
 
Nondiscrimination Statement
 
The following statement applies to all programs administered by the District that are funded in whole or in part by the U.S.
Department of Agriculture (USDA):
 
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies,
this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity
and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity. The District's nondiscrimination
statement below is complementary to the District's nondiscrimination policies, including Policy 2260 - Nondiscrimination and
Access to Equal Opportunity and Policy 1422/Policy 3122/Policy 4122 - Nondiscrimination and Equal Employment
Opportunity.

Program information may be made available in languages other than English. Persons with disabilities who require
alternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign
Language), should contact the responsible state or local agency that administers the program or USDA’s TARGET Center at
(202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination
Complaint Form which can be obtained online at: https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from
any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the
complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient
detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation.
The completed AD-3027 form or letter must be submitted to USDA by:
 

1. Mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or
 

2. Fax: (833) 256-1665 or (202) 690-7442; or
 

3. E-mail: program.intake@usda.gov.
 
This institution is an equal opportunity provider.
 
T.C. 3/10/21
T.C. 4/12/23
Revised 10/23/23
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8600 - TRANSPORTATION
 
It is the policy of the Board to provide transportation for those students, of any age, whose distance from their school
makes this service necessary within the limitations established by State law and the regulations of the Department of Public
Instruction or other appropriate agency.
 
School buses and student-transportation vehicles shall be purchased, housed, and maintained by the District or the District
shall contract for transportation services in accordance with Policy 8680 - Bus Transportation Services Contracts for the
transportation of resident students between their home areas and the schools of the District to which they are assigned. In
accordance with State law, the District shall not transport students by alternative transportation methods of vehicles
carrying more than nine (9) passengers and the operator. This prohibition does not apply to school buses operated in
compliance with the Wisconsin Department of Transportation’s regulations.
 
All school buses and student-transportation vehicles, whether purchased, leased, or contracted for as provided in Policy
8680 - Bus Transportation Services Contracts shall comply with specifications defined in State and Federal law. Each
operator of a school vehicle used to transport students of the District shall be licensed for the purpose for which the vehicle
is being used and shall operate the vehicles in accordance with Federal and State laws.
 
Transportation for private school students, eligible for transportation under State law, shall be provided on the same basis
as for District students.
 

For the purposes of this policy, the term “student with a disability” refers to a student who qualifies for special education
under the Individuals with Disabilities Education Act (IDEA). In addition to transportation provided routinely to all students,
some students with disabilities require transportation (often called “specialized transportation”) as a related service as part
of their individualized education program (IEP). Students with disabilities are entitled to transportation as a related service
only if the IEP team has determined that transportation is necessary for the student to benefit from special education.
Outside of IEP team determinations about specialized transportation, State and local officials set most transportation
policies and procedures.

 

Transportation must be viewed as a way to include students with disabilities with their nondisabled peers. In general,
transportation for students with disabilities should occur in the same manner as for their peers. This may be especially
important for students with disabilities who have limited opportunities during the school day to interact with their
nondisabled peers. Safety issues must also be taken into consideration when determining appropriate transportation
arrangements.

 



Transportation of eligible students with exceptional educational needs or attending a technical education program shall be
arranged through the use of District-owned vehicles, through cooperation with other districts, through commercial carriers,
and/or by other means in the most efficient and economical manner.
 
Transportation privileges may be revoked if the student's conduct is in violation of the District Administrator's administrative
guidelines or the Code of Conduct pertaining to student transportation. Such revocation shall be in accord with statutorily
required procedures.
 
Surveillance on School Buses
 
The Board authorizes the District Administrator to install and operate video surveillance on District buses to enhance
student safety and well-being. S/He shall establish appropriate administrative guidelines for the proper use of the cameras.
 
Any agreement with a transportation contractor for the provision of transportation services for the District shall have
language regarding the use of video surveillance on all school buses.
 
It is strongly recommended that the District provide notification to parents regarding video and audio on District buses.
 
District-Owned Vehicles Used for Transporting Students
 
All drivers of motor vehicles owned by the District and used for transportation of students shall be under written contract
with the Board as required by 121.52, Wis. Stats.
 
All operators of motor vehicles owned by the District and used for transportation of students shall be subject to the
provisions of 121.555, Wis. Stats. and may be subject to the District’s employee drug testing policy in accordance
with Policy 8601 - Controlled Substance and Alcohol Policy for Employees that Transport Students.
 
Revised 4/12/23
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8700 -  LACTATING EMPLOYEES
 
The Board supports staff members who choose to express breast milk following the birth of a child. When any staff
member, whether a professional staff member or support staff member has notified their supervisor of the staff member’s
intent to express breast milk during the workday, the Principal shall make necessary arrangements to provide the following:
 

A. aAn appropriate location that is suitable for expressing breast milk. The location must be shielded from view and not
accessible during usage by any other person. The location provided may not be a bathroom;.
 

B. aA reasonable amount of time to complete the activity based on an established schedule of frequency the staff
member requires. The staff member is responsible for providing a schedule of frequency and for completing the
process efficiently.

 
Additional requests from a covered employee to assist or assistance in the process of expressing  developing procedures for
the employee's need to express breast milk under this policy should be addressed to a building administrator. Reasonable
efforts will be made to facilitate full access to the benefits of this policy.
 
A participating employee must record time spent expressing breast milk at work. Any staff member who has given birth to
a child and opts to express breast milk thereafter is entitled to the benefits of this policy.
 
Any staff member who has provided notice of the need to express breast milk at work and has complied with the
responsibilities of doing so in this policy is eligible to do so for up to one (1) calendar year from the birth of the child.
 
No staff member who requires break time to express breastmilk consistent with this policy shall be subjected to retaliation
or any form of adverse treatment for doing so.
 
Any staff member who feels they have been denied adequate protections or feels they have been retaliated against or
otherwise treated unfairly as a result of availing themselves of the rights described in this policy shall report such concerns
to the District Administrator. Any such report shall specify the alleged deficiency and desired resolution so that the District
Administrator may provide an appropriate resolution, within ten (10) calendar days of the report.
 
The benefits described in this policy shall be administered concurrently with other benefits, such as Family Medical Leave
Act (FMLA) rights.
 
This policy does not apply to students. Any student who is expressing breast milk following the birth of a child should
contact Principal or Guidance Counselor to discuss arrangements to enable the student to do so. 
 
© Neola 20243
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