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New Glarus Policy Project  
 
District Specific Policies – “Not” Included in Policy Book Update 

 
Section 400/5000 – Students 

1. Policy 410 – Student Policy Goals 

2. Policy 440 – Student Expression Activities (specificity) 

3. Policy 442 – Student Involvement in Decision-Making 

4. Policy 443.8 – Gangs and Gang-Related Activity 
5. Policy 460 – Student Scholarships 

6. Policy 492 – Student Photographs  

 More appropriate in the 8000 section – Operations.   Does the Board want this 
policy added to that section? 

 

“New” Policies for New Glarus School District  
 
Section 400/5000 – Students 

1. Policy 5111.01 – Homeless Students 
2. Policy 5111.02 – Educational Opportunities for Military Children 

3. Policy 5130 – Withdrawal from School 

4. Policy 5223 – Absence for Religious Instruction 
5. Policy 5310 – Health Services  

6. Policy 5310.01 – Emergency Nursing Services 

7. Policy 5320 – Immunization 
8. Policy 5330 – Administration of Medication/Emergency Care 

9. Policy 5335 – Care of Students with Chronic Health Conditions 

10. Policy 5340 – Student Accidents/Illness/Concussion 
11. Policy 5341 – Emergency Medical Authorization 

12. Policy 5420 – Reporting Student Progress 

13. Policy 5460.01 – Diploma Deferral 

14. Policy 5364 – Early Graduation 
15. Policy 5516 – Student Hazing 

16. Policy 5540.01 – Investigations Involving Suspected Child Abuse 

17. Policy 5630 – Corporal Punishment 
18. Policy 5630.01 – Use of Seclusion and Physical Restraint with Students 

19. Policy 5722 – School-Sponsored Publications and Productions 

20. Policy 5730 – Equal Access for Non-District Sponsored Clubs and Activities 
21. Policy 5771 – Search and Seizure 

22. Policy 5830 – Student Fundraising 

23. Policy 5850 – Social Events 
24. Policy 5855 – Student Attendance at School Events 

25. Policy 5870 – Student Production of Goods and Services 

26. Policy 5880 – Public Performances by Students  
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5000 STUDENTS 
 

5111 Eligibility of Resident/Nonresident Students 
5111.01 Homeless Students 
5111.02 Educational Opportunity for Military 

Children 
5112 Entrance Age 
5113 Open Enrollment Program (Inter-District) 

5113.01 Course Options 
5114 Nonimmigrant Students and Visitor 
 Programs 

5130 Withdrawal from School 
5200 Attendance 
5200.01 Full-Time Student 

5223 Absences for Religious Instruction 
5230 Late Arrival and Early Dismissal 

 
5310 Health Services 

5310.01 Emergency Nursing Services 
5320 Immunization 
5330 Administration of Medication/Emergency 

 Care 
5335 Care of Students with Chronic Health 
 Conditions 

5340 Student Accidents/Illness/Concussion 
5341 Emergency Medical Authorization 
5350 Student Suicide 

5350.01 Positive Emotional Development of Students 
 

5410 Promotion, Placement, and Retention 

5420 Reporting Student Progress 
5421 Grading 
5451.01 Wisconsin Academic Excellence Scholarship 
5451.02 Technical Excellence Higher Education 

 Scholarships 
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5460 Graduation Requirements 
5460.01 Diploma Deferral 

5460.02 Graduation Ceremony/Honors 
5461 Children At-Risk of Not Graduating From 

High School 

5463 Credits from Nonpublic Schools 
5464 Early Graduation 
5500 Student Code of Classroom Conduct 

5511 Dress and Grooming 
5512 Use of Tobacco by Students 
5513 Care of District Property 

5515 Student Use of Motor Vehicles 
5516 Student Hazing 
5517 Student Anti-Harassment 

5517.01 Bullying 
5520 Disorderly Conduct 
5530 Drug Prevention 
5540 The Schools and Governmental Agencies 

5540.01 Investigations Involving Suspected Child 
 Abuse 

 

5600 Student Discipline 
5605 Suspension/Expulsion of Students with 
 Disabilities 

5610 Suspension and Expulsion 
5610.02 In-School Discipline 
5611 Due Process Rights 

5630 Corporal Punishment 
5630.01 Use of Seclusion and Physical Restraint with 
 Students 
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5722 School-Sponsored Publications and 
Productions 

5730 Equal Access for Nondistrict-Sponsored 
 Student Clubs and Activities 
5751 School Age Parents and Married Status of 

 Students 
5771 Search and Seizure 
5772 Weapons 

5780 Student/Parent Rights 
 

5820 Student Government 

5821 Student Volunteers for School and Public 
Service 

5830 Student Fundraising 

5840 Student Groups 
5850 Social Events 
5855 Student Attendance at School Events 
5870 Student Production of Goods and Services 

5880 Public Performances by Students 
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HOMELESS STUDENTS 

 
 
Children and youth, including unaccompanied youth who meet the Federal 

definition of "homeless" will be provided a free appropriate public education in the 
same manner as all other students of the District.  To that end, students who are 
homeless will not be stigmatized or segregated on the basis of their status as 

homeless and will be assigned to the school serving those non-homeless students 
residing in the area in which the homeless child is actually living.  The District shall 
establish safeguards that protect homeless students from discrimination on the 

basis of their homelessness. 
 
Homeless children and youth are defined as individuals who lack a fixed, regular, 

and adequate nighttime residence, and include those who meet any of the following 
criteria: 
 

 A. share the housing of other persons due to loss of housing, economic 
hardship, or similar reason (referred to as "Doubled-up") 

  
 B. live in motels, hotels, trailer parks, or camping grounds due to a 

lack of alternative adequate accommodations 
  
 C. live in emergency or transitional shelters 

  
 D. are abandoned in hospitals 
  

 E. are awaiting foster care placement 
  
 F. have a primary nighttime residence that is a public or private place 

not designed for or ordinarily used as a regular sleeping 
accommodation for human beings, or 

  

 G. live in a car, park, public space, abandoned building, substandard 
housing, bus or train station, or similar setting 

 
Additionally, pursuant to Federal law, migratory children who are living in 

circumstances described in A-G above are also considered homeless. 
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Children, youth and their families who are homeless shall be provided equal access 
to the educational services for which they are eligible, including preschool programs 

administered by the School District. 
 
The District shall remove barriers to the enrollment and retention of students who 

are homeless in schools in the District.  Students who are homeless shall be enrolled 
immediately, even if they do not have the necessary enrollment documentation such 
as immunization and health records, proof of residency or guardianship, birth 

certificate, school records, and other documentation. 
 
Students who are homeless will be provided services comparable to other students 

in the District including: 
 
 A. transportation services; 

  
 B. educational services for which the homeless student meets eligibility 

criteria including services provided under Title I of the Elementary 
and Secondary Education Act or similar State or local programs, 

educational programs for children with disabilities, and educational 
programs for students with limited English proficiency; 

  

 C. programs in vocational and technical education; 
  
 D. programs for gifted and talented students; 

  
 E. school nutrition programs; 
  

 F. before and after school programs. 
 
Students who are homeless have the right to remain in their school of origin or the 

local attendance area school, according to the child's best interest.  The school of 
origin is the school that the student attended when permanently housed or last 
enrolled.  The local attendance area school is any public school that non-homeless 
students who live in the attendance area in which the student is actually living are 

eligible to attend. 
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Students who are homeless have the right to dispute their school assignment, if 
their assignment is other than their school of origin.  In determining the best 

interest of the student, the District shall, to the extent feasible, keep the student in 
the school of origin, except when doing so is contrary to the wishes of the homeless 
student's parent or guardian or the unaccompanied youth.  If the student is sent to 

a school other than the school of origin or a school requested by the parent or 
guardian, a written explanation, including a statement regarding the right to appeal, 
will be provided to the homeless student's parent or guardian or the unaccompanied 

youth.  The appeal process shall be as set forth in Policy 9130 – Public Requests, 
Suggestions, or Complaints. 
 

The Board of Education requires that these rights and the dispute process be 
communicated to the parent or guardian of the homeless student or unaccompanied 
youth. 

 
In addition to notifying the parent or guardian of the homeless student or 
unaccompanied youth of the rights described above, the District shall post public 
notice of educational rights of children and youth experiencing homelessness in 

each school. 
 
At the request of the parent or guardian, or in the case of an unaccompanied youth, 

the local homeless liaison, transportation shall be provided for a homeless student 
to and from the school of origin as follows: 
 

 A. If the homeless student continues to live in the School District in 
which the school of origin is located, transportation will be provided 
in accordance with District policy/administrative guidelines and 

Federal requirements. 
  
 B. If the homeless student moves to an area served by another district, 

though continuing his/her education at the school of origin, the 
district of origin and the district in which the student resides must 
agree upon a method to apportion responsibility and costs for 
transportation to the school of origin.  If the districts cannot agree 

upon such a method, the responsibility and costs must be shared 
equally. 
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The District Administrator will appoint a Homeless Liaison who will perform the 
duties as assigned by the District Administrator.  Additionally, the Liaison will 

coordinate and collaborate with the State Coordinator for the Education of Homeless 
Children and Youth as well as with community and school personnel responsible for 
the provision of education and basic needs services to children and youths who are 

homeless. 
 
http://center.serve.org/nche/downloads/youthposeter_eng_color.pdf 

 
 
 

42 U.S.C. 11431 et seq. 
 
 

 
© NEOLA 2013 
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EDUCATIONAL OPPORTUNITY FOR MILITARY CHILDREN 

 
 
Children of an active duty member of the United States armed services shall be 

entitled to all of the rights and protections afforded under the Interstate Compact on 
Educational Opportunity for Military Children (Compact). 
 

The intent of this policy is to minimize the potential challenges to educational 
success for children of military families because of frequent moves and deployment 
of their parents by: 

 
 A. facilitating the timely enrollment and placement of children of 

military families in educational and other school programs and 

activities; 
  
 B. facilitating the on-time graduation of children of military families; 

and 
  
 C. providing for the uniform collection and sharing of information 

between and among schools and military families. 

 
A student whose parent is an active duty member of the uniformed services and has 
been called to duty for, is on leave from, or returned from deployment to a combat 

zone or combat support posting, shall be granted additional excused absences at the 
discretion of the District Administrator to visit with his/her parent relative to such 
leave or deployment of the parent.  The additional excused absences granted by the 

District Administrator, to visit with a parent who has returned from deployment, is 
only required, if the return was within the past thirty (30) days 
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The District Administrator shall maintain guidelines for implementation of this 
policy is consistent with the Compact and State law. 

 
The guidelines shall apply to children of military families within the state as well as 
between member states. 

 
 
 

Interstate Compact on Educational Opportunity for Military Children 
2009 Wisconsin Act 329 
 

 
 
© NEOLA 2010 
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ELIGIBILITY OF RESIDENT/NONRESIDENT STUDENTS 

 
 
The Board of Education establishes the following policy for determining the eligibility 

of students to attend the schools of this District. 
 
 A. The Board will educate, tuition-free, students who are residents of 

the District.  Proof of residency will be required for registration in 
the District.  If residency is with individuals other than a parent, it 
must be based on a reason other than educational purposes. 

  
 B. The District shall provide a free education to those students who are 

considered by Federal law to be illegal aliens or considered to be 

homeless by State-established criteria. 
  
 C. Upon request of a student's parent, students who have gained 

twelfth grade status and who no longer reside within the District 
shall be permitted to complete their high school education tuition 
free. 

  

 D. Resident students in grades 9-12 who attend a tribal school, private 
school, or home-based educational program shall be accepted into 
the District's educational programs for up to two (2) classes if the 

student satisfies the high school admission standards and sufficient 
space is available in the classes. 

   

 E. A high school student who now resides in a different school district 
as a result of a reorganization under Chapter 117 and who has 
completed 9th and 10th grade at his/her former school district shall 

be allowed to complete his/her education at the former school 
district, provided the other district agrees.  The school board of 
residence shall pay the student’s tuition.  The school of attendance 

shall count the student in its membership for State Aid purposes 
under subchapter II. 

  
 F. Children of joint custody orders may attend school without payment 

of tuition if one (1) parent resides in this District or the order 
designates as the residential parent the parent with legal residence 
in the District. 
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 G. Foreign students, participating in a bona fide, foreign-exchange 

program and living with a resident host family, may be admitted 

tuition-free. 
  
 H. Students whose parents do not reside within the District, but who 

present evidence that they will move into the District within a short 
period of time, may enroll in the schools of this District as tuition 
students for the time not in residence.  Tuition will be refunded in 

accordance with State law. 
  
 I. Minor students residing in the District, but not living with a parent, 

may be required to provide information sufficient to allow the 
administration to properly determine resident status under law. 

  

 J. Tuition students may be accepted in accordance with State law and 
the approval of the District Administrator. 

  
 K. Nonresidents may be accepted into the District's Adult Education 

classes upon payment of the appropriate fees. 
  
 L. Nonresident students may be accepted into the District's Summer or 

Interim Session School Program upon payment of appropriate fees. 
  
 M. Nonresident students may be accepted into the District's program 

under the Full-Time Open Enrollment Program. 
  
 N. The District Administrator, at his/her discretion, may deny 

admission to a student who has been expelled from another 
Wisconsin public school district, for the period of the unexpired 
term of the expulsion.  When the expulsion from the other district 

has expired, the student is to be admitted providing all other 
eligibility requirements have been met. 

  
 The Board may prohibit the enrollment of a student during the term 

of an expulsion order issued by a charter school under section 
118.40(2r) Wis Stats., or by a public school district in another state, 
provided that the Board determines that the conduct giving rise to 

the expulsion would have been grounds for expulsion under Policy 
5610. 
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 O. Students who have begun the school year as residents and who no 

longer reside in the District may be permitted to complete the school 

year tuition-free. 
  
 P. Nonresident students may be accepted into the District’s program 

under the Course Options Program. Nonresident students accepted 
into the District’s Course Options Program may attend no more than 
two courses at any time. 

 
 
118.51, 118.52, Wis. Stats. 

120.13(1)(f), 121.77 , 121.81, 121.84, Wis Stats. 
42 U.S.C. 11431, et. seq. 
 

 
 
© NEOLA 2015 
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ENTRANCE AGE 

 
 
The Board of Education shall establish student entrance age requirements which are 

consistent with Wisconsin Law and sound educational practice and which ensure 
equitable treatment. 
 

 A. Kindergarten 
   
 1. A child is eligible for entrance into four (4) year old 

kindergarten if s/he attains the age of four (4) on or before 
September 1st 

  

 2. A child is eligible for five (5) year old kindergarten when s/he 
attains the age of five (5) on or before September 1st 

  

 of the year in which s/he applies for entrance and meets residence 
requirements.  The child may not be placed in an alternative 
program without permission of the parent. 

  

 B. First Grade 
  
 A child must be six (6) years of age on or before September 1st in 

the year in which s/he enrolls. A student must have completed a 
kindergarten program or must receive a waiver of this requirement. 

  

 Any student who has not completed a five (5) year old kindergarten 
program, but seeks to enroll into first grade must receive a waiver of 
the requirement.  The following students are eligible to receive a 

waiver: 
  
 1. Any student who has moved to the District from another state 

or country where completion of a five (5) year old 
kindergarten program is a prerequisite to enrollment in first 
grade and that student has received a waiver of the 
requirement in his or her prior state or country. 

19



policy 

 
 

BOARD OF EDUCATION STUDENTS 
SCHOOL DISTRICT OF NEW GLARUS 5112/page 2 of 7 
 

 
   
 2. Any student who has moved to the District from another state 

or country that does not require the completion of five (5) year 

old kindergarten prior to enrollment in first grade. 
  
 3. Any student who, at the discretion of the building principal, 

in consultation with the first grade teacher(s) of the District, 
determines that, notwithstanding that the student has not 
completed a five (5) year old kindergarten program, the 

student has demonstrated sufficient aptitude in all core 
competencies normally required of kindergarten students in 
the District upon completion of the kindergarten program. 

  
 The Principal shall perform any required testing to establish 

the student’s academic capabilities and shall prepare a 

written evaluation that either grants or denies the waiver and 
provides explanation as to the decision. 

  
 Appeal of Denial of Waiver 

  
 The parents of any student denied a waiver under this section by the 

building principal may appeal that decision to the District 

Administrator by submitting a written request to the Administrator 
within ten (10) days of the decision of the principal. 

  

 The parents of any student denied a waiver by the District 
Administrator may appeal the decision to the Board by submitting a 
written request to the District Administrator within ten (10) days of 

the decision by the Administrator.  The District Administrator shall 
notify the Board President and a meeting shall be scheduled with 
the parents.  The decision of the Board is final. 
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 C. Early Admission 
  

 The District shall prescribe procedures, conditions, and standards 
for early admission to kindergarten and first grade. 

  

 1. Procedure for Early Entrance to Kindergarten 
   
  Wisconsin Statutes provide that students must be five years 

of age on or before September 1st in the year that he or she 
proposes to enter kindergarten. Local school boards have the 
ability to allow early entrance to some children. In such 

cases, the District must conduct an evaluation and the child 
must demonstrate superior emotional stability, social and 
mental maturity, and physical health. The following describes 

the policies for early entrance to kindergarten in the School 
District of New Glarus. 

   
 2. Eligibility for Early Entrance 

   
  Children whose fifth birthday falls between September 2 and 

December 31 of the year in which they desire to attend 

kindergarten are eligible for early entrance. 
   
 3. How to Start the Process 

   
  Parents shall contact the Elementary Principal to inquire 

about early entrance. The Principal will explain the process, 

determine parent reasons for early entrance, and initiate a 
referral to the Early Entrance Committee. The Committee will 
consist of the following staff: Elementary Principal, TAG 

director, speech pathologist, school psychologist, early 
childhood teacher, and kindergarten teacher. If a referral is 
made, the Principal will give the parents a questionnaire to 
complete which should be brought to the first session of the 

screening process. 
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 4. Timelines 
   

  In order to best meet the needs of the student, the following 
timelines will be followed: 

 

 - February/March:  This is the preferred time to begin 
the early entrance process.  Parents will meet with the 
Elementary Principal.  Early entrants should attend 

the “Child Development Days” (CDD) screening.  A 
score at the 90th percentile or higher (based on the 
child’s chronological age) is required for further 

screening for early entrance.  The Principal should 
review the results of the CDD screening with parents 
and initiate a referral to the Early Entrance Committee, 

if appropriate. 
   
 - April 1 – May 15:  Parents need to contact the 

Elementary Principal to begin the process.  If a referral 

is made, the Early Entrance Committee will make every 
effort to complete the screening process and contact 
the parents with a decision before the end of the school 

year. 
   
 - May 15 – First day of the school year:  Parents need to 

contact the Elementary Principal to begin the process.  
If a referral is made, the Early Entrance Committee will 
make every effort to complete the evaluation and come 

to a decision by the third Friday of the school year. 
   
  No referrals for early entrance will be considered after the first 

day of the school year.  The only exception is if a student 
transfers in from another district and the early entrance 
process was started in that district. 

   

 5. Steps in the Screening Process 
   
  The screening process for early entrance into kindergarten is 

rigorous and comprehensive.  This is necessary in order for a 
decision to be made that is in the best interests of the child. 
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  Step One (1):  If the child did not participate in the CDD 

screening in February/March, the child will be given the 

same screening instrument that is given during that 
screening.  A kindergarten or early childhood teacher and 
speech and language specialist will administer this screener 

in the school.  A score at the 90th percentile or higher (based 
on the child’s chronological age) on this screening instrument 
moves the child to the next phase in Step One (1) – a 

phonemic awareness test.  The phonemic awareness test is 
administered by the speech and language therapist, and 
assesses language development.  If the child performs at 

kindergarten readiness levels, s/he moves on to Step Two (2). 
   
  Step Two (2):  The school psychologist administers an 

individual cognitive assessment to the child, either at the 
child’s home, in a day care setting, or at a mutually agreed 
upon location.  An intelligence quotient of 125-130 qualifies 
the child to move on in the screening process. 

   
  Step Three (3):  The school psychologist observes the child in 

a natural setting (daycare or playgroup) looking for 

appropriate social skills and transitions.  At the same time, a 
standardized questionnaire that assesses social skills is given 
to parents to complete. 

   
  If a child does not meet the criteria in any of the steps during 

the screening process, the process is concluded and the 

family is notified by the Principal.  At the conclusion of all 
three (3) steps, the Early Entrance Committee meets and 
makes a decision, based on the data.  The Principal will notify 

the parents of the Committee’s decision within ten (10) 
business days of the completion of the screening process.  
Every effort will be made to finish referrals in a timely 
manner. 

   
  The Principal will make recommendations for early entrance 

to the Board for final approval.  If the Early Entrance 

Committee denies the early entrance request, the 
parent/guardian has the right to appeal to the Board. 

 

23



policy 

 
 

BOARD OF EDUCATION STUDENTS 
SCHOOL DISTRICT OF NEW GLARUS 5112/page 6 of 7 
 

 
 
 6. Review of the First Grade Entrance Committee 
 

  The First Grade Entrance Committee will gather and review 
student information in order to answer the question: “Is this 
student ready for first grade?” How to Start the Process 

Parents should contact the Elementary Principal by April 1 
prior to the year for which they are requesting entrance. The 
Principal will explain the process to the parents and initiate a 

referral to the First Grade Entrance Committee. This 
committee will consist of the following staff: Elementary 
Principal, speech pathologist, school psychologist, reading 

specialist, and first grade teacher. 
 
 Timelines: 

 
 In order to best meet the needs of the student, the following 

timelines will be followed: 
   

 - April 1: This is the preferred time to begin the first 
grade entrance process. Referrals received by this 
deadline will be reviewed by the Committee and a 

recommendation made to the Principal within 45 days. 
   
 - April 2 – August 31: Referrals received within this time 

frame will be reviewed by the Committee and a 
recommendation made by September 30. The student 
will remain in kindergarten until the decision is made. 

   
 No referrals for first grade entrance will be considered after 

the first day of the school year. The only exception is if a 

student transfers in from another district and the first grade 
entrance process was started in that district. 
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 D. Older Students 
  

 A person who is a resident of the District and over twenty (20) years 
of age may enroll providing the District Administrator does not think 
his/her enrollment will interfere with the education of the other 

students. 
 
 

 
Wis. Stats 118.14, 118.15, 120.12(25) 
 

 
 
© NEOLA 2012 
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COURSE OPTIONS 

 
 
The Board of Education will provide students enrolled in the District with the ability 

to take up to two (2) courses at any given time through one or more other 
educational institutions, including in a non-resident public school district, the 
University of Wisconsin system institution, a technical college, a nonprofit higher 

education institution, a tribal college, a charter school, and any other nonprofit 
organization approved by the Department of Public Instruction.  Likewise, the Board 
will consider the enrollment of a non-resident student in up to two (2) courses per 

term under the criteria set forth in this policy and any criteria required by law. 
 
Resident Student Applications for Course Options 

 
 A. General Procedures 
  

 The parent of any student enrolled as a resident of the District who 
wishes to attend one (1) or two (2) courses at another educational 
institution under this policy shall make a written application to 
such other institution no less than six (6) weeks prior to the 

beginning of the term in which the course(s) are offered.  The 
application: 

  

 1. must be on a form provided by the Wisconsin Department of 
Public Instruction; 

  

 2. must be copied to the Board at the same time as the 
application is made to the other educational institution. 

  

 B. Decisional Criteria for Resident Applications 
  
 The Board shall review all applications received under this policy to 

attend courses at an outside educational institution under the 
criteria below.  Both the educational institution of proposed 
attendance and the Board must approve the course. 
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 Acceptance or denial of any resident student’s application shall be 

made no later than one (1) week prior to the start of the course.  

Rejection of a student’s application to attend such courses shall be 
made in writing and shall provide an explanation of the reason for 
rejecting the application.  One of the following reasons must be the 

basis for such rejection: 
  
 1. Individualized Education Program (IEP).  If the Board 

determines that the proposed course conflicts with the 
student’s IEP, the Board shall reject the course. 

  

 2. High School Graduation Requirements.  If the Board 
determines that the proposed course does not satisfy 
graduation requirements, the Board may reject the 

application. 
  
 3. Student Plan.  If the Board determines that the proposed 

course does not satisfy the student’s academic and career 
plan, the Board may reject the application. 

  

 If the District determines that the course does not satisfy the 
District’s high school graduation requirements, it shall notify the 
student in writing of this determination at least one week prior to 

the start date of the course.  This notice shall be provided whether 
the application is approved or rejected. 

 

Non-Resident Student Applications for Course Options 
 
 A. General Procedures 
  

 The parent of any non-resident student that wishes to attend one or 
two courses offered by the District shall make a written application 
to the Board no less than six (6) weeks prior to the beginning of the 

term in which the course(s) are offered.  The application: 
  
 1. must be on a form provided by the Wisconsin Department of 

Public Instruction; 
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 2. must be copied to the student’s resident School Board at the 

same time as the application is made to the non-resident 

School Board. 
  
 B. Decisional Criteria 

  
 The Board will determine acceptance or rejection of a non-resident 

student’s application to attend courses in the District using the 

same criteria and policies for entry into the course that apply to 
resident students, except that preference for attendance may be 
given to resident students.  Applications from non-resident students 

that are already accepted into two courses in a particular term will 
be rejected on that ground.  If a particular course has limited 
enrollment, those spots not taken by resident students will be 

allocated to non-resident applicants under this policy that otherwise 
qualify for enrollment on a randomly selected basis. 

  
 The parents and the resident school district are to be notified, in 

writing, no later than one (1) week prior to the commencement of the 
course whether the application has been accepted or rejected.  If 
accepted, the notification is to include the name of the school the 

student is to attend and that the enrollment is valid only for the 
forthcoming semester or school year or special time period during 
which the course(s) will be offered.  If rejected, the notice shall state 

the reason for the rejection. 
 
General Requirements 

 
 A. Notice of Intent to Enroll 
  

 The parents of the student must notify both the resident school 
district and the district in which the student has applied for course 
options enrollment of the student’s intent to enroll after receipt of 
the decision to accept the application but before the beginning of the 

applicable course. 
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 B. Transportation 
  

 By enrolling in a course under this policy either as a resident or 
non-resident, the parent understands that the parent is responsible 
for transporting the student to and from any courses attended 

under this policy, unless the Department of Public Instruction 
agrees to reimburse the parent directly for such costs. 

  

 C. Tuition for Attendance at Another School District 
  
 Tuition costs shall be paid for by the resident school district.   

Parents may not be charged any cost by either the resident school 
district or educational institution of attendance under this policy. 

  

 D. Tuition for Attendance at an Institution of Higher Education 
  
 The resident school board shall pay to the institution of higher 

education (educational institution), for each resident student 

attending a course at the educational institution under this section, 
an amount equal to the cost of providing the course to the student, 
calculated in a manner determined by the department. 

  
 Except as provided below, the institution of higher education 

(educational institution) may not charge to or receive from the 

student or the student's resident school board any additional 
payment for a student attending a course at the educational 
institution under this section. 

   
 An educational institution that is an institution of higher education 

may charge a student, or the parent of a minor student, additional 

tuition and fees for attending a course at the institution of higher 
education under this section, but only if the student will receive 
postsecondary credit for the successful completion of the course.  
The Board and the educational institution under this paragraph 

shall determine the amount of tuition and fees the institution of 
higher education (educational institution) may charge a student for 
attending such a course. 
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 E. Appeal of Rejection 
  

 Any application that is rejected under this policy may be appealed to 
the State Superintendent of Public Instruction within thirty (30) 
days of the decision.  The Superintendent’s decision is final and will 

only reverse the initial decision if that decision was arbitrary or 
unreasonable. 

 

Release of Resident Students 
 
The Board shall release any resident student who wishes to apply for part-time 

enrollment in another school district except that the District must refuse to allow a 
student to enroll if the course conflicts with the provisions of an IEP for the student. 
 

 
 
Wis. Stats. 118.52 
 

 
 
© NEOLA 2016 

30



policy 
 
 

BOARD OF EDUCATION STUDENTS 
SCHOOL DISTRICT OF NEW GLARUS 5113/page 1 of 8 
 

 
 

OPEN ENROLLMENT PROGRAM  

(Inter-District) 

 
 
The School District ("District") will participate in the Wisconsin Public School Open 

Enrollment Program in accordance with applicable law and the relevant policies and 
rules of the District, all as amended from time-to-time. 
 
DEFINITIONS 

 
The following definitions will apply to the District's Open Enrollment Program. 
 

 A. Non-Resident District 
  
 A school district located in Wisconsin which is not a student's 

district of residence. 
  
 B. Non-Resident Student 

  
 A student who does not reside within the geographic boundaries of 

the District and who seeks admission to this District under the 

Open Enrollment Program. 
  
 C. Tuition Student 
  

 A non-resident student who attends school in the District and pays 
tuition in accordance with State law. 

  

 D. Full-Time Enrollment 
  
 A student is enrolled for the entire school day and receives all of 

his/her required education in this District. 
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 E. Class Size 
  

 The District's determination of the maximum number of students 
who can be accommodated properly in a particular classroom 
without jeopardizing the quality of the instructional program and 

mitigating circumstances for a particular school, class, or program, 
including enrollment projections established by the District 
Administrator. 

  
 F. Program Size 
  

 The enrollment or size restrictions in a specific program within a 
class or building.  The District reserves the exclusive right to 
establish program size and to limit enrollment based upon the 

capability to properly allocate available resources, create and 
maintain a proper learning environment, and comply with contracts, 
grants, and applicable laws and regulations. 

  

 G. Resident Student 
  
 A student who is a resident of this District and is consequently 

entitled to attend school in this District in accordance with 
Policy 5111 - Eligibility of Resident/Non-resident Students. 

 

FULL TIME OPEN ENROLLMENT 
 
 A. Procedures for Processing of Open Enrollment Applications 

  
 If there are more applications than spaces, the Board will fill the 

available spaces by random selection, provided that first priority will 

be given to non-resident students already attending District schools 
and their siblings. 

  
 If the District determines that space is not otherwise available for 

open enrollment students in the grade or program to which an 
individual has applied, the District may nevertheless accept a 
student or the sibling of a student who is already attending in the 

District. 
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 The District will establish a numbered waiting list of all applicants.  

When all available slots have been filled by randomly selecting 

names from all applicants, the remaining names will be drawn 
randomly and placed on the waiting list in order of selection. 

   

 B. Decisional Criteria for Non-Resident Applications 
  
 Decisions on non-resident open enrollment applications will be 

based only on the following criteria: 
  
 1. The availability of space in the schools, programs, classes, or 

grades within the District.  The School Board shall determine 
during a regular meeting each January the number of regular 
education and special education spaces available.  In 

determining the amount of space available, the District will 
count resident students, students attending the District for 
whom tuition is paid under 121.78(1)(a), Wis. Stats., and may 
include in its counted occupied spaces students and siblings 

of students who have applied under Section 118.51(3)(a) or 
(3m)(a) and are already attending public school in the 
District. 

  
 Other factors the District Administrator may consider in 

determining the availability of space include: 

  
 a. District practices, policies, procedures or other factors 

regarding class size ranges for particular programs or 

classes. 
  
 b. District practices, policies, procedures or other factors 

regarding faculty-student ratio ranges for particular 
programs, classes or buildings. 
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 c. Enrollment projections for the schools of the District 

which include, but are not limited to, the following 

factors:  the likely short and long-term economic 
development in the community, projected student 
transfers in and out of the District, preference 

requirements for siblings of non-resident open 
enrollment students, the required length of K-12 
attendance opportunities for open enrollment students 

and current and future space needs for special 
programs, laboratories (e.g. in technology or foreign 
languages) or similar District educational initiatives. 

  
  
 2. Whether an applicant for a pre-kindergarten, four (4) year old 

kindergarten, early childhood or school operated day care 
program resides in a district which offers the program for 
which application is made. 

   

 3. Whether the non-resident student has been expelled from any 
school district within the current school year or the two (2) 
preceding school years, or is pending any disciplinary 

proceeding, based on any of the following activities: 
  
 a. Conveying or causing to be conveyed any threat or false 

information concerning an attempt or alleged attempt 
being made or to be made to destroy school property by 
means of explosives. 

  
 b. Engaging in conduct while at school or under school 

supervision that endangered the health, safety or 

property of others. 
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 c. Engaging in conduct while not at school or while not 

under the supervision of a school authority that 

endangered the health, safety, or property of others at 
school or under the supervision of a school authority or 
of any school employee or Board member. 

  
 d. Possessing a dangerous weapon (as defined in 

Section 939.22(10), Wis. Stats.) while on school 

property or under school supervision. 
  
 Notwithstanding the Board’s acceptance of a non-resident 

student’s application, the Board may withdraw acceptance if, 
prior to the beginning of the first school year in which the 
non-resident student will attend a school in the District, s/he 

is determined to fall under paragraph B. 3. 
  
 The Board may request a copy of a non-resident student’s 

disciplinary records from the resident School Board. 

  
 The resident Board shall provide to the nonresident Board a 

copy of any expulsion order or findings, a copy of any pending 

disciplinary proceedings, a written explanation of said 
proceeding, the length of the expulsion or possible outcomes 
of a pending proceeding, and/or such records as permitted by 

law. 
   
 4. Whether the special education program or related services 

described in the non-resident student’s Individualized 
Education Program (“IEP”) are available in the District.  
Funding for the education of students with disabilities will be 

made to the non-resident school district by the Department of 
Public Instruction in accordance with State law.   

  
 5. Whether there is space available in the District to provide the 

special education or related services identified in the 
non-resident student’s IEP, after consideration of class size 
limits, student-teacher ratios, and enrollment projections. 

  

35



policy 
 
 

BOARD OF EDUCATION STUDENTS 
SCHOOL DISTRICT OF NEW GLARUS 5113/page 6 of 8 
 

 
 
 6. Whether the non-resident student has been referred to 

his/her resident Board under Wis. Stat. 115.777(1) or 

identified by his/her resident school board under Wis. Stat. 
115.77(1m)(a), but not yet evaluated by an individualized 
education program team. 

  
 (Note:  If a non-resident student’s IEP is developed or 

changed after starting in the District, and it is then 

discovered that the District does not have necessary 
programs available or does not have space in the special 
education program, the District may notify the student’s 

parent and the student’s resident Board. If such notice is 
provided, the non-resident may be transferred to his/her 
resident school district.) 

  
 7. If the Board has made a determination that a non-resident 

student attending the District under the Open Enrollment 
Program is habitually truant from the District during either 

semester of the current school year, the Board may prohibit 
the student from attending in the succeeding term or school 
year. 

  
  
 C. Reapplication Procedures 

  
 The Board will not require accepted non-resident students to 

reapply under the open enrollment policy when the non-resident 

student enters middle school, or high school.  A non-resident 
student may be required to reapply only once. 
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 D. Transportation 
  

 The parents of a student attending a non-resident school district will 
be solely responsible for providing transportation to and from the 
school site, or to a scheduled in-District bus stop, unless the non-

resident student is a special education student and transportation is 
required by his/her IEP. 

   

 E. The Board will not permit a neighboring District to bus resident 
students from within its boundaries for attendance at the non-
resident neighboring District.  The District Administrator shall 

develop procedures for implementing this provision. 
 
ALTERNATIVE APPLICATION PROCEDURES 

 
The parent of a non-resident student who wishes to attend a school in the District 
may apply at any time throughout the year by submitting an application under the 
alternative application procedure if the student satisfies at least one (1) of the 

statutory criteria and has not applied to more than three (3) non-resident school 
districts.  
 

ANNUAL REVIEW 
 
The Board shall review its Open Enrollment Program annually. 

 
General Provisions 
 

 A. A student, who has been accepted under this program, who has not 
met the academic prerequisites for participation in a particular 
program in which the student wishes to enroll shall not be placed in 

that program. 
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 B. The District's Policy 2260 – Nondiscrimination and Access to Equal 

Educational Opportunity shall apply to all applicants under this 

program.  In addition, the District will not discriminate on the basis 
of an applicant's intellectual, academic, artistic, athletic, or other 
ability, talent, or accomplishment, or based on a mental or physical 

disability, except as provided for in the statute authorizing this 
program. 

 

 
 
118.51, Wis. Stats. 

Wis. Adm. Code Ch. P.I. 36 
 
 

 
© NEOLA 2015 
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NONIMMIGRANT STUDENTS AND VISITOR PROGRAMS 

 
 
The Board of Education recognizes the positive cultural benefits to the students, 

staff, and the community in meeting students from other countries and in having 
exchange students as members of the student body of this District’s high school(s). 
 

An exchange visitor student is a foreign national who has been selected by a sponsor 
that has been approved by the United States Department of State (USDOS) to 
participate in an exchange visitor program and who is seeking to enter or has 

entered the United States temporarily on a J-1 visa. 
 
Exchange Visitor Program for Nonimmigrant Students with J-1 Visas 

 
The Board authorizes the District Administrator to consider a request to admit an 
exchange visitor student who meets the USDOS requirements and applies for 

admission through a sponsoring organization, and to determine whether or not that 
student should be accepted. 
 
In accordance with Federal law, an exchange visitor student will be selected and 

sponsored by an organization that has been approved by the USDOS.  The Board, 
pursuant to Federal law, requires the sponsoring agency to secure prior written 
acceptance of the District Administrator for the placement of an exchange visitor 

student in any District high school. 
 
After written acceptance of school placement is secured, the sponsoring agency 

should issue the certificate of eligibility for J-1 Visas to the exchange visitor student 
who meets the criteria established in Federal law for participation in an EVP. 
 

Pursuant to Federal law the sponsoring agency is also responsible for selecting a 
host family who resides in the District for each exchange visitor student. 
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Lastly, pursuant to Federal law, a sponsoring agency can place no more than five (5) 
exchange visitor students per District high school. 

 
However, with Board approval, the District Administrator may request, in writing, 
the placement of more than five (5) students from a sponsoring agency in the high 

school. 
 
Other Nonimmigrant Students 

 
This policy does not apply to nonimmigrant students with citizenship in countries 
other than the United States who are not participating in an approved exchange 

visitor program at a District school or who are not sponsored by the District so they 
can attend a school in the District as participants in the student and exchange 
visitor program (SEVP) on a valid F-1 visa. 

 
All other nonimmigrant students with citizenship in countries other than the United 
States who seek to enroll in the District’s schools are subject to State law and the 
District’s policies regarding enrollment and, if applicable, tuition. 

 
 
 

8 C.F.R. 214 et seq. 
8 U.S.C. 1101 (Immigration Reform and Control Act) 
121.84(1)(c), Wis. Stats. 

Mutual Education and Cultural Exchange Act of 1961, as amended 
Immigration and Nationality Act 
22 C.F.R. 62, Exchange Visitor Program 

 
 
 

© NEOLA 2015 
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WITHDRAWAL FROM SCHOOL 

 
 
The Board of Education affirms that, while Wisconsin law requires attendance of 

each student until eighteen (18) years of age, it is in the best interests of both 
students and the community that they complete the educational program that will 
equip them with skills and increase their chances for a successful and fulfilling life 

beyond the schools. 
 
The Board directs that whenever a student wishes to withdraw from school, efforts 

should be made to determine the underlying reason for such action and the 
resources of the District should be used, when and as appropriate, to assist the 
student in reaching his/her career goals.  No student under the age of eighteen (18) 

will be permitted to withdraw without the written consent of a parent and the 
approval of the District Administrator.  The withdrawal of any student under the age 
of eighteen (18) must comply with the requirements for participation in a program 

leading to graduation, consistent with State law. 
 
 
 

118.15(b-e), Wis. Stats. 
 
 

 
© NEOLA 2012 
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FULL-TIME STUDENT 

 
 
K-8: 

 
Students enrolled in grades K through 8 are defined as full time students if they are 
enrolled in classes throughout the entire school day, or are enrolled in an equivalent 

alternative program supported by District funds. 
 
9-12: 

 
Students enrolled in high school (9-12) are defined as full time students if they are 
enrolled in the number of classes enabling the students to meet graduation 

requirements during the school year, or enrolled in an equivalent non-credit/credit 
alternative program supported by District funds.  Every student in grades 9-12 shall 
be either in a regularly scheduled class, study hall, or a school-sponsored and 

supervised work experience program or other District-approved program each hour 
of the school day. 
 
Exceptions 

 
Individual student schedules may deviate from the definition of full time set forth 
above if the special needs of the student require such deviation, such as those 

identified in a student’s Individualized Education Program or Section 504 Plan, and 
the adjustments to the student’s schedule are made in accordance with state and 
federal law. 
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ATTENDANCE 

 
 
State law requires the Board of Education to enforce the regular attendance of 

students.  Further, the Board recognizes that the District's educational program is 
predicated upon the presence of the student and requires continuity of instruction 
and classroom participation.  The regular contact of students with one another in 

the classroom and their participation in a well-planned instructional activity under 
the tutelage of a competent teacher are vital to this purpose. 
 

All children between six (6) and eighteen (18) years of age shall attend school 
regularly during the full period and hours, religious holidays excepted, that the 
school in which the child is enrolled is in session until the end of the term, quarter, 

or semester of the school year in which the child becomes eighteen (18) years of age, 
unless they fall under an exception under State law, this policy, or administrative 
guideline issued under this policy.  A child who is enrolled in five (5) year-old 

kindergarten shall attend school regularly, religious holidays excepted, during the 
full period and hours that kindergarten is in session until the end of the school 
term. 
 

Notification Required 
 
The District Administrator shall require, from the parent of each student or from an 

adult student, who has been absent for any reason either a written or oral 
notification stating the reason for the absence and the time period covered by the 
absence.  The Board reserves the right to verify such statements and to investigate 

the cause of each: 
 
 A. single absence; 

  
 B. prolonged absence; 
  

 C. repeated unexplained absence and tardiness. 
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School Attendance Officer 
 

The District Administrator shall designate an administrator at each school to be the 
School Attendance Officer.  The School Attendance Officer shall perform any duties 
and responsibilities s/he is required to perform by State law, this policy, and any 

administrative guidelines issued by the school.  The duties of the School Attendance 
Officer shall include, but not be limited to, the following. 
 

 A. Determining daily from attendance reports submitted by teachers 
which students enrolled in the school are absent from school and 
whether the absence is excused. 

  
 B. Submitting to the District Administrator, on or before August 1st of 

each year, a report of the number of students enrolled in the school 

who were absent in the previous year and whether the absences 
were excused.  The District Administrator shall then submit this 
information to the State Superintendent. 

  

 C. Providing student attendance information to individuals and 
agencies for purposes authorized by State law and the Board's 
Policy 8330 - Student Records. 

 
Excused Absences 
 

As required under State law, a student shall be excused from school for the following 
reasons: 
 

 A. Physical or Mental Condition 
  
 The student is temporarily not in proper physical or mental 

condition to attend a school program. 
  
 B. Obtaining Religious Instruction 
  

 To enable the student to obtain religious instruction outside the 
school during the required school period (see Policy 5223 - Absences 
for Religious Instruction). 
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 C. Permission of Parent 
  

 The student has been excused by his/her parent before the absence 
for any or no reason.  A student may not be excused for more than 
ten (10) days per school year under this paragraph and must 

complete any course work missed during the absence. 
  
 D. Religious Holiday 

  
 For observance of a religious holiday consistent with the student's 

creed or belief. 

  
 E. Suspension or Expulsion 
  

 The student has been suspended or expelled. 
  
 F. Program or Curriculum Modification 
  

 The Board has excused the student from regular school attendance 
to participate in a program or curriculum modification leading to 
high school graduation or a high school equivalency diploma as 

provided by State law. 
   
 G. High School Equivalency – Secured Facilities 

  
 The Board has excused a student from regular school attendance to 

participate in a program leading to a high school equivalency 

diploma in a secured correctional facility, a secured child caring 
institution, a secure detention facility, or a juvenile portion of a 
county jail, and the student and his/her parent agrees that the 

student will continue to participate in such a program. 
  
 H. Child at Risk 
  

 The student is a "child at risk" as defined under State law and is 
participating in a program at a technical college on either a 
part-time or full-time basis leading to high school graduation, as 

provided under State law. 
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Unexcused Absences 
 

Unexcused absences demonstrate a deliberate disregard for the educational program 
and are considered a serious matter. 
 

Truancy Plan 
 
The Board will issue a Truancy Plan based upon the recommendations of the County 

Truancy Committee convened under State law, the Board's policies and procedures, 
and applicable provisions of State law.  The Board will review and, if appropriate, 
revise the Truancy Plan at least once every two (2) years. 

 
The Truancy Plan will include, at a minimum, the following: 
 

 A. procedures to be followed for notifying the parents of the unexcused 
absences of a student who is truant or a habitual truant and for 
meeting and conferring with such parents 

  

 B. plans and procedures for identifying truant children of all ages and 
returning them to school, including the identity of school personnel 
to whom a truant child shall be returned 

  
 C. methods to increase and maintain public awareness of and 

involvement in responding to truancy within the school district 

  
 D. a provision addressing the immediate response to be made by school 

personnel when a truant child is returned to school 

  
 E. the types of truancy cases to be referred to the District Attorney and 

the time periods within which the District Attorney will respond to 

and take action on the referrals 
  
 F. plans and procedures to coordinate the responses to the problems of 

habitual truants, as defined under Sec. 118.16(1)(a), Wis. Stats., 

with public and private social services agencies 
  
 G. methods to involve the truant child's parent in dealing with and 

solving the child's truancy problem 
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A student will be considered truant if s/he is absent part or all of one (1) or more 
days from school during which the School Attendance Officer, principal, or a teacher 

has not been notified of the legal cause of such absence by the parent of the absent 
student.  A student who is absent intermittently for the purpose of defeating the 
intent of the Wisconsin Compulsory Attendance Statute Sec. 118.15, Wis. Stats., will 

also be considered truant. 
 
A student will be considered a habitual truant if s/he is absent from school without 

an acceptable excuse for part or all of five (5) or more days on which school is held 
during a school semester. 
 

Notice of Truancy 
 
The School Attendance Officer shall notify a truant student's parent of the student's 

truancy and direct the parent to return the student to school no later than the next 
day on which school is in session or to provide an excuse for the absence.  The 
notice under this paragraph shall be given before the end of the second school day 
after receiving a report of an unexcused absence.  Notice shall be made by personal 

contact or telephone call, if possible, and a written record of this notice shall be 
kept.  In the event that an attempt is made to contact the parent by personal contact 
or telephone call and the parent is not reached, notice may be provided by 1st class 

mail.  If such notice is not effective, notice shall be made by mail.  This notice must 
be given every time a student is truant until the student becomes a habitual truant. 
 

Notice of Habitual Truancy 
 
When a student initially becomes a habitual truant, the School Attendance Officer 

shall provide a notice to the student's parent, by registered or certified mail, or by 
1st class mail, which contains the following: 
 

 A. a statement of the parent's responsibility under State law to cause 
the student to attend school regularly 

  
 B. a statement that the parent or student may request program or 

curriculum modifications for the student under State law and that 
the student may be eligible for enrollment in a program for children 
at risk 
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 C. a request that the parent meet with the appropriate school 

personnel to discuss the student's truancy 

  
 The notice shall include the name of the school personnel with 

whom the parent should meet, a date, time, and place for the 

meeting and the name, address, and telephone number of a person 
to contact to arrange a different date, time, or place.  The date for 
the meeting shall be within five (5) school days after the date that 

the notice is sent, except that with the consent of the student's 
parent the date for the meeting may be extended for an additional 
five (5) school days. 

  
 D. a statement of the penalties, under State law or local ordinances 

that may be imposed on the parent if s/he fails to cause the child to 

attend school regularly as required by State law 
 
The School Attendance Officer will also continue to notify the parent of a habitual 
truant's subsequent unexcused absences. 

 
Referral to the District Attorney 
 

Truancy cases will be referred to the District Attorney as provided in the County 
Truancy Committee Plan.  The School Attendance Officer will ensure that 
appropriate school personnel have done the following before any case is referred to 

the District Attorney: 
 
 A. met with the student's parent to discuss the student's truancy or 

attempted to meet with the student's parent and received no 
response or were refused 

  

 B. provided an opportunity for educational counseling to the student to 
determine whether a change in the student's curriculum would 
resolve the student's truancy and have curriculum modifications 
under State law 
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 C. evaluated the student to determine whether learning problems may 

be a cause of the student's truancy and, if so, have taken steps to 

overcome the learning problems, except that the student need not be 
evaluated if tests administered to the student within the previous 
year indicate that the student is performing at his/her grade level 

  
 D. conducted an evaluation to determine whether social problems may 

be a cause of the student's truancy and, if so, have taken 

appropriate action or made appropriate referrals 
 
Note that paragraph A. is not required if the meeting between school personnel, the 

student, and the student's parent, which was requested in the Notice of Habitual 
Truancy to the parent, did not occur within ten (10) school days after the Notice was 
sent.  Paragraphs B., C., and D. are not required if appropriate school personnel 

were unable to carry out the activity due to the student's absences from school. 
 
Excused Absences 
 

A student whose absence from school was excused, except for an expelled student, 
shall be permitted to make-up course work and any timester, or grading period 
examinations missed during the absences when they return to school.  It is the 

student's responsibility to contact his/her teachers to determine what course work 
and examinations must be made-up.  Teachers shall have the discretion to assign 
substitute course work and examinations.  Teachers shall also have the discretion to 

specify where and when examinations and course work shall be completed, 
including outside regular school hours.  The time for completing the work shall be 
commensurate with the length of the absence, unless extended by the principal 

based upon extenuating circumstances. 
 
Unexcused Absences 

 
Credit in a course or subject shall not be denied solely because of a student's 
unexcused absences from school. 
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Students with unexcused absences shall be permitted to make-up course work and 
any trimester or grading period examinations missed during the absence if the 

student is at risk of receiving no credit in a course or subject if the work is not made 
up. 
 

Subject to the immediately preceding two (2) paragraphs, credit may, but is not 
required to be given for the completion of make-up work.  Further, credit for 
make-up work may be given only after the student has satisfied consequences 

imposed for unexcused absences.  The extent to which make-up credit is given shall 
be determined on a case-by-case basis by the principal and the respective teachers. 
 

If make-up work has been assigned, it is the student's responsibility to contact 
his/her teachers to determine what course work and examinations must be 
made-up.  Teachers shall have the discretion to assign substitute course work and 

examinations.  Teachers shall also have the discretion to specify where and when 
examinations and course work shall be completed, including outside regular school 
hours.  The time for completing the work shall be commensurate with the length of 
the absence, unless extended by the principal based upon extenuating 

circumstances. 
 
 

 
115, 118.15, 118.125(2), 118.153, 118.16, 118.162, Wis. Stats. 
 

 
 
© NEOLA 2016 
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ABSENCES FOR RELIGIOUS INSTRUCTION 

 
 
The Board of Education desires to cooperate with those parents who wish to provide 

for religious instruction for the children but also recognizes its responsibility to 
enforce the attendance requirements of the State. 
 

The Board shall permit students, with written parental permission, to be absent 
from school during required school periods at least sixty (60) minutes but not more 
than 180 minutes per week to obtain religious instruction outside of school. 

 
A student must be properly registered and a copy of such registration must be filed 
with the principal.  The supervisor of the religious instruction must report monthly 

to the District the names of the students who are attending the weekly instruction. 
 
The District will assume no liability for a student while attending religious 

instruction nor will it provide transportation for such instruction. 
 
No solicitation for attendance at religious instruction shall be permitted on District 
premises.  No member of the staff shall encourage nor discourage participation in 

any religious instruction program. 
 
 

 
118.155, Wis. Stats. 
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LATE ARRIVAL AND EARLY DISMISSAL 

 
 
It is necessary that a student be in attendance throughout the school day in order to 

benefit fully from the educational program of the District. 
 
The Board of Education recognizes, however, that from time-to-time compelling 

circumstances require that a student be late to school or dismissed before the end of 
the school day. 
 

If one parent has been awarded custody of the student by the courts, the parent of 
custody shall provide the school with a copy of the custody order and inform the 
school in writing of any limitations in the rights of the noncustodial parent.  Absent 

such notice, the school will presume that the student may be released into the care 
of either parent. 
 

No student who has a medical disability which may be incapacitating may be 
released without a person to accompany him/her. 
 
No student shall be released to anyone who is not authorized such custody by the 

parents. 
 
 

 
© NEOLA 2006 
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EMERGENCY NURSING SERVICES 

 
 
To provide for the protection of the students, the District shall make available 

emergency nursing services during the regular school day and during all school 
sponsored activities of students. 
 

The District shall provide for the management of illness (Policy 5310, Policy 5335, 
Policy 8450, and Policy 8453), accidental injury (Policy 5340 and Policy 5341), and 
the administration of medication and emergency care (Policy 5330). 

 
The District Administrator shall develop guidelines that will provide student 
emergency information cards, equipment, supplies, and space for the emergency 

nursing services that are appropriate and readily accessible. The District 
Administrator shall also identify a medical advisor. 
 

The District shall make available emergency student information, first aid supplies, 
and appropriate and accessible space for the rendering of emergency nursing 
services.  
 

This policy has been reviewed by the school nurse in cooperation with other school 
district personnel and representatives from community health agencies and services.  
The School Board shall review and evaluate emergency nursing services each year, 

including a review of the policies referenced above. 
 
 

 
Wis. Stat. 121.02(1)(g) 
PI 8.01(2)(g)4 

 
 
 

© NEOLA 2012 
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HEALTH SERVICES 

 
 
The Board of Education may require students to submit to periodic health 
examinations to: 

 
A. protect the school community from the spread of communicable 

disease; 

 
B. determine that each student's participation in health, safety, and 

physical education courses meets his/her individual needs; 

 
The District shall specify the need for health services which may include, but not be 
limited to: 

 
 student physical examinations; 

 

 athlete physical examinations; 
 

 dental examinations; 
 

 vision screening; 
 

 audiometric screening. 

 
Any health services program should also include instruction to staff members on the 
observance of students for conditions that indicate physical defect or disability. 

 
The Board shall directly notify the parents of students, at least annually at the 
beginning of the school year, of the specific or approximate dates during the school 

year when any non-emergency, invasive physical examination or screening is 
scheduled or expected to be scheduled for students if the examination or screening 
is: (1) required as a condition of attendance; (2) administered by the school and 

scheduled by the school in advance; and (3) not necessary to protect the immediate 
health and safety of a specific student, or other students. 
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The term "invasive physical examination" means any medical examination that 
involves the exposure of private body parts, or any act during such examination that 

includes incision, insertion, or injection into the body, but does not include a 
hearing, vision, or scoliosis screening. 
 

 
 
118.25(3)(4), 118.255, Wis. Stats. 

20 U.S.C. 1232h 
 
 

 
© NEOLA 2006 
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IMMUNIZATION 

 
 
The Board of Education requires that all students be properly immunized pursuant 

to the Wisconsin Statutes and regulations of the Wisconsin Department of Health 
Services (DHS). 
 

All students shall be required to provide records written evidence establishing that 
they meet have completed the first immunization for each vaccine required for the 
student’s grade and are on schedule for the remainder of the basic and recall 

(booster) immunizations, pursuant to the DHS immunization requirements, or 
request submit a written waiver of those requirements not later than the 30th school 
day from the beginning of the school year or initial enrollment in the District, for 

students transferring into the District.  All students shall be required to provide 
written evidence establishing that they have received the second dose of each 
vaccine required for that student’s age or grade, or submit a written waiver of those 
requirements, not later than the 90th school day from the beginning of the school 

year or initial enrollment in the District, for students transferring in the District.  
Within thirty (30) school days after having been admitted to the District for the 
following school year, each student who has not submitted a waiver form shall 

provide written evidence of having completed all other required doses and/or 
vaccines, pursuant to the DHS immunization requirements. 
 

The parent of any student for which whom record of proper immunization or a 
written waiver is not on file, shall be given written notification of this requirement by 
the 15th school day and the 25th school day following enrollment.  The notice shall: 

 
 A. state the immunization requirements, including a list of missing 

immunization; 

  
 B. state that Court action and civil forfeiture penalty can result due to 

noncompliance; 
  

 C. explain the reasons for the immunization program and provide 
information on how and where to obtain immunizations; 
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 D. inform the parent of the right to request a waiver of the 

immunization requirement based on reasons of health, religion, or 
personal conviction. 

 

Waivers of the immunization requirements shall be granted only for medical, 
religious, or personal convictions. 
 

The District may exclude any student who fails to satisfy the requirement to provide 
written evidence within thirty (30) school days after the date on which the student is 
admitted of having completed the first immunization for each vaccine required for 
the student’s grade and being on schedule for the remainder of the basic and recall 

immunizations, pursuant to the DHS immunization requirements, or fails to submit 
a written waiver.  In addition, if DHS determines that the District’s compliance level 
from the previous school year is less than ninety-nine percent (99%), the District 

shall exclude any student enrolled in grades kindergarten (five (5) years old to six (6) 
through Grade 5) who fail to satisfy this requirement.  
 

No student may be excluded for more than ten (10) consecutive school days unless, 
prior to the 11th consecutive school day of exclusion, the Board provides the 
student and the student’s parent, guardian or legal custodian with an additional 

notice, a hearing and the opportunity to appeal the exclusion, as provided under 
Wis. Stats. 120.13(1)(c)3. 
 

[OPTION – If the District has less than ninety-nine percent (99%) immunization 
compliance, then the following must be included:] 
 
[ ] Any student that fails to meet the immunization requirements within the 

first thirty (30) school days of enrollment shall not be permitted to attend 
school for up to ten (10) day consecutive school days.  The parent will be 
provided with an opportunity to be heard by the Board under the District’s 

student expulsion policy.  Notice to this effect shall be provided in writing 
to the parent and student. 

 

[END OPTION] 
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The District Administrator shall establish administrative guidelines to implement 

this policy and comply with State law. 
 
 

 
120.12(16), 252.04, Wis. Stats. 
Wis. Adm. Code Chapter DHS 144.07 

 
 
 
© NEOLA 201516 
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ADMINISTRATION OF MEDICATION/EMERGENCY CARE 

 
 
The Board of Education shall not be responsible for the diagnosis and treatment of 

student illness.  The administration of medication to a student during school hours 
will be permitted only when failure to do so would jeopardize the health of the 
student, the student would not be able to attend school if the medication were not 

administered during school hours, or the child is disabled and requires medication 
to benefit from his/her educational program. 
 

For purposes of this policy, "practitioner" shall include any physician, dentist, 
podiatrist, optometrist, physician assistant, and advanced practice nurse prescriber 
who is licensed in any state.  "Medication" shall include all drugs including those 

prescribed by a practitioner and any nonprescription drug products.  “Administer” 
means the direct application of a nonprescription drug product or prescription drug, 
whether by injection, ingestion, or other means, to the human body.  

“Nonprescription drug product” means any nonnarcotic drug product which may be 
sold without a prescription order and which is prepackaged for use by consumers 
and labeled in accordance with the requirements of State and Federal law. 
 

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

 
Nonprescription drug products may be administered to any student during school 
hours only with the prior written consent of the parent.  Substances, which are not 

FDA approved (i.e. natural products, food supplements), will require the written 
instruction of a practitioner and the written consent of the parent.  Only those 
nonprescription drugs that are provided by the parent or guardian in the original 

manufacturer's package which lists the ingredients and dosage in a legible format 
may be administered.  Any dosage of nonprescription medication other than that 
listed on the medication’s packaging must be authorized in writing by a medical 

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

 
Only medication in its original container; labeled with the date, if a prescription; the 
student's name; and the exact dosage will be administered.  Parents, or students 

authorized in writing by their practitioner and parents, may administer medication. 
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No student is allowed to provide or sell any type of medication to another student.  
Violations of this rule will be considered violations of Policy 5530 - Drug Prevention 

and of the Student Code of Conduct. 
 
Medications will be administered and the instruction and consent forms will be 

maintained in accordance with the District Administrator's guidelines. 
 
Any bus driver, staff member or volunteer, authorized in writing by the District 

Administrator or a principal, is immune from liability for his/her acts or omissions 
in administering medication including, but not limited to glucagon and epinephrine, 
unless the act or omission constitutes a high degree of negligence.  Such immunity 

does not apply to health-care professionals. 
 
All prescription medication shall be kept in a locked storage case in the school office, 

unless the medication is an emergency medication which the student is authorized 
to carry and self-administer by authorization of both the parent and practitioner, 
and the possession of such medication by the student in school is not prohibited by 
law or regulation. 

 
The Board shall permit the administration by staff of any medication requiring a 
delivery method other than oral ingestion when both the medication and the 

procedure are prescribed by a practitioner and the delivery is under the supervision 
of a licensed nurse, provided that the staff member has completed any necessary 
training and that staff member voluntarily agrees to deliver the medication.  No staff 

member, other than a health care professional, shall be required to administer 
medications that are administered by means other than oral ingestion. 
 

Any staff member or volunteer who, in good faith, renders emergency care to a 
student is immune from civil liability for his/her acts or omissions in rendering such 
emergency care. 
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Any district administrator or principal who authorizes an employee or volunteer to 
administer a nonprescription drug product or prescription drug to a student is 

immune from civil liability for the act of authorization unless it constitutes a high 
degree of negligence or the administrator or principal authorizes a person who has 
not received the required Department of Public Instruction training to administer the 

nonprescription drug product or prescription drug to a student. School nurses, as 
district employees, are regulated by the Wisconsin Nurse Practice Act and are 
therefore not necessarily immune from civil liability. 

 
The school nurse(s) providing services or consultation on the District’s Emergency 
Nursing Services Plan has provided assistance in the development of this policy and 

will also provide a periodic review of the written instructions and consent forms and 
the Medications Administration Daily Log(s). 
 

 
 
118.29, 118.291, 121.02 Wis. Stats. 
PI 8.01(2)(g) 

Wis. Admin. Code N 6.03 
2009 Wisconsin Act 160 
 

 
 
© NEOLA 2015 
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CARE OF STUDENTS WITH CHRONIC HEALTH CONDITIONS 

 
 
Students with chronic health conditions will be provided with a free appropriate 

public education.  If their impairment does not require specially designed instruction 
for them to benefit educationally, they will be eligible for 
accommodations/modifications/interventions of the regular classroom, curriculum, 

or activity (i.e. the school setting) with every effort made to provide them with the 
same access to an education as students without disabilities.  Such 
accommodations/modifications/interventions will be provided pursuant to a Section 

504 Plan. 
 
All information regarding student identification, health care management, and 

emergency care shall be safeguarded as personally identifiable information in 
accordance with Policy 8330 and Policy 8350. 
 

The District will coordinate school health practices for management of a chronic 
health condition and shall provide for: 
 
 A. development of individual health care action plans as appropriate; 

  

 B. communication among school staff who interact with children with 

chronic health conditions; 
 
 

 
© NEOLA 2014 
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STUDENT ACCIDENTS/ILLNESS/CONCUSSION 

 
 
The Board of Education believes that school personnel have certain responsibilities 

in case of accidents, illness or concussions that occur in school.  Said 
responsibilities extend to the administration of first aid by persons trained to do so, 
summoning of medical assistance, notification of administration personnel, 

notification of parents, and the filing of accident reports. 
 
Accidents 

 
Employees should administer first aid within the limits of their knowledge of 
recommended practices.  All employees should make an effort to increase their 

understanding of the proper steps to be taken in the event of an accident.  However, 
any staff member or volunteer who, in good faith, renders emergency care to a 
student is immune from civil liability for his/her acts or omissions in rendering such 

emergency care. 
 
The administrator in charge must submit an accident report to the District Nurse on 
all accidents. 

 
Illness 
 

School personnel shall not diagnose illness or administer medication of any kind 
except in accordance with AG 5330. 
 

Concussion 
 
A concussion is a type of traumatic brain injury.  Concussions occur when there is a 

forceful blow to the head or body that results in rapid movement of the head and 
causes any change in behavior, thinking, or physical functioning.  Concussions are 
not limited to situations involving loss of consciousness.  Some symptoms of a 

concussion include headache, nausea, confusion, memory difficulties, dizziness, 
blurred vision, anxiety, difficulty concentrating, and difficulty sleeping. 
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Each school year students/parents shall be provided with an information sheet 
regarding concussion and head injury.  If a student is going to participate in an 

activity where a concussive event may occur, the appropriate release must be signed 
at least once per school year. 
 

Further, pursuant to AG 5340A – Student Accident/Illness/Concussion, parents 
who inform coaches and teachers that their child is being treated by a healthcare 
professional for a concussion must provide written clearance from that healthcare 

professional for full or limited participation in class, practice, activity, or 
competition.  Prior to receiving written clearance from a healthcare professional, 
students who have sustained a concussion may not participate in any school-related 

physical activities. 
 
 

 
118.29, 118.293, Wis. Stats. 
 
 

 
© NEOLA 2014 
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EMERGENCY MEDICAL AUTHORIZATION 

 
 
The District will distribute annually to parents of all students the Student Health 

Concern Form.  In the event emergency medical treatment for a student is 
necessary, the District will adhere to the instructions on the authorization form. 
 

The Student Health Concern Form will be kept in a separate, easily accessible file in 
each school building during the school year. 
 

Any time a student or a group of students is taken out of the District to participate 
in a school event, the staff in charge of the event must take the Critical Alert list 
with emergency contacts for those students.  This includes, and is not limited to, 

students involved in music trips, athletic trips, field trips, and academic contests.  
This does not include student spectators at events. 
 

Whenever it is necessary for staff members to use emergency procedures in order to 
care properly for a student, they are not to abide by any "Do Not Resuscitate" (DNR) 
agreement that may exist for a student, unless ordered to do so by a court of law. 
 

 
 
118.29(4), Wis. Stats. 
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POSITIVE EMOTIONAL DEVELOPMENT OF STUDENTS 

 
 
The New Glarus Board of Education recognizes stress, depression and suicide as 

critical problems for learners, the education system, and the community. The 
District will be actively involved in positive emotional development of students 
because children, youth and adults are at risk when they are under stress, 

depressed or suicidal. 
 
The Board is aware of its responsibility to promote the positive emotional 

development of students in the District. Therefore, the District shall provide the 
following services to students: 
 

 A. An instructional program designed to help prevent suicides by 
students. The program will provide students with the skills needed 
to make sound decisions, the knowledge of the conditions which 

may cause and the signs of suicidal tendencies, knowledge of the 
relationship between youth suicide and the use of alcohol and 
controlled substances, and knowledge of the available community 
youth suicide prevention and intervention services. 

 
 B. Guidance and school psychological services which offer assistance 

to students with emotional problems or concerns through 

counseling or referral to appropriate community agencies. 
 
 C. A coordinated school/community plan for awareness and action in 

time of crisis. Persons suspecting a student of having emotional 
problems which may result in suicidal tendencies shall report such 
suspicion to an Administrator or guidance counselor. 

 
Any Board member, District employee or school volunteer who in good faith 
attempts to prevent suicide by a student shall be immune from civil liability for 

his/her acts or omissions with respect to the suicide or attempted suicide as 
provided by state law. 
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STUDENT SUICIDE 

 
 
The Board of Education recognizes that depression, anxiety, and other mental 

health conditions are severe problems among children and adolescents.  A student 
who lives with a mental illness may not be able to benefit fully from the educational 
program of the schools, and a student who has engaged in or attempted self-harm 

poses a danger both to himself/herself and to other students. 
 
All school personnel should be alert and report to an administrator or school 

psychologist, school counselor, or school nurse regarding any student who exhibits 
symptoms or warning signs of depression or who threatens or attempts suicide.  Any 
such signs or the report of such signs from another student or staff member should 

be taken with the utmost seriousness. 
 
SUICIDE PREVENTION PROCEDURES 

 
When any person employed by the District shall have reason to believe, either by 
virtue of direct knowledge or a report from another person, that a student is in any 
danger of harming themselves through an attempted suicide, or has attempted 

suicide, that person is to report the situation immediately. The procedure to report 
this situation is as follows:  
 

 A. Contact the Principal and/or a member of the Student Services  
team. Do not leave the suicidal student without adult supervision 
for any amount of time while making this contact. If the student's 

life is in imminent danger, the nearest law enforcement emergency 
agency shall be summoned to transport the student to the nearest 
hospital emergency room. 

 
 B. If the student is determined to be at high risk, Green County 

Human Services will be called. The Principal and/or the Student 

Services team members shall then immediately contact the student's 
parent(s)/guardian and request that he/she meet with the school 
staff. The parent(s)/guardian shall be informed that their student 
has attempted or is planning an attempt at suicide and that Green 

County Human Services has been contacted.  This meeting may take 
place at school, at the county department of family services agency, 
or at the hospital, depending on the danger to the student's life. 
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 C. If the danger is not imminent, the parents/guardians will be called.  

The Principal and/or the intervention team member shall determine 

if it is appropriate to involve the county department of family 
services, crisis intervention, or the 51.42 board at this time or to 
urge the parent(s)/guardian to involve these agencies. In 

determining the immanency of the danger, the contact person 
should consult with another team member. 

 

 D. When any outside agency is to be utilized, have a release of 
information form signed which will allow a two-way flow of 
information between the school and the community agency. 

 
 E. After the immediate crisis has been resolved, the Student Services 

team shall meet to evaluate the situation and decide on an 

appropriate role for the school to take in assisting the student. A 
counselor or student services staff member will keep close contact 
with the student and the community agencies treating the student 
to insure a coordinated school agency approach. 

 
 F. When appropriate, all teachers involved with the student shall be 

invited to an informal staffing to assist them in appropriately dealing 

with the student. 
 
Throughout any intervention, it is essential that Board policies and District 

guidelines regarding confidentiality be observed at all times. 
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Any officer, employee, or volunteer of this Board who, in good faith, attempt to 
prevent suicide by a student is immune from civil liability for his/her acts or 

omissions in respect to the suicide or attempted suicide. 
 
Using the Department of Public Instruction notice, the District Administrator shall 

annually inform the professional staff of the resources available from the 
Department and other resources regarding suicide prevention. 
 

 
 
49.45(30c), Wis. Stats. 

115.365(3), Wis. Stats. 
118.295, Wis. Stats. 
 

 
 
© NEOLA 2016 
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PROMOTION, PLACEMENT, AND RETENTION 

 
 
The District makes extensive efforts to avoid the necessity of high stakes 
promotion/retention determinations through a system of strategic supports and 

interventions to address individual student learning deficits. Early identification of 
problems is important to assist the student, parent/guardian, and school in 
resolving them. If, after extensive efforts, insufficient academic progress results and 

retention is necessary, a detailed retention plan is prepared designed to maximize 
modifications and supports to the student during the retention year.  
 

Promotion/retention determinations are based on multiple criteria. Significant 
factors considered are state test scores, other district and classroom assessment 
results, teacher recommendations, grades, and attendance.  

 
Each Principal delineates the specific rationale, procedures and timelines for 
promotion and retention decisions in his/her building and conveys them to staff and 

parents/guardian. Promotion and retention determinations are made by 
administrators at the building levels and may be appealed to the Superintendent.  
 
 A. Elementary and Intermediate Promotion/Retention 

 
  The decision to promote or retain at the elementary and 

intermediate levels is made after careful consideration of academic 

achievement in core academic subjects (reading, written language, 
mathematics, science, and social studies.) Also considered are study 
skills, social development, physical development, problem-solving 

abilities and attendance. Promotion and retention decisions shall be 
made consistent with state law requirements. 

 

  The Principal, guidance counselor, and classroom teacher are key 
members of the committee responsible for assessing student 
progress and making promotion and retention decisions. Other 

specialists are included as necessary. Parent input is encouraged 
throughout the process and parents are to be informed no later than 
the spring parent-teacher conferences that their child is being 
considered for retention. 
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 B. Middle School Promotion and Retention 
 

  Promotion from grade to grade within the middle school to high 
school is determined on the basis of academic achievement 
represented by successful completion of the core academic subjects 

(communication arts, mathematics, science, social studies). Other 
considerations may be study skills, social development, physical 
development, problem- solving abilities, and attendance. Each 

student with one or more core academic subject failures may be 
considered for retention. Promotion and retention decisions shall be 
made consistent with state law requirements. 

 
  The Principal, Assistant Principal, Guidance Counselor, and 

classroom teacher are key members of the committee responsible for 

assessing student progress and making promotion and retention 
decisions. Other specialists are included as necessary. Parent input 
is encouraged throughout the process and parents are to be 
informed no later than the spring parent-teacher conferences that 

retention is being considered for their child. 
 
The Board of Education recognizes that the personal, social, physical, and 

educational growth of children will vary and that they should be placed in the 
educational setting most appropriate to their needs at the various stages of their 
growth. 

 
It shall be the policy of the Board that each student be moved forward in a 
continuous pattern of achievement and growth that is with his/her own 

development. 
 
Such pattern should coincide with the system of grade levels established by this 

Board and the instructional objectives established for each. 
 
Promotion from Grade 4 and Grade 8 
 

The criteria for promotion from Grades 4 and 8 shall include the student’s score on 
the 4th and 8th grade examination, unless the student has been excused from taking 
the examination; the student’s academic performance; the recommendations of 

teachers which shall be based solely on the student’s academic performance; and 
any other academic criteria recommended for Board consideration. 
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118.33(6), Wis. Stats. 
 
 

 
© NEOLA 2016 
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REPORTING STUDENT PROGRESS 

 
 
The Board of Education believes that the cooperation of school and home is a vital 

ingredient to the growth and education of the whole child.  It recognizes its 
responsibility to keep parents informed of student welfare and progress in school. 
 

The Board directs the establishment of a system of reporting student progress which 
shall include written or electronic reports, parent conferences with teachers, and 
shall require all appropriate staff members to comply with such a system as part of 

their professional responsibility. 
 
 

 
© NEOLA 2008 
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GRADING 

 
It is the philosophy of the District that students will respond more positively to the 
opportunity for success than to the threat of failure. It seeks, therefore, through 
performance objectives in its instructional program, to make achievement both 

recognizable and possible for students. It emphasizes achievement in its processes 
of evaluating student performance and it reports achievement through the use of 
symbols and letter grades.  

 
The issuance of grades on a regular basis serves to promote a process of continuous 
evaluation of student performance, to inform the student, his/her 

parents/guardians, and his/her counselor of his/her progress, and to provide a 
basis for bringing about change in student performance, if such change seems 
necessary.  

 
The District shall not discriminate in the methods, practices, or materials used for 
evaluating or testing students on the basis of sex, race, national origin, religion, 

ancestry, creed, pregnancy, marital or parental status, sexual orientation or 
physical, mental, emotional or learning disability or handicap. Discrimination 
complaints shall be processed in accordance with established procedures. 
 

Legal Ref.: Sections 118.001 Wisconsin Statutes 118.13 120.12 (2) 
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WISCONSIN ACADEMIC EXCELLENCE SCHOLARSHIP 

 
 
Wisconsin's Academic Excellence Scholarship is a State supported program, jointly 

administered by the Department of Public Instruction (DPI) and the Higher 
Education Aids Board (HEAB).  The program offers scholarship recipients an 
exemption from specified tuition and fees for post high school education at eligible 

higher education institutions in Wisconsin. 
 
Annually, by February 25th, the recipient of the Wisconsin Academic Excellence 

Higher Education Scholarship shall be determined by the criteria set by the 
Wisconsin Higher Education Aids Board (HEAB). Due to the deadline of February 
25th, the Wisconsin Academic excellence Higher Education Scholarship is 

determined after the first trimester grades are finalized. If the initial criteria outlined 
below fails to identify the recipient, the Scholarship Committee shall use the 
secondary criteria as established by this policy. 

 
Initial Criteria  
 
The students shall be rank-ordered based on their cumulative GPA (grade point 

average) for the first ten trimesters of their high school career. The recipients shall 
be the student with the highest GPA. The alternate will be designated based on the 
next highest GPA. Secondary Criteria The following criteria will be applicable to the 

graduating class of 2011 and all graduating classes thereafter: 
 
 A. The student with the most Advanced Placement and/or dual credit 

college classes including but not limited to PLTW, and Madison 
College classes successfully completed will be designated as the 
recipient or alternate. 

 
 B. Should students be tied for any position on the list of recipients and 

alternates based on GPA and the most A.P and/or dual credit college 

classes successfully completed, the student with the most A.P. 
and/or dual credit college classes and the highest cumulative score 
on the ACT shall be designated as the recipient or alternate. Should 
students still be tied, the ACT plus writing cumulative score should 

be referred to. 
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 C. Should any recipients or alternates be tied after the first two steps, 

the High School Scholarship Committee shall select the recipient or 

alternate based on the number of school leadership positions held 
by the student. School leadership positions shall be defined as an 
officer position in an established, District approved activity, 

including athletic captains, co-curricular officers, club and activity 
officers, and student government officers. The decision of this 
committee in interpreting this provision shall be final. 

 
 D. In the event any remaining tie has not been broken after the first 

three steps, the scholarship shall be awarded to the student who 

has attended New Glarus High School for the longest period of time. 
 
 E. The Scholarship Committee shall determine, in its discretion, how to 

rank candidates who remain tied after the above steps are followed. 
The Committee shall then rank order all recipients and alternates 
and scholarships shall be offered accordingly. 

 

 F. Should the recipient decide to decline the scholarship, he/she and 
his/her parents must sign a release for an alternate to receive the 
scholarship. 

 
Qualifications  
 

 A. The recipient must be a resident of Wisconsin and the United States 
who is either a citizen or an alien lawfully admitted for permanent 
resident by the INS. 

 
 B. The recipient must be enrolled in the New Glarus High School for 

the last six (6) consecutive full trimesters prior to graduating from 

New Glarus High School. 
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Other Information 
 

 A. The school recipients and alternates are final. 
 
 B. The recipient and alternates’ GPAs shall include the same number of 

places past the decimal that the high school normally uses on the 
official high school transcript. 

 

 C. Students participating in the full time public school open enrollment 
program shall compete for the scholarship at the high school they 
actually attend. 

 
 
 

39.41 Wis. Stats 
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TECHNICAL EXCELLENCE HIGHER EDUCATION SCHOLARSHIPS 

 
 
Wisconsin's Technical Excellence Higher Education Scholarship is a State supported 

program, jointly administered by the Department of Public Instruction (DPI) and the 
Higher Education Aids Board (HEAB).  The program offers scholarship recipients 
scholarships for post high school education at eligible technical education 

institutions in Wisconsin. 
 
By February 25th of each school year, the School Board will designate the 

appropriate number of senior(s) from the high school with the highest levels of 
proficiency in technical education subjects as scholars eligible to receive a Technical 
Excellence Higher Education Scholarship. 

 
The number of seniors permitted by state law with a demonstrated exemplary level 
of proficiency in technical education subjects, as determined under these 

procedures, will be selected as the high school’s designee(s) to receive the Wisconsin 
Technical Excellence Scholarship. Any ties will be broken and alternates will be 
designated as further provided by law and in these procedures. A student who 
receives a Technical Excellence Scholarship is not eligible to receive a Wisconsin 

Academic Excellence High Education Scholar ship, and vice versa. The District’s 
designation of its scholar(s) and alternates is not a final determination that the 
student has met, or will meet, all applicable requirements for receipt of the 

scholarship funds.  
 
DESIGNATING SCHOLARS AND ALTERNATES  

 
The District shall identify its Technical Excellence Scholarship designee(s) and 
alternate(s) using the following procedures:  

 
 A. Any high school senior who is eligible to compete for the scholarship 

shall declare his/her interest in being considered as a candidate by 

submitting, on a timely basis, a form or other means of notice as 
directed by the administration. 
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 B. Members of the District’s high school staff shall verify that each 

student who has submitted a timely declaration of interest meets 

the minimum eligibility requirements that are to be verified at the 
school level, including all such requirements established under 
these procedures or by the JEAB or by the scholarship program’s 

authorizing statute 
 
 C. For purposes of ranking the qualified scholarship candidates and 

designating scholars and alternates, the District adopts the points-
based ranking system established by the HEAB, under which 
students’ grade-point average in their Career and Technical 

Education (CTE) courses serves as the initial tie-breaker if two or 
more relevant students have acquired the identical number of 
points. If there are any remaining relevant ties, those remaining ties 

shall be resolved through the further tie-breaking procedures that 
have been developed and approved by representatives of the high 
school administration and staff. 

 

 D. The high school will designate and rank a group of alternates that is 
at least equal in number to the number of scholarships that the 
high school is permitted to award under these procedures. 

 
ADDITIONAL REQUIREMENTS/PROCEDURES FOR AWARDING POINTS IN THE 
POINTS-BASED RANKING SYSTEM  

 
Points associated with Career and Technical Education (CTE) courses will be 
awarded based upon a standard of each 0.5 high school credit earned toward high 

school graduation earning 0.5 of a point. CTE courses that are in progress during 
the grading period in which the district designates its scholars and alternates shall 
be counted in the point based on the high school credit expected to be earned. The 

District will use the definition of CTE courses identified by the FEAB.  
 
For points earned for participation during high school in a Career and Technical 
Student Organization (CTSO) that is offered in the District, the burden is on the 

student to demonstrate for each participation point claimed that he/she actively and 
regularly participated in a qualifying CTSO for substantially all of the school year in 
question. “Substantially all of the school year” means at least ¾ of the full school 

term in grades 9, 10 and 11, and beginning prior to November and continuing 
through February in grade 12. 
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ASSIGNMENT OF RESPONSIBILITIES  
 

A work team comprised of at least one high school administrator and at least one 
high school counselor or CTE teacher shall be responsible for reviewing the relevant 
records and ranking and ordering the designated scholars and alternates, including 

defining and applying written tiebreaking procedures to the extent necessary.  The 
staff members working on the designations shall submit their work to the High 
School Principal for final review.  

 
The High School Principal shall be responsible for ensuring that the District timely 
designates and notifies the HEAB of the District’s scholars and alternates. 

 
DISTRICT REQUIREMENTS DETERMINING WHEN A STUDENT MAY COMPETE 
FOR THE SCHOLARSHIP 

 
As far as (1) determining when a student acquires senior status and the year in 
which he/she may otherwise compete for the Technical Excellence Scholarship; and 
(2) defining the length of time the student must have attended high school in the 

District in order to compete for the Technical Excellence Scholarship, the District 
will use the same standards that apply to the process for designating scholars and 
alternates for the Academic Excellence Scholarship. 

 
HIGH SCHOOL GRADING POLICY  
 

The District has a written high school grading system that shall be applied to the 
process of designating scholars and alternates for a Technical Excellence 
Scholarship. To the extent it is necessary to calculate a student’s overall grade point 

average, or grade point average in a subset of courses especially relevant to the 
Technical Excellence Scholarship, the high school grading system shall be applied, 
so far as practical, in the same manner as it is applied to calculate the student’s 

cumulative grade-point average as reported on the student’s high school transcript 
(including to the same number of decimal place). 
 
 

 
39.415 Wis. Stats 
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DIPLOMA DEFERRAL 

 
 
Social graduation is an opportunity for students with individualized education 

programs (“IEPs”) to participate in high school graduation ceremonies without 
obtaining an official diploma.  Students with IEPs who have completed all academic 
requirements for high school graduation, but who have not yet completed their 

transition-related IEP goals may be eligible for social graduation.  Students may 
participate in social graduation only upon the recommendation of their respective 
IEP teams.  If social graduation is recommended, the student may engage in all 

aspects of the graduation celebration (e.g., wearing a cap and gown; sitting with the 
graduating class; having his/her name printed in the program and read aloud at the 
ceremony; walking across the stage to receive a faux diploma).  Instead of receiving 

an official diploma, however, the student will receive an unsigned diploma or a 
certificate of participation. 
 

The determination of whether social graduation is recommended for any particular 
student will be made on an individual basis during the first semester of any year in 
which the student’s chronological peer group is eligible to receive a high school 
diploma.  The IEP team may raise the issue, or the student and/or his/her parent 

may raise the issue.  The IEP team members should consider whether social 
graduation is appropriate to further the student’s progress with regard to IEP goals.  
The team may also consider any objectives the student will be required to 

accomplish before s/he is eligible to participate.  Finally, the team should determine 
additional arrangements or preparations, if any, that will need to be made to enable 
the student to participate in the ceremony.  If the team determines that social 

graduation is recommended, the District Administrator shall be notified.  The IEP 
team makes the final decision with regard to social graduation, in accordance with 
the student’s IEP goals, Federal and State laws and regulations and Board policies.  

Students for whom participation in graduation ceremonies is precluded for 
disciplinary issues (when the discipline was not a manifestation of the student’s 
disability) or nonpayment of school fines may not participate in social graduation. 
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After participating in the ceremony, the student is expected to continue working on 
his/her IEP transition goals and objectives.  The student will also continue to receive 

services to address his/her transitional, vocational, and/or independent living skills 
as delineated in his/her IEP.  An official high school diploma will be granted to the 
student when the IEP team determines that the transition goals have been met. 

 
When the student turns twenty-two (22) during the school year, s/he will be 
permitted to complete the current trimester before services cease. 

 
 
 

© NEOLA 2012 

82



policy 

 
 

BOARD OF EDUCATION STUDENTS 
SCHOOL DISTRICT OF NEW GLARUS 5460.02/page 1 of 1 
 

 
 

GRADUATION CEREMONY/HONORS 

 
 
Participation and Recognition  

 
 A. Official District recognition at the graduation exercises shall consist of 

the following: 

 
 1. Wearing of gold honor cords for the graduating students 

attaining a 3.75 or greater grade point average on a 4.0 

system. Wearing of silver honor cords for graduating students 
attaining 3.5-3.74 grade point average. Wearing of red honor 
cords for the graduating students attaining a 3.2-3.49 grade 

point average. These honors will be based on grade point at 
the end of term 2 of the senior year. 

 

 2. The Board recommends the development of a “Senior Awards 
Night” to recognize seniors and present awards and 
scholarships. 

 

 B. Participation in the graduation ceremony shall be reserved for those 
senior students who have: 

 

 1. Met all the graduation requirements as outlined in Board 
Policy 5460. 

 

 2. Participated in practice for graduation and abide by the rules 
for participation in the ceremony established by the Principal 
(free from the influence/use of drugs and alcohol, proper 

dress, no noisemakers, etc.). 
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GRADUATION REQUIREMENTS 

 
 
It shall be the policy of the Board of Education to acknowledge each student's 

successful completion of the instructional program appropriate to the achievement 
of District goals and objectives as well as personal proficiency by the awarding of a 
diploma at fitting graduation ceremonies. 

 
Graduation diplomas awarded by the District shall be based on learning 
achievements rather than on the amount of time students spend in attendance. 

Specific achievement information shall be available on transcripts to those who will 
assist the learner in his/her development in a post- secondary institution or career. 
 

Each student successfully completing a prescribed high school program and other 
requirements outlined below shall, upon the recommendation of the high school 
principal and approval of the Board of Education, be presented a diploma certifying 

graduation. All students must complete 28.0 credits including the 17.0 credits of 
Specific Course Requirements. All students must take a minimum of four periods of 
classes per trimester while Juniors and Seniors in an approved work experience or 
co-op program are to take a minimum of three periods of classes per trimester. 

Only in special cases, after consultation with the counselor and approval of the 
high school principal, will students be allowed to take less than the normal load. 
 

Middle School Students Enrolled in High School Classes 
 
Middle school students enrolled in a course(s) at the high school will not be 

counted towards high school credit, GPA, or class rank. It will appear on the middle 
school report card and in the student’s cumulative file. A notation will be made in 
the comment section of the student’s high school transcript that this course was 

taken while the student was in middle school. 
 
Students may be provided the option to retake the class when enrolled in high 

school for high school credit, GPA, and class rank. 
 
 A. Specific High School Course Requirements: 
 

 1. Four (4)  credits of English 
 
 2. Three and a half (3.5)  credits of Social Studies 
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 3. Three (3)  credits of Science 
 

 4. Four (4)  credits of Mathematics 
 
 5. One and a half (1.5)  credits of Physical Education – taken 

through district approved Physical Education curriculum 
 
 6. Half (.5)  credits of Employability Skills 

 
 7. Half (.5)  credits of Health 
 

 8. Eleven (11)  credits electives in Career and Technical 
Education, World Language, Fine Arts, and other courses. 

 

 B. In order to be granted a high school diploma, beginning with the 
2016-2017 school year, a student must successfully complete a 
civics assessment 

 

 C. One (1) Credit Courses: 
 
  All one-credit courses, except those specifically marked otherwise, 

must be taken for the equivalent of two trimesters. A student 
dropping a one-credit course at the end of one trimester will receive 
.5 credit for the trimester work completed. 

 
 D. Retaking Classes: 
 

  Classes may be retaken for credit. However, a class when retaken 
cannot be counted toward graduation requirement unless the grade 
for the class the first time it was taken was a failure. All classes 

retaken will appear on the student’s transcript. However, the most 
recent grade will be utilized in computing the student’s grade point 
average. 
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 E. Credit and Graduation Requirement Determination: 
 

  The High School Principal shall determine if a student has met all 
requirements for graduation. This includes an evaluation of courses 
taken at other schools and institutions and accommodations made 

for students with exceptional educational needs, interest or 
requirements. 

 

Courses taken at other institutions or schools must have the prior approval of the 
high school principal to be granted credit at New Glarus High School. This prior 
approval stipulation applies only to students enrolled in the New Glarus School 

District and not to transfer students. Transfer students’ records will be evaluated 
by the High School Principal upon the student’s acceptance into New Glarus High 
School and the student and his/her parents/guardians will be informed of the 

remaining credits necessary to meet graduation requirements. 
 
The decision of the High School Principal may be appealed to the District 
Administrator within ten calendar days of the above notification. Appeals to the 
Board of Education must be made within ten days of the notification of the District 
Administrator’s decision 

 
 
 

115.28, 118.30, 118.33, Wis. Stats. 
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CHILDREN AT-RISK OF NOT GRADUATING FROM HIGH SCHOOL 

 
 
The Board of Education shall establish programs to serve children in the District 

who are identified as "children at-risk" in compliance with State statutes.  This 
policy meets the requirements of State law which includes identifying and serving 
"children at-risk" students as defined below: 

 
Students who are at-risk of not graduating high school because they are dropouts or 
are at least two (2) of the following: 

 
 A. one (1) or more years behind their age group in the number of high 

school credits attained 

  
 B. two (2) or more years behind their age group in basic skill level 

(math and reading) 

  
 C. habitually truant 
  
 D. parents 

  
 E. adjudicated delinquents, and 
  

 F. eighth grade students whose score in each area of the student 
assessment was below basic level of failing and eighth grade 
students that were not promoted to ninth grade 

 
The District shall identify all children at-risk enrolled in the District and assure that 
a plan is developed for each such student that describes how the District will meet 

each student’s needs.  Each plan shall be completed on or before August 15th of 
each year.  All programs and services developed for "children at-risk" shall be 
designed to improve and expand educational opportunities for these children on an 

individualized basis, through a variety of means (e.g., additional instruction, 
differentiation, intervention), and provide alternative courses or program 
modifications which satisfactorily meet the District’s graduation requirements. 
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Principals are responsible for identifying and addressing barriers to learning through 
a variety of strategies.  The plan will communicate the structure, strategies, and 

program offerings for students at-risk which will vary by individual.  Strategies for 
support, interventions, programs, and alternative educational options are made 
available to all students and at all levels as needed. 

 
The Board uses a Response to Instruction (RtI) Model that is designed as a 
continuum for Literacy, Mathematics, and Behavior.  RtI is defined as a systemic 

process for achieving high levels of academic and behavioral success for all students 
through: 
 

 A. multi-level, high quality instructional approached for general, 
at-risk, advanced learners, and special education student needs; 

  

 B. a balanced assessment system; 
   
 C. collaborative practices. 
 

The Board will make reasonable efforts to help each student acquire the necessary 
skills, concepts, and content of course or subject area s/he is enrolled through 
systemic practices of RtI.  Student capabilities will be identified for RtI using 

multiple criteria in accordance with District guidelines.  These guidelines are aligned 
with the Wisconsin Department of Public Instruction’s recommendations. 
 

The District will maintain an RtI Continuum and supporting documents which 
outline specific implementation procedures and guidelines that will be reviewed 
annually. 
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Parent involvement will be actively solicited to improve student success.  Community 
service agencies’ participation and partnerships will be encouraged and actively 

sought to meet student needs. 
 
Students shall be identified and referred to these programs and services in 

accordance with State regulations and guidelines established by the administration.  
An annual report concerning "children at-risk" shall be made to the Board. 
 

 
 
118.153, 118.33(1), 121.02(1)(n), Wis. Stats. 

P.I. 25 
 
 

 
© NEOLA 2015 
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CREDITS FROM NONPUBLIC SCHOOLS 

 
 
In recognizing its responsibility to uphold the minimum educational standards of 

the State of Wisconsin, the Board of Education establishes the following policy and 
criteria regarding the acceptance of credits for students transferring to the high 
school from nonpublic schools, whether they are private schools, as defined by law, 

or other types of schools. 
 
For credit or course-work to be accepted for courses taken in such schools, 

assurance of compliance with minimum requirements established by the State must 
be provided. 
 

Recognition of credits or course-work shall be granted when the proper assurance 
and the student's transcript has been received.  The District reserves the right to 
assess such transfer students in order to determine proper placement and to be 

assured the student can demonstrate the learnings which are prerequisite to a 
placement. 
 
Although credits from nonpublic schools may be granted and placed on a student’s 

transcript, no grades will be entered on the transcript or considered for class 
ranking.  Only grades awarded for courses taken at the District or at a school whose 
curriculum meets the requirements stated in 118.165(1) shall be considered in class 

ranking and for entering in the transcript. 
 
 

 
118.165, 115.01, Wis. Stats. 
P.I. 18, Wis. Adm. Code 
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EARLY GRADUATION 

 
 
The Board of Education acknowledges that some students are pursuing educational 

goals which include graduation from high school at an earlier date than their 
designated class. 
 

Application for early graduation will be submitted to the high school principal in 
accordance with school regulations.  The principal may honor this request if all 
conditions for graduation are met and the student fulfills the graduation 

requirements. 
 
The student may participate in the graduation ceremonies with his/her designated 

class. 
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STUDENT CODE OF CLASSROOM CONDUCT 

 
 
The School District of New Glarus is committed to maintaining an educational 

atmosphere of excellence. 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 to allow teachers to instruct effectively and students to 
participate in learning activities. Students are further expected to know and abide by 
the rules of behavior established by the classroom teacher, school administration, 

and Board. Parents/guardians should be aware of their children’s activities, 
performance and behavior in school, and are asked to cooperate and consult with 
the school to prevent or address any concerns. 

 
Student behavior that is dangerous, disruptive, and unruly or that interferes with 
the teacher’s ability to teach effectively will not be tolerated. Any student who 

engages in such behavior may be subject to removal from class and placement as 
outlined below. In addition, the student may be subject to disciplinary action in 
accordance with established Board Policies, school rules, municipal ordinances and 
state/federal laws and regulations. Removal from class under this Code does not 

prohibit the District from pursuing or implementing other disciplinary measures, 
including but not limited to detentions, suspension or expulsion, for the conduct for 
which the student was removed. 

 
For the purpose of this Code, a “class” is any class offered as part of the normal 
schedule of instruction or any extension of such class (i.e. field trip). This excludes 

co-curricular activities and other school activities that are not typically defined as 
classes. 
 

A “teacher” is any certified instructor, intern, student teacher, counselor, nurse, 
Administrator, or designee in the employ of the District. A “teacher of a class” means 
the regularly assigned teacher of the class, or any teacher assigned to teach, 

monitor, assist in or oversee the class. 
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This Classroom Code of Conduct applies to all students in grades K-12. 
 

 A. Student Removal From Class 
 
  A student may be removed from class for, but not limited to, the 

following reasons: dangerous, disruptive, damaging, or unruly 
behavior, behavior that violates expectations set forth in Board of 
Education Policies and Student Handbooks, behavior that interferes 

with the ability of the teacher to teach effectively or interferes with 
the ability of others to learn, and behavior which is inconsistent 
with class decorum. 

 
  When a student is removed from class, s/he will be sent or escorted 

to the Building Principal or his/her designee. The teacher removing 

the student will notify the Building Principal or his/her designee 
and inform him/her of the reason(s) for the student’s removal.  A 
written explanation of the reason(s) shall be given to the Building 
Principal or his/her designee within 24 hours of the student’s 

removal from class. 
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 B. Placement Procedures 
 

  This Code of Conduct distinguishes between two, essentially 
separate kinds of removal from class: short term or temporary 
removal, and long-term removal. The Building Principal or his/her 

designee shall decide whether a student who has been removed from  
a class for violating the Classroom Code of Conduct is to be placed 
in either a long term or short term placement. When making 

placement decisions, the Building Principal or his/her designee 
shall consider the following factors: the interests of the other 
students in the class and the teacher, the reason(s) the student was 

removed from class, the type of placement options available to 
students in the District, the estimated length and time of placement, 
the student’s individual needs, whether the student has been 

removed from a class previously and the relationship of the 
placement to any disciplinary action. The Building Principal or 
his/her designee may consult with other appropriate school 
personnel, as s/he deems necessary when making or evaluating 

placement decisions. A student’s parents/guardians may also be 
consulted regarding student placement decisions when determined 
by the Building Principal or his/her designee to be in the best 

interest of the student involved or when required by law. 
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  All placement decisions shall be made consistent with established 

Board of Education Policies and in accordance with State/Federal 

laws and regulations. 
 
 1. Short Term Placement Procedures 

 
  In the majority of cases, a student shall remain in the short 

term removal area for at least the duration of the class or 

activity from which s/he was removed. The Building Principal 
or his/her designee shall inform the student of the reason(s) 
for removal from class, and shall allow the student an 

opportunity to present his/her version of the situation. The 
Building Principal or his/her designee shall then, after 
weighing the interest of the removed student, the other 

students in the class, and the teacher, determine if 
readmission to the class is the best or only alternative. In the 
event it is not deemed appropriate to return the student to 
regular classes, the Building Principal or his/her designee 

shall either retain the student in short term removal, or, 
where necessary, appropriate and practical, shall take steps 
to have the student sent home. 

 
 2. Long Term Placement Procedures 
 

  A student warrants long term removal from class when 
his/her actions have been severe and serious and/or there 
have been repeated violations of the Classroom Code of 

Conduct. 
 
  Students who are removed long term from a class will be 

placed in an alternative educational setting.  This setting may 
include, but is not limited to, the following: 

 
 a. Another instructional setting. 

 
 b. Another class or another appropriate place in the 

school. 
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 c. An alternative education program approved by the 

Board. State law defines an alternative education 

program as an instructional program approved by the 
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 offered in 
place of regularly scheduled curricula programs. 

 
  In any long-term placement provided, the student must 

continue to receive an educational program and services 

comparable to, though not necessarily identical with, those of 
the class from which s/he was removed. Such program need 
not be in the precise academic subject of the student’s former 

class. 
 
Long-term removal is an administrative decision not subject to a formal right of 
appeal. However, the parents/guardians of the student, and/or the student, may 

have the right to meet with the Building Principal or his/her designee. When 
possible, such a meeting shall take place within three (3) school days of the request. 
At the meeting, the Building Principal or his/her designee shall inform the 

parents/guardians and/or student as fully as possible regarding the basis for the 
removal, the alternatives considered and the basis for the decision. Nothing in this 
Code shall prevent the Building Principal or his/her designee from implementing a 

removal to another class, placement or setting, prior to any meeting, over the 
objection of the parents/guardians or student. 
 

 A. Parent/Guardian Notification Procedures 
 
 1. The teacher who initiated the removal of a student from class 

will attempt to notify parents/guardians within 24 hours of 
the incident that caused the student to be removed from 
his/her class. The classroom teacher shall keep written logs 
or records regarding all attempts to contact the 

parents/guardians of the removed student and provide these 
to the Building Principal or his/her designee within 24 hours 
of the student’s removal from class. 
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 2. The Building Principal or his/her designee shall notify the 

parents/guardians of the student orally or in writing, when a 

teacher has removed a student from class. This notification 
shall include the reason(s) for the student’s removal from 
class and the placement decision involving the student. This 

notice shall be given as soon as possible after the student’s 
removal from class and after a placement determination has 
been made. 

 
 a. If the removal from class and change in educational 

placement involves a student with a disability, 

parent/guardian notification shall be made consistent 
with the with the United States Department of 
Education – Part B, Procedural Safeguards Notice, and 

state/federal laws and regulations and state/federal 
laws and regulations. 

 
 b. If the student removed from a class is also subject to 

disciplinary action (ex: detention, suspension, 
expulsion) for the particular classroom conduct, the 
student’s parents/guardians shall also be notified of 

the disciplinary action in accordance with policy and 
legal requirements. 
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The District shall not discriminate in enforcing the Classroom Code of Conduct on 
the basis of sex, race, religion, national origin, ancestry, color, creed, pregnancy, 

marital or parental status, sexual orientation or physical, mental, emotional or 
learning disability or handicap. Discrimination complaints shall be processed in 
accordance with established procedures. 

 
 
 

 
118.13, Wis. Stats. 
118.164, Wis. Stats. 

120.13, Wis. Stats. 
Wis. Admin. Code P.I. 9.03 
Wis. Admin. Code P.I. 41 

Fourteenth Amendment, U.S. Constitution 
20 U.S.C. Section 1681, Title IX of Education Amendments Act 
20 U.S.C. Section 1701 et seq., Equal Educational Opportunities Act of 1974 
29 U.S.C. Section 794, Rehabilitation Act of 1973 

42 U.S.C. Section 2000 et seq., Civil Rights Act of 1964 
42 U.S.C. 12101 et seq., The Americans with Disabilities Act of 1990 
Vocational Education Program Guidelines for Eliminating Discrimination and Denial 

of Services, Department of Education, Office of Civil Rights, 1979 
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DRESS AND GROOMING 

 
 
The Board of Education recognizes that each student's mode of dress and grooming 

is a manifestation of personal style and individual preference.  The Board will not 
interfere with the right of students and their parents to make decisions regarding 
their appearance, except when their choices interfere with the educational program 

of the schools. 
 
Accordingly, the District Administrator shall establish such grooming guidelines as 

are necessary to promote discipline, maintain order, secure the safety of students, 
and provide a healthy environment conducive to academic purposes as noted in 
student handbook.   

 
Such guidelines shall establish the dress requirements for members of the athletic 
teams, bands, and other school groups when representing the District at a public 

event. 
 
The District Administrator designates the principal as the arbiter of student dress 
and grooming in his/her building 

 
 
 

120.13(1), Wis. Stats. 
 
 

 
© NEOLA 2007 
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USE OF TOBACCO BY STUDENTS 

 
 
The Board of Education is committed to providing students, staff, and visitors with a 

tobacco and smoke-free environment.  The negative health effects of tobacco use for 
both users and non-users, particularly in connection with second hand smoke, are 
well-established.  In addition, students less than eighteen (18) years of age are 

generally prohibited by law from purchasing or possessing cigarettes and other 
tobacco products. 
 

For purposes of this policy, "use of tobacco" means to chew or maintain any 
substance containing tobacco, including smokeless tobacco, in the mouth to derive 
the effects of tobacco, as well as all uses of tobacco, including cigars, cigarettes, pipe 

tobacco, chewing tobacco, snuff, any other matter or substances that contain 
tobacco, in addition to papers used to roll cigarettes and/or the smoking of 
electronic, “vapor,” or other substitute forms of cigarettes, clove cigarettes and any 

other lighted smoking devices for burning tobacco or any other substance.  
Accordingly, the Board prohibits students from using or possessing tobacco in any 
form on District premises, in District vehicles, within any indoor facility owned or 
while leased or contracted for by the District and used to provide education or 

library services to children, and at all District-sponsored events. 
 
 

 
120.12(20), Wis. Stats. 
254.92, Wis. Stats. 

20 U.S.C. 6081 et seq. 
U.S.D.O.E. Memorandum, 1995 
20 U.S.C. 7182 

20 U.S.C. 7114 
 
 

 
© NEOLA 2011 
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CARE OF DISTRICT PROPERTY 

 
 
Basic to the philosophy of the Board of Education is a respect for the rights of 

others.  Students are urged to exercise this respect in regard to the belongings of 
others, including District property.  Each student should realize that vandalism to 
District property is costly to repair and is directly related to increased school taxes. 

 
Attempts should be made to teach students respect for property which can be done 
in connection with the care of textbooks and the use of District materials and 

equipment. 
 
In accordance with law, students who cause damage to District property shall be 

subject to disciplinary measures including suspension and expulsion.  Also their 
parents shall be financially liable for such damage to the extent of the law except 
that students over eighteen (18) years of age or older shall be liable for damage they 

cause. 
 
The Board authorizes the imposition of fines for the loss, damage, or destruction of 
District owned, borrowed or leased equipment, school records, apparatus, musical 

instruments, library materials, textbooks, and for damage to District buildings. 
 
The District Administrator may report to the appropriate authorities any student 

whose damage of District property has been serious or chronic in nature. 
 
 

 
120.13, Wis. Stats. 
 

 
 
© NEOLA 2012 
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STUDENT USE OF MOTOR VEHICLES 

 
 
The Board of Education regards the use of motor vehicles for travel to and from 

school by students as an assumption of responsibility on the part of those 
students -- a responsibility in the care of property, in the observation of safety rules, 
and in the display of courtesy and consideration toward others. 

 
The Board will permit the use of motor vehicles by students, in accordance with the 
rules of this District, provided that such students are licensed drivers. 

 
The Board will not be responsible for motor vehicles which are lost, stolen, or 
damaged. 

 
The District Administrator shall establish standards for the granting of permits 
which shall contain the warning that infraction of the rules may result in the 

revocation of the permit. 
 
 
 

© NEOLA 2015 
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STUDENT HAZING 

 
 
The Board of Education believes that hazing activities of any type are inconsistent 

with the educational process and may in some circumstances be a violation of State 
law.  It prohibits all such activities at any time in school facilities, on school 
property, and at any District-sponsored activity or event. 

 
Hazing shall be defined for purposes of this policy as performing any act or coercing 
another, including the victim, to perform any act of initiation into any class, group, 

or organization that causes or creates a risk of causing mental, emotional, or 
physical harm.  Permission, consent, or assumption of risk by an individual 
subjected to hazing shall not lessen the prohibitions contained in this policy. 

 
Administrators, faculty members, and other employees of the District shall be alert 
to possible situations, circumstances, or events that might include hazing.  If hazing 

or planned hazing is discovered, the students involved shall be informed by the 
discoverer of the prohibitions contained in this policy and shall be ordered to end all 
hazing activities or planned activities immediately.  All hazing incidents shall be 
reported immediately to the Principal or to the District Administrator.  The 

individual informed of the situation shall immediately do the following: 
 
 A. Write all information concerning the reported activity or planned 

activity received from the person reporting the incident to create a 
complete record of the initial contact with administration. 

  

 B. Determine if any potential criminal activity has occurred, and if so 
contact law enforcement immediately. 

   

 C. Determine whether the information received illustrates hazing 
behavior that is based on the student’s or any group of students sex 
(including transgender status, change of sex, or gender identity), 

race, color, national origin, religion, creed, ancestry, marital or 
parental status, sexual orientation or physical, mental, emotional or 
learning disability, or any other characteristic protected by Federal 
or State civil rights laws (“Protected Classes”).  If the conduct 

reported appears to be based on one (1) or more Protected Class, the 
Administrator shall inform the District Compliance Officer and refer 
to Policy 5517 – Student Anti-Harassment and proceed accordingly. 
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 D. If the hazing or planned hazing does not appear to be based on any 

Protected Classes, then the Administrator shall proceed to conduct 

an investigation consistent with the procedures found in Policy 
5517.01 - Bullying.  If at any point, information surfaces indicating 
that hazing activity was based on one (1) or more Protected Class, 

the Administrator or designee conducting the investigation shall 
contact the Compliance Officer and consult Policy 5517 – Student 
Anti-harassment. 

 
Students, administrators, faculty members, and other employees who fail to abide 
by this policy may be subject to disciplinary action and may be held personally liable 

for civil or criminal penalties.  Disciplinary action for students may include, but is 
not limited to, suspension and/or expulsion.  Disciplinary action for staff members 
may be issued up to and including termination from employment. (See Policy 3139 – 

Staff Discipline or Policy 4139 – Staff Discipline). 
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The District Administrator shall make this policy available to all students and 
District employees, and incorporate it into building, staff, and student handbooks.  

It may also be the subject of discussion at employee staff meetings or in-service 
programs. 
 

 
 
118.13 Wis. Stats. 

120.13 Wis. Stats 
948.51 Wis. Stats 
P.I. 9, 41 Wis. Admin. Code 

Fourteenth Amendment, U.S. Constitution 
20 U.S.C. 1415 
20 U.S.C. 1681 et seq., Title IX of Education Amendments Act 

20 U.S.C. 1701 et seq., Equal Educational Opportunities Act of 1974 
29 U.S.C. 794, Rehabilitation Act of 1973 
42 U.S.C. 1983 
42 U.S.C. 12101 et seq., The Americans with Disabilities Act of 1990 

42 U.S.C. 2000 et seq., Civil Rights Act of 1964 
42 U.S.C. 2000d et seq. 
34 C.F.R. Sec. 300.600-300.662 

Vocational Education Program Guidelines for Eliminating Discrimination and Denial 
of Services, Department of Education, Office of Civil Rights, 1979 
 

 
 
© NEOLA 2014 
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BULLYING 

 
 
The Board of Education is committed to providing a safe, positive, productive, and 

nurturing educational environment for all of its students.  The Board encourages the 
promotion of positive interpersonal relations between members of the school 
community.  Bullying toward a student, whether by other students, staff, or third 

parties is strictly prohibited and will not be tolerated.  This prohibition includes 
physical, verbal, and psychological abuse.  The Board will not tolerate any gestures, 
comments, threats, or actions which cause or threaten to cause bodily harm or 

personal degradation.  This policy applies to all activities in the District, including 
activities on school property, including at any of the school buildings or other 
property used exclusively or in part, whether leased or owned by the District, for the 

purpose of school-related functions or events; or while traveling to or from school or 
to and from school-sponsored functions or events; in transporting vehicles arranged 
for by School District officials.  The policy applies as well during activities that occur 

off school property if the student or employee is at any school-sponsored, 
school-approved or school-related activity or function, such as field trips or athletic 
events where students are under the supervision of school authorities, or where an 
employee is engaged in school business, or where there is otherwise a connection to 

the school such that the conduct at issue affects or is intended to affect the 
student’s educational environment. 
 

Definitions 
 
“Bullying” 

 
Bullying is deliberate or intentional behavior using word or actions, intended to 
cause fear, intimidation, or harm.  Bullying may be a repeated behavior and involves 

an imbalance of power.  Furthermore, it may be serious enough to negatively impact 
a student's educational, physical, or emotional well being.  The behavior may be 
motivated by an actual or perceived distinguishing characteristic, such as, but not 

limited to: age; national origin; race; ethnicity; religion; gender; gender identity; 
sexual orientation; physical attributes; physical or mental ability or disability; and 
social, economic, or family status; however this type of prohibited bullying behavior 
need not be based on any of those particular or other particular characteristics.  It 

includes, but is not necessarily limited to such behaviors as stalking, cyberbullying, 
intimidating, menacing, coercing, name-calling, taunting, making threats, and 
hazing. 
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Some examples of Bullying are: 
 

 A. Physical – hitting, kicking, spitting, pushing, pulling, taking and/or 
damaging personal belongings or extorting money, blocking or 
impeding student movement, unwelcome physical contact. 

  
 B. Verbal – taunting, malicious teasing, insulting, name calling, 

making threats. 

  
 C. Psychological – spreading rumors, manipulating social relationships, 

coercion, or engaging in social exclusion/shunning, extortion, or 

intimidation. 
  
 D. ""Cyberbullying" – the use of information and communication 

technologies such as e-mail, cell phone and pager text messages, 
instant messaging (IM), defamatory personal web sites, and 
defamatory online personal polling web sites, to support deliberate, 
repeated, and hostile behavior by an individual or group, that is 

intended to harm others."  
  
 The Board recognizes that cyberbullying can be particularly 

devastating to young people because: 
  
 1. cyberbullies more easily hide behind the anonymity that the 

Internet provides; 
  
 2. cyberbullies spread their hurtful messages to a very wide 

audience with remarkable speed; 
  
 3. cyberbullies do not have to own their own actions, as it is 

usually very difficult to identify cyberbullies because of screen 
names, so they do not fear being punished for their actions; 
and 
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 4. the reflection time that once existed between the planning of 

a prank – or a serious stunt – and its commission has all but 

been erased when it comes to cyberbullying activity; 
  
 5. hacking into or otherwise gaining access to another’s 

electronic accounts (e-mails, social media, etc.) and posing as 
that individual with the intent to embarrass or harm the 
individual. 

  
 Cyberbullying includes, but is not limited to the following: 
  

 1. posting slurs or rumors or other disparaging remarks about a 
student on a web site or on weblog; 

  

 2. sending e-mail or instant messages that are mean or 
threatening, or so numerous as to drive-up the victim’s cell 
phone bill; 

  

 3. using a camera phone to take and send embarrassing 
photographs of students; 

  

 4. posting misleading or fake photographs of students on web 
sites. 

 

"Harassment" includes, but is not limited to, any act which subjects an individual 
or group to unwanted, abusive behavior of a nonverbal, verbal, written or physical 
nature on the basis of sex, (including transgender status, change of sex, or gender 

identity), race, color, national origin, religion, creed, ancestry, marital or parental 
status, sexual orientation or physical, mental, emotional or learning disability, or 
any other characteristic protected by Federal or State civil rights laws. Harassment 

is prohibited by Policy 5517 – Student Anti-Harassment. 
 
"Staff" includes all school employees and Board members. 
 

"Third parties" include, but are not limited to, coaches, school volunteers, parents, 
school visitors, service contractors, vendors, or others engaged in District business, 
and others not directly subject to school control at inter-district or intra-district 

athletic competitions or other school events. 
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For a definition of and instances that could possibly be construed as hazing, consult 
Policy 5516. 

 
Complaint Procedures 
 

Any student that believes s/he has been or is the victim of bullying should 
immediately report the situation to the building principal or assistant principal, or 
the District Administrator.  The student may also report concerns to a teacher or 

counselor who will be responsible for notifying the appropriate administrator or 
Board official.  Complaints against the building principal should be filed with the 
District Administrator.  Complaints against the District Administrator should be 

filed with the Board President. 
 
Every student is encouraged to report any situation that they believe to be bullying 

behavior directed toward a student.  Reports may be made to those identified above. 
 
All school staff members and school officials who observe or become aware of acts of 
bullying are required to report these acts to the building principal or assistant 

principal, or the District Administrator. 
 
Reports of bullying may be made verbally or in writing and may be made 

confidentially.  All such reports, whether verbal or in writing, will be taken seriously 
and a clear account of the incident is to be documented.  A written record of the 
report, including all pertinent details, will be made by the recipient of the report. 

 
All complaints about behavior that may violate this policy shall be investigated 
promptly by the building principal.  The staff member who is investigating the report 

of bullying shall interview the victim(s) of the alleged bullying and collect whatever 
other information is necessary to determine the facts and the seriousness of the 
report. If, during an investigation of a reported act of bullying in accordance with 

this Policy, the principal determines that the reported misconduct may have created 
a hostile learning environment and may have constituted harassment based on sex 
(transgender status, change of sex, or gender identity), race, color, national origin, 
religion, creed, ancestry, marital or parental status, sexual orientation or physical, 

mental, emotional or learning disability, or any other characteristic protected by 
Federal or state civil rights laws, the principal will report the act of bullying to one of 
the Compliance Officers who shall assume responsibility to investigate the allegation 

in accordance with Policy 5517 – Student Anti-Harassment. 
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Parents of each student involved in the bullying report will be notified prior to the 
conclusion of the investigation.  The District shall maintain the confidentiality of the 

report and any related student records to the extent required by law. 
 
If the investigation finds that bullying has occurred, it will result in prompt and 

appropriate remedial and/or disciplinary action.  This may include student 
discipline, including, but not limited to reprimand, suspension, or possible 
expulsion. Further, the result of an investigation that finds that bullying has 

occurred may result in discharge for employees, exclusion for parents, guests, 
volunteers, and contractors, and removal from any official position and/or a request 
to resign for Board members.  Individuals may also be referred to law enforcement 

officials. 
 
The complainant shall be notified of the findings of the investigation, and as 

appropriate, that remedial action has been taken. 
 
This policy shall not be interpreted to infringe upon the First Amendment rights of 
students (i.e., to prohibit a reasoned and civil exchange of opinions, or debate, that 

is conducted at appropriate times and places during the school day and is protected 
by State or Federal law). 
 

Retaliation against any person who reports, is thought to have reported, files a 
complaint, or otherwise participates in an investigation or inquiry concerning 
allegations of bullying is prohibited and will not be tolerated.  Such retaliation shall 

be considered a serious violation of Board policy and independent of whether a 
complaint is substantiated.  Suspected retaliation should be reported in the same 
manner as bullying.  Making intentionally false reports about bullying for the 

purpose of getting someone in trouble is similarly prohibited and will not be 
tolerated.  Retaliation and intentionally making a false report may result in 
disciplinary action as indicated above. 

 
If a student or other individual believes there has been bullying, regardless of 
whether it fits a particular definition, s/he should report it and allow the 
administration to determine the appropriate course of action. 
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Privacy/Confidentiality 
 

The School District will respect the privacy of the complainant, the individual(s) 
against who the complaint is filed, and the witnesses as much as possible, 
consistent with the Board’s legal obligations to investigate, to inform parents, to take 

appropriate action, and to conform with any discovery or disclosure obligations.  All 
records generated under this policy and its related administrative guidelines shall be 
maintained as confidential to the extent permitted by law. 
 
To the extent appropriate in conducting a thorough investigation and/or as legally 
permitted, confidentiality will be maintained during the investigation process. 

 
Notification 
 

Notice of this policy will be annually distributed to all students enrolled in the 
School District, their parents and/or guardians and employees.  The policy will also 
be distributed to organizations in the community having cooperative agreements 
with the schools.  Additionally, the policy will be posted in conspicuous locations in 

all school buildings and departments within the District and discussed with 
students, as well as incorporated into the teacher, student, and parent/guardian 
handbooks.  All new hires will be required to review and sign off on this policy and 

the related complaint procedure. 
 
The School District will also provide a copy of the policy to any person who requests 

it. 
 
Records and Reports 

 
Records will be maintained on the number and types of reports made, and sanctions 
imposed for incidents found to be in violation of the bullying policy. 

 
An annual summary report shall be prepared and presented to the School Board, 
which includes trends in bullying behavior and recommendations on how to further 
reduce bullying behavior.  The annual report will be available to the public. 
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Education and Training 
 

In support of this policy, the Board promotes preventative educational measures to 
create greater awareness of bullying behavior.  The District Administrator shall 
provide appropriate training to all members of the School District community related 

to the implementation of this policy and its accompanying administrative guidelines.  
All training regarding the Board’s policy and administrative guidelines on bullying 
will be age and content appropriate. 

 
 
 

Wis. Stat. 118.46 
 
 

 
© NEOLA 2014 

112



policy 

 
 

BOARD OF EDUCATION STUDENTS 
SCHOOL DISTRICT OF NEW GLARUS 5517/page 1 of 17 
 

 
 

STUDENT ANTI-HARASSMENT 

 
 
Prohibited Harassment 

 
It is the policy of the Board of Education to maintain an educational environment 
that is free from all forms of harassment, including sexual harassment. This 

commitment applies to all District operations, programs, and activities.  All 
students, administrators, teachers, staff, and all other school personnel share 
responsibility for avoiding, discouraging, and reporting any form of harassment.  

This policy applies to conduct occurring in any manner or setting over which the 
Board can exercise control, including on school property, or at another location if 
such conduct occurs during an activity sponsored by the Board. 

 
The Board will not tolerate any form of harassment and will take all necessary and 
appropriate actions to eliminate it, including suspension or expulsion of students 

and disciplinary action against any other individual in the School District 
community.  Additionally, appropriate action will be taken to stop and otherwise 
deal with any third party who engages in harassment against our students. 
 

The Board will vigorously enforce its prohibition against harassment based on the 
traits of sex (including transgender status, change of sex, or gender identity), race, 
color, national origin, religion, creed, ancestry, marital or parental status, sexual 

orientation or physical, mental, emotional or learning disability, or any other 
characteristic protected by Federal or state civil rights laws (hereinafter referred to 
as “Protected Characteristics”), and encourages those within the School District 

community as well as third parties, who feel aggrieved to seek assistance to rectify 
such problems.  Additionally, the Board prohibits harassing behavior directed at 
students for any reason, even if not based on one of the Protected Characteristics, 

through its policies on bullying (See Policy 5517.01 – Bullying).  
 
Harassment may occur student-to-student, student-to-staff, staff-to-student, 

male-to-female, female-to-male, male-to-male, or female-to-female.  The Board will 
investigate all allegations of harassment and in those cases where harassment is 
substantiated, the Board will take immediate steps designed to end the harassment, 
prevent its reoccurrence, and remedy its effects.  Individuals who are found to have 

engaged in harassment will be subject to appropriate disciplinary action. 
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For purposes of this policy, "School District community" means individuals 
students, administrators, teachers, staff, and as well as Board members, agents, 

volunteers, contractors, or other persons subject to the control and supervision of 
the Board. 
 

For purposes of this policy, "third parties" include, but are not limited to, guests 
and/or visitors on District property (e.g., visiting speakers, participants on opposing 
athletic teams parent), vendors doing business with, or seeking to do business with 

the Board, and other individuals who come in contact with members of the School 
District community at school-related events/activities (whether on or off District 
property). 

 
Other Violations of the Anti-Harassment Policy 
 

The Board will also take immediate steps to impose disciplinary action on 
individuals engaging in any of the following prohibited acts: 
 
 A. Retaliating against a person who has made a report or filed a 

complaint alleging harassment, or who has participated as a witness 
in a harassment investigation. 

  

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

  

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

of one's supervisory duties 
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Definitions 
 

Bullying 
 
Bullying is prohibited by Board Policy 5517.01 – Bullying.  It is defined as deliberate 

or intentional behavior using words or actions, intended to cause fear, intimidation, 
or harm.  Bullying may be a repeated behavior and involves an imbalance of power.  
Furthermore, it may be serious enough to negatively impact a student’s educational, 

physical, or emotional well-being.  Bullying need not be based on any Protected 
Characteristic.  Bullying behavior rises to the level of harassment when the 
prohibited conduct is based upon the student’s sex (including transgender status, 

change of sex, or gender identity), race color, national origin, religion, creed, 
ancestry, marital or parental status, sexual orientation of physical, mental, 
emotional or learning disability, or any other characteristic protected by Federal or 

State civil rights. 
 
Harassment 
 

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

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

damage to his/her property; 

  
 B. has the effect of substantially interfering with a student's 

educational performance, opportunities, or benefits; or 

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

school. 
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Sexual Harassment 
 

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

 
 A. submission to that conduct or communication is made a term or 

condition, either explicitly or implicitly, of access to educational 

opportunities or program; 
  
 B. submission or rejection of that conduct or communication by an 

individual is used as a factor in decisions affecting that individual's 
education; 

  

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

 
Sexual harassment may involve the behavior of a person of either gender against a 
person of the same or opposite gender. 
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Prohibited acts that constitute sexual harassment may take a variety of forms.  
Examples of the kinds of conduct that may constitute sexual harassment include, 

but are not limited to: 
 
 A. unwelcome verbal harassment or abuse; 

  
 B. unwelcome pressure for sexual activity; 
  

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

harm to persons or property; 
  
 D. unwelcome sexual behavior or words including demands for sexual 

favors, accompanied by implied or overt threats concerning an 
individual's educational status; 

  
 E. unwelcome sexual behavior or words, including demands for sexual 

favors, accompanied by implied or overt promises of preferential 
treatment with regard to an individual's educational status; 

  

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

  

 Examples are: 
  
 1. repeatedly asking a person for dates or sexual behavior after 

the person has indicated no interest; 
  
 2. rating a person's sexuality or attractiveness; 

  
 3. staring or leering at various parts of another person's body; 
  
 4. spreading rumors about a person's sexuality; 

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

nature; 

  
 6. displaying pictures, calendars, cartoons, or other materials 

with sexual content. 
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 G. inappropriate boundary invasions by a District employee or other 

adult member of the District community into a student's personal 

space and personal life.  
  
 H. remarks speculating about a person's sexual activities or sexual 

history, or remarks about one's own sexual activities or sexual 
history; and 

  

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

 
It is further the policy of the Board that a sexual relationship between staff and 
students is not permissible in any form or under any circumstances, in or out of the 

work place, in that it interferes with the educational process and may involve 
elements of coercion by reason of the relative status of a staff member to a student. 
 
Not all behavior with sexual connotations constitutes sexual harassment.  Sex-

based or gender-based conduct must be sufficiently severe, pervasive, and persistent 
such that it adversely affects, limits, or denies an individual's education, or such 
that it creates a hostile or abusive educational environment, or such that it is 

intended to, or has the effect of, denying or limiting a student's ability to participate 
in or benefit from the educational program or activities. 
 

Race/Color Harassment 
 
Prohibited racial harassment occurs when unwelcome physical, verbal, or nonverbal 

conduct is based upon an individual's race or color and when the conduct has the 
purpose or effect of interfering with the individual's educational performance; of 
creating an intimidating, hostile, or offensive learning environment; or of interfering 

with one's ability to participate in or benefit from a class or an educational program 
or activity.  Such harassment may occur where conduct is directed at the 
characteristics of a person's race or color, such as racial slurs, nicknames implying 
stereotypes, epithets, and/or negative references relative to racial customs. 
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Religious (Creed) Harassment 
 

Prohibited religious harassment occurs when unwelcome physical, verbal, or 
nonverbal conduct is based upon an individual's religion or creed and when the 
conduct has the purpose or effect of interfering with the individual's work or 

educational performance; of creating an intimidating, hostile, or offensive learning 
environment; or of interfering with one's ability to participate in or benefit from a 
class or an educational program or activity.  Such harassment may occur where 

conduct is directed at the characteristics of a person's religious tradition, clothing, 
or surnames, and/or involves religious slurs. 
 

National Origin Harassment 
 
Prohibited national origin harassment occurs when unwelcome physical, verbal, or 

nonverbal conduct is based upon an individual's national origin and when the 
conduct has the purpose or effect of interfering with the individual's educational 
performance; of creating an intimidating, hostile, or offensive working and/or 
learning environment; or of interfering with one's ability to participate in or benefit 

from a class or an educational program or activity.  Such harassment may occur 
where conduct is directed at the characteristics of a person's national origin, such 
as negative comments regarding customs, manner of speaking, language, surnames, 

or ethnic slurs. 
 
Disability Harassment 

 
Prohibited disability harassment occurs when unwelcome physical, verbal, or 
nonverbal conduct is based upon an individual's physical, mental, emotional or 

learning disability and when the conduct has the purpose or effect of interfering with 
the individual's educational performance; of creating an intimidating, hostile, or 
offensive learning environment; or of interfering with one's ability to participate in or 

benefit from a class or an educational program or activity.  Such harassment may 
occur where conduct is directed at the characteristics of a person's disabling 
condition, such as negative comments about speech patterns, movement, physical 
impairments or defects/appearances, or the like. 
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Reporting Procedures 
 

Students and all other members of the School District community, as well as third 
parties, are encouraged to promptly report incidents of harassing conduct to a 
teacher, administrator, supervisor, or District employee or official so that the Board 

may address the conduct before it becomes severe, pervasive, or persistent.  Any 
teacher, administrator, supervisor, or other District employee or official who receives 
such a complaint shall file it with the District’s Anti-Harassment Compliance Officer 

at his/her first opportunity. 
 
Students who believe they have been subjected to harassment are entitled to utilize 

the Board's complaint process that is set forth below.  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 

maliciously or with knowledge that it is false. 
 
If, during an investigation of a reported act of bullying in accordance with Policy 
5517.01 – Bullying, the principal  determines that the reported misconduct may 

have created a hostile learning environment and may have constituted harassment 
based on sex (including transgender status, change of sex, or gender identity), race, 
color, national origin, religion, creed, ancestry, marital or parental status, sexual 

orientation or physical, mental, emotional or learning disability, or any other 
characteristic protected by Federal or state civil rights laws, the principal will report 
the act of bullying to one of the Compliance Officers who shall assume responsibility 

to investigate the allegation in accordance with this policy. 
 
Reporting procedures are as follows: 

 
 A. Any student who believes s/he has been the victim of harassment 

prohibited under this policy will be encouraged to report the alleged 

harassment to any District employee, such as a teacher, 
administrator or other employee. 

  
 B. Any parent of a student who believes the student has been the 

victim of harassment prohibited under this policy is encouraged to 
report the alleged harassment to the student’s teacher, building 
administrator or District Administrator. 
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 C. Teachers, administrators, and other school officials who have 

knowledge or received notice that a student has or may have been 

the victim of harassment prohibited under this policy shall 
immediately report the alleged harassment to the Compliance 
Officer. 

  
 D. Any other person with knowledge or belief that a student has or may 

have been the victim of harassment prohibited by this policy shall be 

encouraged to immediately report the alleged acts to any District 
employee, such as a teacher, administrator or other employee. 

  

 E. The reporting party or complainant shall be encouraged to use a 
report form available from the principal of each building or available 
from the District office, but oral reports shall be considered 

complaints as well.  Use of formal reporting forms shall not be 
mandated.  However, all oral complaints shall be reduced to writing. 

  
 F. To provide individuals with options for reporting harassment to an 

individual of the gender with which they feel most comfortable, each 
school's building principal shall be advised to designate both a male 
and a female Complaint Coordinator for receiving reports of 

harassment prohibited by this policy.  At least one (1) Complaint 
Coordinator or other individual shall be available outside regular 
school hours to address complaints of harassment that may require 

immediate attention. 
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District Compliance Officers 
 

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

Building Principal School Guidance Counselor 
New Glarus Schools New Glarus Schools 
1701 2nd Street 1701 2nd Street 

New Glarus, WI  53574 New Glarus, WI  53574 
608-527-2410 608-527-2410 
 

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

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

 
Any Board employee who directly observes harassment of a student is obligated, in 
accordance with this policy, to report such observations to one of the COs within 

two (2) business days.  Thereafter, the COs must contact the student, if over age 
eighteen (18) or the student's parents if under the age eighteen (18), within two (2) 
business days to advise s/he/them of the Board's intent to investigate the alleged 

misconduct, including the obligation of the compliance officer to conduct an 
investigation following all the procedures outlined in the complaint procedures. 
 

The COs are assigned to accept complaints of harassment directly from any member 
of the School District community or a visitor to the District, or to receive complaints 
that are initially filed with a school building administrator.  Upon receipt of a 

complaint, either directly or through a school building administrator, a CO will begin 
review and investigation or the CO will designate a specific individual to conduct 
such a process.  The CO will prepare recommendations for the District 
Administrator or will oversee the preparation of such recommendations by a 

designee.  All members of the School District community must report incidents of 
harassment that are reported to them to the Compliance Officer as soon as possible, 
but always within no more than two (2) calendar days of learning of the incident. 
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Investigation and Complaint Procedure 
 

Any student who believes that s/he has been subjected to harassment may seek 
resolution of his/her complaint through the procedures described below.  Further, a 
process for investigating claims of harassment and a process for rendering a 

decision regarding whether the claim of harassment was substantiated are set forth 
below. 
 

Due to the sensitivity surrounding complaints of harassment, time lines are flexible 
for initiating the complaint process; however, individuals should make every effort to 
file a complaint within thirty (30) days after the conduct occurs while the facts are 

known and potential witnesses are available.  Once the complaint process is begun, 
the investigation will be completed in a timely manner (ordinarily, within fifteen (15) 
calendar days of the complaint being received). 

 
If at any time during the investigation process the investigator determines that the 
complaint is properly defined as Bullying, under Policy 5517.01 - Bullying and not 
Harassment under this Policy, because the conduct at issue is not based on a 

student’s Protected Characteristics, the investigator shall transfer the investigation 
to the appropriate building principal. 
 

Complaint Procedure 
 
A student who believes s/he has been subjected to harassment hereinafter referred 

to as the "complainant", may file a complaint, either orally or in writing with a 
teacher, principal, or other District employee at the student’s school, the CO, 
District Administrator, or other District employee who works at another school or at 

the District level.  Due to the sensitivity surrounding complaints of harassment, 
time lines are flexible for initiating the complaint process; however, individuals 
should make every effort to file a complaint within thirty (30) days after the conduct 

occurs while the facts are known and potential witnesses are available.  If a 
complainant informs a teacher, principal, or other District employee at the student’s 
school, the CO, District Administrator, or other District employee, either orally or in 
writing, about any complaint of harassment, that employee must report such 

information to the CO within two (2) business days. 
 
Throughout the course of the process as described herein, the CO should keep the 

parties informed of the status of the investigation and the decision making process. 
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All complaints must include the following information to the extent it is available: 
the identity of the individual believed to have engaged in, or to be actively engaging 

in, harassment; a detailed description of the facts upon which the complaint is 
based; and a list of potential witnesses. 
 

If the complainant is unwilling or unable to provide a written statement including 
the information set forth above, the Compliance Officer shall ask for such details in 
an oral interview.  Thereafter the CO will prepare a written summary of the oral 

interview, and the complainant will be asked to verify the accuracy of the reported 
charge by signing the document. 
 

Upon receiving a complaint, the CO will consider whether any action should be 
taken in the investigatory phase to protect the complainant from further harassment 
or retaliation including but not limited to a change of class schedule for the 

complainant or the alleged harasser, or possibly a change of school for either or both 
of the parties.  In making such a determination, the Compliance Officer should 
consult the District Administrator prior to any action being taken.  The Complainant 
should be notified of any proposed action prior to such action being taken. 

 
As soon as appropriate in the investigation process, the CO will inform the 
individual alleged to have engaged in the harassing conduct, hereinafter referred to 

as the "respondent", that a complaint has been received.  The respondent will be 
informed about the nature of the allegations and a copy of these administrative 
procedures and the Board's anti-harassment policy shall be provided to the 

respondent at that time.  The respondent must also be provided an opportunity to 
respond to the complaint. 
 

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

to do so by the Compliance Officer. 
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Although certain cases may require additional time, the Compliance Officer will 
attempt to complete an investigation into the allegations of harassment within 

fifteen (15) calendar days of receiving the formal complaint.  The investigation will 
include: 
 

 A. interviews with the complainant; 
  
 B. interviews with the respondent; 

  
 C. interviews with any other witnesses who may reasonably be 

expected to have any information relevant to the allegations; 

  
 D. consideration of any documentation or other evidence presented by 

the complainant, respondent, or any other witness which is 

reasonably believed to be relevant to the allegations 
 
At the conclusion of the investigation, the CO shall prepare and deliver a written 
report to the District Administrator which summarizes the evidence gathered during 

the investigation and provides recommendations based on the evidence and the 
definition of harassment as provided in Board policy and State and Federal law as to 
whether the complainant has been subject to harassment.  In determining if 

harassment occurred, a preponderance of evidence standard will be used.  The CO’s 
recommendations must be based upon the totality of the circumstances, including 
the ages and maturity levels of those involved. The CO may consult with the Board 

Attorney before finalizing the report to the District Administrator. 
 
Absent extenuating circumstances, within ten (10) business days of receiving the 

report of the CO, the District Administrator must either issue a final decision 
regarding whether or not the complaint of harassment has been substantiated or 
request further investigation.  A copy of the District Administrator's final decision 

will be delivered to both the complainant and the respondent. 
 
If the District Administrator requests additional investigation, the District 
Administrator must specify the additional information that is to be gathered, and 

such additional investigation must be completed within ten (10) business days.  At 
the conclusion of the additional investigation, the District Administrator must issue 
a final written decision as described above. 
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The decision of the District Administrator 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. 
 
The Board reserves the right to investigate and resolve a complaint or report of 

harassment regardless of whether the member of the School District community or 
third party alleging the harassment pursues the complaint.  The Board also reserves 
the right to have the complaint investigation conducted by an external person in 

accordance with this policy or in such other manner as deemed appropriate by the 
Board. 
 

Additional School District Action 
 
If the evidence suggests that the harassment at issue is a crime or requires 

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

 
Any reports made to the local child protection service or to local law enforcement 
shall not terminate the CO's obligation and responsibility to continue to investigate a 

complaint of harassment.  While the COs may work cooperatively with outside 
agencies to conduct concurrent investigations, in no event shall the harassment 
investigation be inhibited by the involvement of outside agencies without good cause 

after consultation with the District Administrator. 
 
Confidentiality 

 
The District will make all reasonable efforts to protect the rights of the complainant 
and the respondent.  The District will respect the privacy of the complainant, the 

respondent, and all witnesses in a manner consistent with the District's legal 
obligations under State and Federal law.  Confidentiality cannot be guaranteed 
however.  All complainants proceeding through the investigation process should be 
advised that as a result of the investigation, the respondent may become aware of 

the complainant’s identity. 
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During the course of an investigation, the CO  will instruct all members 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 a harassment investigation is expected not to disclose any information that s/he 
learns or that s/he provides during the course of the investigation. 

 
All public records created as a part of an investigation of a complaint of harassment 
will be maintained by the CO in accordance with the Board's records retention 

policy.  Any records which are considered student records in accordance with the 
state or Federal law will be maintained in a manner consistent with the provisions of 
the law. 

 
Sanctions and Monitoring 
 

The Board shall vigorously enforce its prohibitions against harassment by taking 
appropriate action reasonably calculated to stop the harassment and prevent further 
such harassment.  While observing the principles of due process, a violation of this 
policy may result in disciplinary action up to and including the discharge of an 

employee or the suspension/expulsion of a student.  All disciplinary action will be 
taken in accordance with applicable law.  When imposing discipline, the District 
Administrator shall consider the totality of the circumstances involved in the matter, 

including the ages and maturity levels of those involved.  In those cases where 
harassment is not substantiated, the Board may consider whether the alleged 
conduct nevertheless warrants discipline in accordance with other Board policies. 

 
Where the Board becomes aware that a prior remedial action has been taken against 
a member of the School District community, all subsequent sanctions imposed by 

the Board and/or District Administrator shall be reasonably calculated to end such 
conduct, prevent its reoccurrence, and remedy its effects. 
 

Reprisal 
 
Submission of a good faith complaint or report of harassment will not affect the 
complainant's status or educational environment.  However, the Board also 

recognizes that false or fraudulent claims of harassment or false or fraudulent 
information about such claims may be filed.  The Board reserves the right to 
discipline any person filing a false or fraudulent claim of harassment or false or 

fraudulent information about such a claim. 
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The District will discipline or take appropriate action against any member of the 
School District community who retaliates against any person who reports an 

incident of harassment prohibited by this policy or participates in a proceeding, 
investigation, or hearing relating to such harassment.  Retaliation includes, but is 
not limited to, any form of intimidation, reprisal, or harassment. 

 
Education and Training 
 

In support of this policy, the Board promotes preventative educational measures to 
create greater awareness of discriminatory practices.  The District Administrator will 
develop a method of discussing this policy with the School District community.  

Training on the requirements of non-discrimination and the appropriate responses 
to issues of harassment will be provided to the School District community at such 
times as the Board in consultation with the District Administrator determines is 

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

 
The District shall conspicuously post a notice including this policy against 
harassment in each school in a place accessible to the School District community 

and members of the public.  This notice shall also include the name, mailing 
address and telephone number of the Complaint Coordinators, the name, mailing 
address and telephone number of the State agency responsible for investigating 

allegations of discrimination in educational opportunities, and the mailing address 
and telephone number of the United States Department of Education, Office for Civil 
Rights. 
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A summary of this policy shall appear in the student handbook and shall be made 
available upon request of parents, students, and other interested parties. 

 
 
 

48.981, Wis. Stats. 
118.13, Wis. Stats. 
P.I. 9, 41 Wis. Admin. Code 

Fourteenth Amendment, U.S. Constitution 
20 U.S.C. 1415 
20 U.S.C. 1681 et seq., Title IX of Education Amendments Act 

20 U.S.C. Section 1701 et seq., Equal Educational Opportunities Act of 1974 
29 U.S.C. 794, Rehabilitation Act of 1973 
42 U.S.C. 1983 

42 U.S.C. Section  2000 et seq., Civil Rights Act of 1964 
42 U.S.C. 2000d et seq. 
42 U.S.C. 12101 et seq., The Americans with Disabilities Act of 1990 
34 C.F.R. Sec. 300.600-300.662 

 
 
 

© NEOLA 2014 
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DISORDERLY CONDUCT 

 
 
The Board of Education recognizes the right of each student to attend school for the 

purpose of receiving an education.  The disruption of the educational program of the 
schools by disorder or any other purposeful activity will not be tolerated. 
 

For purposes of this policy, disorder shall be any deliberate activity by an individual 
or a group, whether peaceful or violent, which is reasonably likely to disrupt the 
normal operation of the school. 

 
The Board, having the responsibility for providing an educational program for the 
students of this District, shall have the authority to preserve order for the proper 

functioning of that program. 
 
Students shall not be disturbed in the exercise of their constitutionally guaranteed 

rights to assemble peaceably and to express ideas and opinions, privately or 
publicly, provided that such exercise does not infringe on the rights of others and 
does not interfere with the operation of the schools. 
 

 
 
© NEOLA 2008 
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DRUG PREVENTION 

 
 
The Board of Education recognizes that the misuse of drugs is a serious problem 

with legal, physical, and social implications for the entire school community. 
 
For purposes of this policy, "drugs" shall mean: 

 
 A. all dangerous controlled substances as so designated and prohibited 

by Wisconsin statute; 

  
 B. all chemicals which release toxic vapors; 
  

 C. all alcoholic beverages; 
  
 D. any prescription or patent drug, except those for which permission 

to use in school has been granted pursuant to Board policy; 
  
 E. "look-alikes"; 
  

 F. anabolic steroids; 
  
 G. any other illegal substance so designated and prohibited by law. 

 
The Board prohibits the use, possession, concealment, or distribution of any drug 
and any drug-paraphernalia at any time on District property or at any 

District-related event. 
 
In order to promote a drug-free environment, the District shall: 

 
 A. emphasize the prevention of drug use; 
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 B. provide for a comprehensive, age-appropriate, 

developmentally-based drug and alcohol education and prevention 

program which: 
  
 1. addresses the legal, social, psychological, and health 

consequences of drug and alcohol use; 
  
 2. provides information about effective techniques for resisting 

peer pressure to use illicit drugs and alcohol; 
  
 C. include a statement to students that the use of illicit drugs and the 

unlawful possession and use of alcohol is wrong and harmful; 
  
 D. provide standards of conduct that are applicable to all students 

which clearly prohibit, at a minimum, the unlawful possession, use, 
or distribution of illicit drugs and alcohol by students on school 
premises or as a part of any school activity; 

  

 E. include a clear statement that disciplinary sanctions, up to and 
including expulsion and referral for prosecution, will be imposed on 
students who violate the school standards of conduct and a 

description of those sanctions; 
  
 The sanctions may include, together with punitive action, voluntary 

referral to appropriate persons or agencies for screening and 
assessment.  Such referral may only be made to qualified and 
properly licensed individuals or programs. 

   
 F. provide information about any drug and alcohol counseling and 

rehabilitation and reentry programs available to students and 

provide procedures to direct students and their parents to the 
appropriate programs; 

  
 G. require that all parents and students be given a copy of the 

standards of conduct regarding the unlawful possession, use, or 
distribution of illicit drugs and alcohol by students; 

  

 H. require the notification to parents and students that compliance 
with the standards of conduct is mandatory; 
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 I. provide a biennial review of the school district's program to 

determine its effectiveness and implement changes as needed and to 

ensure that disciplinary sanctions are consistently enforced; 
 
The District Administrator shall ensure that the warning notice concerning anabolic 

steroids is installed and properly maintained in each of the District's locker rooms or 
athletic dressing areas. 
 

Professional staff members are not liable for referring a student to law enforcement 
or for removing a student from school premises or from participation in a school-
related activity for suspicion of possession, distribution, or consumption of any 

alcoholic beverage or a controlled substance. 
 
 

 
118.24(2)(f), 118.257, 125.09(2), Wis. Stats. 
Drug-Free Schools and Communities Act of 1986 as amended 
20 U.S.C. 3171 et seq., 3224A 

 
 
 

© NEOLA 2006 
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INVESTIGATIONS INVOLVING SUSPECTED CHILD ABUSE 

 
 
In the event of a law enforcement or social services investigation involving 

allegations of child abuse under Chapter 48 of the Wisconsin Statutes, school 
officials shall permit access to any student the law enforcement officer or social 
services agent determines s/he must speak with. 

 
Office staff shall notify the District Administrator or the building administrator of 
any such investigation and shall keep a log of activities by the agency conducting 

the investigation, noting the date, and time of any interviews and the students 
involved. 
 

The school administration shall notify the student's parents only after being advised 
by the agency conducting the investigation that parental contact will not impede 
their investigation.  Because such investigations may involve allegations against the 

student's caretaker(s), the administration must not contact the parents unless 
authorized to do so by the investigating agency. 
 
If the investigating agency determines that it must remove the student from school 

in the course of their investigation, the administrator should make a record of when 
the student was released, the agency to which the student was released and the 
name of the individual agent that removed the student. 

 
This policy should be viewed in conjunction with Policy 8462.  Nothing in this policy 
affects District staff responsibilities as mandatory reporters of suspected child 

abuse. 
 
 

 
Wis. Stats. 48.981 
 

 
 
© NEOLA 2008 
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THE SCHOOLS AND GOVERNMENTAL AGENCIES 

 
 
The Board of Education is committed to maintaining the educational atmosphere of 

the schools and restricting access by individuals not part of the school system but 
also recognizes its responsibility to cooperate with law enforcement agencies and its 
need for assistance from law enforcement in certain circumstances. 

 
When law enforcement requests permission to interview a student at school, the 
District Administrator or building administrator shall be contacted prior to any 

further action by law enforcement.  The administrator shall determine whether it is 
appropriate to provide access to the student based on the officer's purpose, whether 
the officer has stated that there is an emergency involving imminent threat, or that 

the officer is in possession of a valid warrant.  A warrant shall be deemed valid if 
executed by a judicial officer and describes the school premises. 
 

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

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

 
Law enforcement investigations on school premises fall into two (2) primary 
categories.  First, some investigations will occur at the request of school 

administration due to suspicion of a violation of school policy that may also be 
criminal.  Second, law enforcement investigations may occur without the initiation of 
school officials and may or may not involve activity on school grounds. 
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Different procedures are to be followed in each instance as outlined below: 
 

 A. By law enforcement personnel, on request of school authorities 
  
 1. An administrator may exercise his/her discretion in 

determining whether to request assistance of police in 
investigating a crime, or allegation of a crime, committed in 
his/her school building or school grounds during school 

hours.  If assistance is so requested, it shall be directed to the 
local law enforcement agency and the administration shall 
remain the primary investigator with assistance from law 

enforcement.  When determining whether to contact law 
enforcement, a school administrator shall consider the 
mandatory reporting requirements of Section 48.981 in the 

event the allegations involve suspected child abuse or neglect. 
  
 2. If the administrator requests assistance, a police officer may 

conduct an investigation within the school building and 

interview students as witnesses in school during the school 
day.  The administrator shall be present during the interview 
unless the law enforcement officer, student or his/her parent 

requests that the school official not be present.  The student 
may request other representation such as legal counsel. If a 
student requests legal counsel, the administrator will make 

an effort to contact the parent(s) and the student will be put 
in custody of the police.  The administrator may attempt to 
contact the parent(s) of any student prior to questioning by 

police.  A decision whether to take a student into custody is 
the decision of the police. 

  

 3. If the investigation focuses on a particular student as a prime 
suspect of crime, the administrator and the police officer shall 
abide by the guidelines with respect to any interrogation, 
search and arrest.  Once law enforcement is involved in an 

investigation of possible criminal activity on school grounds, 
assuring that the constitutionally protected rights are 
respected during the investigation process is the law 

enforcement officers' responsibility. 

136



policy 

 
 

BOARD OF EDUCATION STUDENTS 
SCHOOL DISTRICT OF NEW GLARUS 5540/page 3 of 4 
 

 
   
 4. School officials shall assist and cooperate in investigations as 

requested by law enforcement and consistent with District 

responsibility to maintain the confidentiality of student 
records under State and Federal law. 

  

 B. By law enforcement personnel without request of school authorities 
  
 1. Police officers will be asked to make every effort to interview 

students outside of the school hours and outside of the 
school setting in those cases where assistance has not been 
requested by school authorities.  This procedure will not 

apply to circumstances where a serious crime may be 
involved, or where imminent threats to persons or property 
may be involved or where law enforcement states that it is not 

feasible to interview the student outside of school due to the 
nature of the investigation and that they are not able to 
provide specific information substantiating the need to 
immediately interview the student. 

  
 2. If the police deem it absolutely necessary to interview a 

student at school, the law enforcement personnel shall first 

contact the administrator regarding the planned visit and 
inform the administrator of the circumstances that require 
him/her to investigate within the school and obtain his/her 

approval to interview a student during school hours.  The 
police officer shall not commence his/her investigation until 
such approval is obtained.  The law enforcement personnel 

may appeal to the District Administrator if it is deemed that 
approval was unreasonably withheld. 

  

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

  
 3. Accordingly, the administrator shall do the following: 

  
 Request that the student be pulled out of class by a school 

administrator, rather than a police officer, if necessary. 
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 4. If law enforcement officer is in possession of a valid warrant, 

school officials shall in no way interfere with the officer's 

execution of the warrant.  A warrant shall be considered 
"valid" if it accurately describes the school facility and is 
executed by an authorized judicial official.  District officials 

shall not attempt to evaluate the sufficiency of probable cause 
upon which the warrant is based. 

  

 In the event a law enforcement officer seeks to execute a 
warrant on school grounds, the officer is to be directed to 
building administration.  The administration shall attempt to 

assist in executing the warrant by directing the student to 
report to the office.  The school administration shall then (1) 
contact the student's parent if the student is a minor; and (2) 

contact the District Administrator.  This process shall be 
followed unless the law enforcement official states that s/he 
has reason to believe that the subject of the warrant poses an 
immediate threat to the health and safety of others while in 

the school.  In such a case, school officials shall grant access 
to the facility for execution of the warrant. 

 

 
 
120.13(35), Wis. Stats. 

118.257, Wis. Stats. 
 
 

 
© NEOLA 2015 
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STUDENT DISCIPLINE 

 
 
The Board of Education acknowledges that conduct is closely related to learning and 

that an effective instructional program requires an orderly school environment, 
which is, in part, reflected in the behavior of students. 
 

The Building Administrator shall have the authority to assign discipline to students, 
subject to District administrative guidelines and the student's due process right to 
notice, hearing, and appeal. 

 
Teachers and other employees of this Board having responsibility for the supervision 
of students shall have the authority to take such means as may be necessary to 

control the disorderly conduct of students 
 

A. in all situations and in all places where such students are within the 

jurisdiction of this Board. 
 

B. when such conduct interferes with the educational program of the 
schools or threatens the health and safety of others. 

 
 
 

120.13(1), Wis. Stats. 
 
 

 
© NEOLA 2006 
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SUSPENSION/EXPULSION OF STUDENTS WITH DISABILITIES 

 
 
In matters relating to the disciplining of students with disabilities, the Board of 

Education shall abide by Federal and State laws. 
 
The District Administrator shall ensure they are properly implemented when 

disciplining any student with disabilities. 
 
 

 
20 U.S.C. Section 1401 et seq. 
Section 504, 1973 Rehab. Act 

Chapter 115, Wis. Stats. 
Section 120.13(1) 
 

 
 
© NEOLA 2015 
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IN-SCHOOL DISCIPLINE 

 
 
It is the purpose of this policy to provide an alternative to out-of-school suspension.  

The availability of in-school discipline options is dependent upon the financial ability 
of the Board of Education to support such a program. 
 

In-school discipline will only be offered at the discretion of the Building Principal for 
offenses found in the Student Code of Conduct. 
 

No student is to be detained after the close of the regular school day unless the 
student's parent has been contacted and informed that the student will be detained.  
No student shall be refused transportation services until the parent has been 

notified and other suitable transportation arrangements have been made.  
Notification to the parent is the responsibility of District personnel and should be 
made prior to the departure of school buses.  If a parent cannot be contacted, the 

child should be detained on another day. 
 
 
 

120.13(1), Wis. Stats. 
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SUSPENSION AND EXPULSION 

 
 
The Board of Education recognizes that exclusion from educational programs of the 

School District, by suspension or expulsion, is a substantial sanction and that such 
action must comply with the student's due process rights. 
 

SUSPENSION 
 
For purposes of this policy, "suspension" shall be the short-term exclusion of a 

student from a regular District program. 
 
The District Administrator, the principal, or a teacher designated by the District 

Administrator may suspend a student for up to five (5) school days or, if a notice of 
expulsion hearing has been sent, for up to fifteen (15) consecutive school days, or 
ten (10) consecutive school days for each incident if the student is eligible for special 

education services under Chapter 115, Wis. Stats. 
 
The suspension must be reasonably justified based upon the grounds authorized 
under Sec. 120.13, Wis. Stats., which include, but are not limited to: noncompliance 

with school rules or Board rules; knowingly conveying any threat or false 
information concerning an attempt or alleged attempt being made or to be made to 
destroy any school property by means of explosives; conduct by the student while at 

school or while under the supervision of a school authority that endangers the 
property, health, or safety of others; conduct while not at school or while not under 
the supervision of a school authority that endangers the property, health, or safety 

of others at school or under the supervision of a school authority; or conduct while 
not at school or while not under the supervision of a school authority that 
endangers the property, health, or safety of any employee or School Board member 

of the District in which the student is enrolled. 
 
The District Administrator, the principal, or a teacher designated by the School 

District Administrator shall suspend a student if the student possessed a firearm, as 
defined in 18 U.S.C. 921(a)(3), while at school or while under the supervision of a 
school authority. 
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The parent of a suspended minor must be given prompt notice of the suspension 
and the reason for the suspension.  The student's suspension from school shall be 

entered in the student's record as required by the rules adopted by the Board 
concerning the content of the student records.  The suspended student or the 
student's parent or guardian may, within five (5) school days following the 

commencement of the suspension, have a conference with the District 
Administrator, who shall be someone other than a principal, administrator or 
teacher in the suspended student's school, to discuss removing from the student's 

records reference to the suspension.  Reference to the suspension on the student's 
school record shall be removed if the District Administrator finds that: the student 
was suspended unfairly or unjustly; the suspension was inappropriate, given the 

nature of the alleged offense; or the student suffered undue consequences or 
penalties as a result of the suspension. 
 

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

 
In the event a student is classified as Homeless, the building principal shall consult 
with the Homeless Coordinator to determine whether the conduct is a result of 

homelessness.  The Homeless Coordinator will assist administration and the 
student's parents or guardian in correcting conduct subject to disciplinary action 
that is caused by homelessness. 

 
EXPULSION 
 

Under this policy, expulsion shall mean the Board will not permit a student to 
attend school at all for a specified period of time.  If the student is expelled, the 
Board will determine the length of the expulsion period, which may extend at a 

maximum to the student's 21st birthday. 
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The Board may expel a student only when it is satisfied that the interest of the 
school demands the student's expulsion and only when the student: repeatedly 

refused or neglected to obey the rules established by the School District; knowingly 
conveyed or caused to be conveyed any threat or false information concerning an 
attempt or alleged attempt being made or to be made to destroy any school property 

by means of explosives; engaged in conduct while at school while under the 
supervision of a school authority that endangered the property, health, or safety of 
others; engaged in conduct while not at school or while not under the supervision of 

a school authority that endangered the property, health, or safety of others at school 
or under the supervision of a school authority or endangered the property, health, or 
safety of any employee or Board member of the School District in which the student 

is enrolled; or was at least sixteen (16) years old and had repeatedly engaged in 
conduct while at school or while under the supervision of a school authority that 
disrupted the ability of school authorities to maintain order or an educational 

atmosphere at school or at an activity supervised by a school authority and that 
such conduct did not otherwise constitute grounds for expulsion.  For purposes of 
this policy, conduct that endangers a person or property includes making a threat to 
the health or safety of a person or making a threat to damage property. 

 
The School Board shall expel a student from school for not less than one (1) year 
whenever it finds that the student brought a firearm to school or, while at school or 

while under the supervision of a school authority, possessed a firearm, as defined in 
18 U.S.C. 921(a)(3), unless the Board finds that the punishment should be reduced 
based upon the circumstances of the incident.  Any such finding by the Board shall 

be in writing. 
 
The District shall refer any student who brings a firearm (as defined in 

18 U.S.C. 921(a)(3)) or a weapon to school to the criminal justice or juvenile 
delinquency system. 
 

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

students expelled; and the types of firearms involved. 
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Prior to expelling a student, the Board shall provide the student with a hearing.  
Prior written notice of the hearing must be sent separately to both the student and if 

the student is a minor, to his/her parent(s) or guardian(s).  The notice must be sent 
at least five (5) days prior to the date of hearing, not counting the date notice is sent.  
The notice must also satisfy the requirements of Sec. 120.13(1)(c)4, Wis. Stats. 

 
An expelled student or, if the student is a minor, the student's parent(s) or 
guardian(s) may appeal the Board's expulsion decision to the Wisconsin Department 

of Public Instruction.  An appeal from the decision of the Department may be taken 
within thirty (30) days to the circuit court for the county in which the school is 
located. 

 
In the event a student is classified as Homeless, the building principal shall consult 
with the Homeless Coordinator to determine whether the conduct is a result of 

homelessness.  The District will not expel a homeless student for conduct that is 
caused by the student's homelessness.  The Homeless Coordinator will assist 
administration and the student's parents or guardians in correcting conduct subject 
to disciplinary action that is caused by homelessness.  If the conduct in question is 

determined not to be caused by the student's homelessness, the District shall 
proceed with expulsion proceedings as outlined in this policy. 
 

 
 
119.25, 120.13, Wis. Stats. 

18 U.S.C. 921(a)(3) 
20 U.S.C. 7151 
42 U.S.C. 11431 et seq. 

 
 
 

© NEOLA 2007 
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DUE PROCESS RIGHTS 

 
 
The Board of Education recognizes the importance of safeguarding a student's 

constitutional rights, particularly when subject to the District's disciplinary 
procedures. 
 

To better ensure appropriate due-process is provided a student, the Board 
establishes the following guidelines: 
 

 A. Students subject to suspension: 
  
 The suspended student, and if a minor, the parent of the suspended 

minor student shall be given prompt notice of the suspension and 
the reason for the suspension.  The student or the student's parents 
may within five (5) school days following the beginning of the 

suspension, have a conference with the District Administrator.  This 
conference will serve as the opportunity for the student to respond 
to the charges against him/her.  If the Administrator finds that the 
student was suspended unfairly or unjustly or that the student 

suffered undue consequences as the result of suspension, the 
student's record shall be expunged. 

  

 B. Students subject to expulsion: 
  
 Prior to expelling a student, the Board must hold a hearing.  A 

student and his/her parent must be given written notice of the 
intention to expel and the reasons therefor, at least five (5) days 
prior to the date of the hearing.  The hearing is the opportunity for 

the student and his/her parent to appear with a representative or 
legal counsel before the Board to answer the charges.  The Board 
will keep written minutes of the hearing.  The hearing will be closed.  

The student and/or his/her parent may appeal the expulsion 
consistent with Chapter 120.13, Wis. Stats. 

 

146



policy 

 
 

BOARD OF EDUCATION STUDENTS 
SCHOOL DISTRICT OF NEW GLARUS 5611/page 2 of 2 
 

 
 
In addition, this statement of due process rights should be placed in all student 
handbooks in a manner that will facilitate understanding by students and their 

parents. 
 
 

 
© NEOLA 2012 
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USE OF SECLUSION AND PHYSICAL RESTRAINT WITH STUDENTS 

 
 
It is the policy of the Board of Education to permit the use of seclusion and restraint 

only when a student’s behavior presents a clear, present and imminent risk to the 
physical safety of the student or others, it is the least restrictive intervention feasible 
and it is performed in a manner consistent with this policy and law. All students, 

including students with disabilities, must be treated with dignity and respect.  
Behavior interventions and support practices must be implemented in such a way as 
to protect the health and safety of the students and others. 

 
All employees and "covered individuals" shall comply with State and Federal law 
regarding the use of seclusion and physical restraint. 

 
Seclusion is defined in the law as the involuntary confinement of a student, apart 
from other students, in a room or area from which the student is physically 

prevented from leaving. 
 
Individuals covered by the law include employees of a public or charter school and 
student teachers.  The law specifically includes individuals contracted with the 

school to provide services, such as CESA employees and student teachers. 
 
The “covered individuals” (school employees and contracted individuals who provide 

services for a public or charter school) may use seclusion with a student only if all of 
the following apply: 
 

 A. The student's behavior presents a clear, present, and immediate risk 
to the physical safety of the student or others and it is the least 
restrictive intervention available. 

  
 B. The seclusion lasts only as long as necessary to resolve the risk to 

physical safety. 

  
 C. A covered individual maintains constant supervision of the student. 
  
 D. The seclusion room or area is free of objects or fixtures that may 

injure the student. 
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 E. The student has adequate access to bathroom facilities, drinking 

water, necessary medication, and meals. 

  
 F. No door connecting the seclusion room or area to other rooms or 

areas is capable of being locked. 

 
Physical restraint is defined as a restriction that immobilizes or reduces the ability of 
a student to freely move his/her torso, arms, legs, or head.  The “covered 

individuals” may only use physical restraint on or with a student only if all of the 
following apply:  
 

 A. The student's behavior presents a clear, present, and immediate risk 
to the physical safety of the student or others and it is the least 
restrictive intervention available. 

  
 B. The degree of force used and the duration of the physical restraint 

do not exceed the degree and duration that are reasonable and 
necessary to resolve the risk. 

  
 C. There are no medical contraindications to the use of physical 

restraint. 

  
 D. None of the following maneuvers or techniques are used: 
  

 1. those that do not give adequate attention and care to 
protecting the student's head 

  

 2. those that cause chest compression 
  
 3. those that place pressure or weight on the student's neck or 

throat 
  
 4. it does not constitute corporal punishment 
  

 5. neither mechanical nor chemical restraints are used 
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Actions that are specifically excluded from the definitions of seclusion and physical 
restraint above include:  1) if a student is not confined to an area from which s/he is 

physically prevented from leaving; 2) directing a disruptive student  to temporarily 
separate himself/herself from the general activity in the classroom to allow the 
student to regain control or for the teacher to maintain or regain classroom order; 3) 

directing a student to temporarily remain in the classroom to complete tasks; or 4) 
briefly touching or holding a student’s hand, arm, shoulder, or back to calm, 
comfort or redirect the student. 

 
Parental Notice and Written Report Requirements 
 

Whenever seclusion or physical restraint is used with or on a student, the Principal 
or his/her designee shall notify the student's parent or guardian as soon as 
practicable but no later than one (1) business day after the incident.  The notice 

shall advise the parent of the incident and of the availability of the written report. 
 
The Principal shall prepare this written report, in consultation with the individuals 
involved, within two (2) business days of the incident.  The written report shall 

include details of the student and staff involved in the incident, the description of 
the incident and the actions of the student before, during and after the incident.  
The written report shall be retained as a record by the school district and within 

three (3) business days of the incident, the report shall be made available to the 
parent for review. 
 

In addition, the Director of Special Education will be required to prepare and present 
an annual report to the Board of the number of incidents involving seclusion or 
physical restraint, the total number of students involved and the number of 

students with disabilities involved in such incidents. 
 
Individual Education Program (IEP) Requirements 

 
The law requires that for students with identified disabilities under the Individuals 
with Disabilities in Education Act (IDEA), the first time that seclusion or physical 
restraint is used on a “child with a disability,” the student’s Individual Education 

Program (IEP) team must convene as soon as possible after the incident.  The IEP 
team shall review the student’s Individualized Education Plan to ensure that it 
contains appropriate positive behavioral interventions and supports to address 

behaviors that are of concern and to revise the IEP if necessary. 

150



policy 

 
 

BOARD OF EDUCATION STUDENTS 
SCHOOL DISTRICT OF NEW GLARUS 5630.01/page 4 of 5 
 

 
 
Mandatory Training for Staff 
 

Staff who engage in the lawful use of physical restraint shall obtain training as to 
the methods of preventing the need for physical restraint, identification of dangerous 
behaviors that may indicate the need for physical restraint and the methods of 

evaluating risk of harm such that physical restraint is warranted, experience in 
administering and receiving various types of restraint, instruction on the effects of 
restraint, monitoring signs of distress during restraint, obtaining medical assistance 

and demonstrating proficiency in administering physical restraint. 
 
Pursuant to State law, the District Administrator shall create and maintain a record 

of the training received by the employees and school staff covered by the State law 
governing seclusion and restraint (Act 125). 
 

Limited Training Requirement Exception 
 
Training for staff in the use of physical restraint is required unless the situation is 
an emergency and a trained individual is not immediately available due to the 

“unforeseen nature of the emergency.”  However, at a minimum the school in which 
physical restraint is used must ensure that at least one (1) employee has been 
trained in its use. 

 
Disciplinary Action for a Violation of This Policy 
 

In addition to any penalty prescribed by law, the District Administrator is directed 
by this policy to see that a Board employee who intentionally, knowingly or 
recklessly violates this policy is subject to disciplinary action up to and including 

dismissal.  A Board employee engages in conduct "intentionally" if, when s/he 
engages in the conduct, it is his/her conscious objective to do so.  A Board employee 
engages in conduct "knowingly" if, when s/he engages in the conduct, s/he is aware 

of a high probability of a violation of this policy.  A Board employee engages in 
conduct "recklessly" if s/he engages in conduct in violation of this policy in a plain, 
conscious, and unjustifiable disregard of harm that might result to a student and 
the disregard involves a substantial deviation from acceptable standards of conduct 

established by this policy. 
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Retaliation for Fully Implementing or Reporting Violations 
 

No Board employee shall be permitted to retaliate against a person for reporting or 
objecting to actions in violation of this policy or providing information regarding a 
violation of this policy. 

 
 
 

Individuals with Disabilities Education Act, as amended 
Wis. Stats. Chapter 115 and 118 (115.787 and 118.305) 
 

 
 
© NEOLA 2015 
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CORPORAL PUNISHMENT 

 
 
While recognizing that students may require disciplinary action in various forms, the 

Board of Education cannot condone the use of unreasonable force and fear as an 
appropriate procedure in student discipline. 
 

Professional staff should not find it necessary to resort to physical force or violence 
to compel obedience.  If all other means fail, staff members may always resort to the 
removal of the student from the classroom or school through suspension, expulsion, 

or other disciplinary intervention. 
 
Professional staff as well as support staff, within the scope of their employment, may 

use and apply reasonable and necessary force to: 
 

A. quell a disturbance threatening physical injury to self or others; 

 
B. obtain possession of weapons or other dangerous objects upon or 

within the control of the student; 
 

C. use self-defense or defend others; 
 

D. protect property; 

 
E. remove a disruptive student from school premises, a school-related 

activity, or a District vehicle; 

 
F. prevent a student from inflicting harm on himself/herself; 

 

G. protect the safety of others. 
 
In addition, staff members may use or apply incidental, minor, or reasonable 

physical contact designed to maintain order and control with the scope of 
employment. 
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In accordance with State law, corporal punishment shall not be permitted.  If any 
staff member, full-time, part-time, or substitute intentionally inflicts, or causes to be 

inflicted, physical pain by hitting, paddling, spanking, slapping, forcing prolonged 
maintenance of physically-painful positions, or makes use of any other kind of 
physical force as a means of disciplining a student, s/he may be subject to 

discipline up to and including discharge by this Board and possibly criminal assault 
charges as well.  This prohibition applies as well to volunteers and those with whom 
the District contracts for services. 

 
In determining whether or not a person was acting within the exceptions noted 
above, if appropriate, deference may be given to reasonable, good faith judgements 

made by District employees or agents. 
 
 

 
118.31, Wis. Stats. 
 
 

 
© NEOLA 2006 
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SCHOOL-SPONSORED PUBLICATIONS AND PRODUCTIONS 

 
 
The Board of Education sponsors student publications and productions as means by 

which students learn, under adult direction/supervision, the rights and 
responsibilities inherent when engaging in the public expression of ideas and 
information in our democratic society. 

 
For purposes of this policy, "school-sponsored student media" shall include both 
student publications and productions.  "Student publications" shall include any 

written materials, (including, but not limited to, banners, flyers, posters, pamphlets, 
notices, newspapers, playbills, yearbooks, literary journals, books, and t-shirts and 
other school-sponsored clothing), as well as material in electronic or on-line form 

(including, but not limited to, websites, web logs ("blogs"), video or audio clips, and 
newsletters or announcements transmitted by e-mail, wireless broadcast or other 
similar distribution/dissemination).  "Student productions" shall include vocal and 

theatrical performances, impromptu dramatic presentations, or any electronic media 
(including, but not limited to, radio and television programs, podcasts, and other 
video or audio productions that are recorded for re-broadcast or broadcast in real 
time using any available broadcast technology).  Further, the term "publication" 

shall include distribution and dissemination of a student publication; and the term 
"performance" shall include presentation and broadcast of a student production. 
 

The following speech is unprotected and prohibited in all school-sponsored student 
publications and productions: speech that is defamatory, libelous, obscene or 
harmful to juveniles; speech that is reasonably likely to cause substantial disruption 

of or material interference with school activities or the educational process; speech 
that infringes upon the privacy or rights of others; speech that violates copyright 
law; speech that promotes activities, products or services that are unlawful (illegal) 

as to minors as defined by State or Federal law; and speech that otherwise violates 
school policy and/or State or Federal law.  The Board authorized the administration 
to engage in prior review and restraint of school-sponsored publications and 

productions to prevent the publication or performance of unprotected speech. 
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All school-sponsored student publications and productions are nonpublic forums.  
While students may address matters of interest or concern to their readers/viewers, 

as nonpublic forums, the style and content of the student publications and 
productions can be regulated for legitimate pedagogical, school-related reasons.  
School officials shall routinely and systematically review and, if necessary, restrict 

the style and/or content of all school-sponsored student publications and 
productions prior to publication/performance in a reasonable manner that is 
neutral as to the viewpoint of the speaker.  Legitimate pedagogical concerns are not 

confined to academic issues, but include the teaching by example of the shared 
values of a civilized social order, which consists of not only independence of thought 
and frankness of expression but also discipline, courtesy/civility, and respect for 

authority.  School officials may further prohibit speech that is grammatically 
incorrect, poorly written, inadequately researched, biased or prejudiced, vulgar or 
profane, or unsuitable for immature audiences.  All school-sponsored student 

publications and productions must be approved by Administration. 
 
The Board expressly authorizes the publication/performance of student media 
outside the school community (i.e. to the general public).  See Board Policy 9160. 

 
The building principal shall designate one or more professional staff members to 
serve as advisors for the purpose of establishing guidelines for appropriate subject 

matter for publication and with responsibility for compliance with established 
guidelines.  The staff member shall review proposed content and promptly notify the 
student writers whether their proposed article will or will not be published. 

 
Students shall not be disciplined and/or retaliated against for exercising and/or 
asserting their free speech rights as defined in this policy.  Nothing in this policy, 

however, restricts the Board’s ability to impose post-publication/performance 
discipline related to a student engaging in the impermissible 
publication/performance of unprotected speech. 

 
Advertising is permitted in all school-sponsored student publications/productions.  

156



policy 

 
 

BOARD OF EDUCATION STUDENTS 
SCHOOL DISTRICT OF NEW GLARUS 5722/page 3 of 3 
 

 
 
Advertisements submitted for publication or inclusion in a production shall be 
reviewed by the building principal for a determination that they are appropriate for 

juveniles.  The District Administrator retains the final authority to determine 
whether an advertisement is appropriate and will be included in a 
publication/production.  Advertisements may be rejected for legitimate pedagogical 

school-related reasons unrelated to the viewpoint of the advertiser (e.g., the 
advertisement encourages action that would endanger the health and safety of 
students). 

 
General Prohibitions 
 

Regardless of their status as non-public or limited-purpose public forums, the Board 
prohibits publications, productions and advertisements that:  
 

 A. promote, favor, or oppose any candidate for election or the adoption 
of any bond issue, proposal, or question submitted at any election; 

  

 B. fail to identify the student or organization responsible for the 
publication/performance; 

  

 C. solicit funds for nonschool organizations or institutions when such 
solicitations have not been approved by the District Administrator. 

 
 

 
© NEOLA 2012 
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EQUAL ACCESS FOR NONDISTRICT-SPONSORED  

STUDENT CLUBS AND ACTIVITIES 

 
 
The Board of Education will generally not permit the use of school facilities by 

nondistrict-sponsored student clubs and activities or District-sponsored, 
extra-curricular clubs and activities during instructional hours, unless the activity 
will not interfere with instructional time for participating students.  During 
noninstructional time, however, no group of students, regardless of the size of the 

group, will be denied an opportunity to meet on the basis of the religious, political, 
philosophical, or other content of the activity. 
 

An application for permission for Nondistrict-Sponsored student clubs and activities 
to meet on school premises shall be made to the Building Principal, who shall grant 
permission provided that s/he determines that: 

 
 A. the activity has been initiated by students; 
  

 B. attendance at the meeting is voluntary; 
  
 C. no agent or employee of the District will promote, or lead; 

  
 D. the meeting does not unduly disrupt the orderly conduct of 

instructional activities in the school; 
  

 E. nonschool persons do not direct, conduct, control, or regularly 
attend the activity. 

 

A student-initiated group granted permission to meet on school premises shall be 
provided the same rights and access and shall be subject to the same administrative 
guidelines that govern the meetings of student organizations sponsored by this 

Board, except as provided by this policy.  Participation in a student-initiated meeting 
must be available to all students who wish to attend and cannot be denied on the 
basis of sex (including transgender status, change of sex, or gender identity), race, 

color, national origin, religion, creed, ancestry, marital or parental status, sexual 
orientation or physical, mental, emotional or learning disability, or any other 
characteristic protected by Federal or State civil rights law (hereinafter referred to as 

"Protected Characteristics"). 
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The Board will not permit the organization of a fraternity, sorority, or secret society.  
A student-initiated meeting may be attended by no more than two (2) outside 

resource person(s).  The District Administrator may exclude nonstudents from 
directing, controlling, or attending any such meetings of students. 
 

A professional staff member may be assigned to attend a student initiated meeting 
in a custodial capacity but shall not be required to participate in the activity.  No 
professional staff member shall be compelled to attend a student-initiated meeting if 

the content of the speech at the meeting is contrary to his/her beliefs. 
 
Adults or community organizations who wish to sponsor a meeting or activity for 

students shall follow the procedure established in Policy 7510 – Use of District 
Facilities to request permission to use the District's facilities for such a meeting or 
activity.  Adults who make such a request shall be required to provide a general 

description of the purpose of the meeting or activity, and participation in such a 
meeting must be available to all students who wish to attend and cannot be denied 
on the basis of a student's sex (including transgender status, change of sex, or 
gender identity), race, color, national origin, religion, creed, ancestry, marital or 

parental status, sexual orientation or physical, mental, emotional or learning 
disability, or any other characteristic protected by Federal or State civil rights law 
(hereinafter referred to as "Protected Characteristics").  Furthermore, conducting 

such a meeting or activity during the school day may be permitted, provided it 
occurs during non-instructional time and parental permission is granted for any 
student wishing to participate. 
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The principal may take such actions as may be necessary to maintain order and 
discipline on school premises and to protect the safety and well-being of students 

and staff members. 
 
 

 
118.13 Wis. Stats. 
P.I. 9, 41 Wis. Admin. Code 

Fourteenth Amendment, U.S. Constitution 
20 U.S.C. 1415 
20 U.S.C. 1681 et seq., Title IX of Education Amendments Act 

20 U.S.C. 1701 et seq., Equal Educational Opportunities Act of 1974 
20 U.S.C. 4071 et seq., Equal Access Act of 1984 
29 U.S.C. 794, Rehabilitation Act of 1973 

42 U.S.C. 12101 et seq., The Americans with Disabilities Act of 1990 
42 U.S.C. 1983 
42 U.S.C. 2000d et seq. 
42 U.S.C. 2000e et seq., Civil Rights Act of 1964 

34 C.F.R. 300.600-300.662 
Vocational Education Program Guidelines for Eliminating Discrimination and Denial
 of Services, Department of Education, Office of Civil Rights, 1979 

 
 
 

© NEOLA 2015 
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SCHOOL AGE PARENTS AND MARRIED STATUS OF STUDENTS 

 
 
A student's marital status shall not be a basis for discrimination or other restriction 

in that student's educational programming.  Likewise, the Board of Education 
supports the provision of modifications and other services to enable resident school 
age parents to continue their education. 

 
School age parents include any person under the age of twenty-one (21) who is not a 
high school graduate and is a parent, expectant parent, or a person who has been 

pregnant within the immediately preceding 120 days. 
 
The school may request medical verification of a pregnant student's ability to 

continue in all classes in her program.  A school age parent, however, may not be 
compelled to withdraw from his/her regular education program. 
 

 
 
115.91 Wis. Stats. 
118.13 Wis. Stats. 

118.15(4m) Wis. Stats. 
P.I. 9, 41, Wis. Adm. Code 
Fourteenth Amendment, U.S. Constitution 

20 U.S.C. 1681, Title IX of Education Amendments Act 
20 U.S.C. 1701 et seq., Equal Educational Opportunities Act of 1974 
29 U.S.C. 794, Rehabilitation Act of 1973 

42 U.S.C. 12101 et seq., The Americans with Disabilities Act of 1990 
42 U.S.C. 2000 et seq., Civil Rights Act of 1964 
Vocational Education Program Guidelines for Eliminating Discrimination and Denial 

of Services, Department of Education, Office of Civil Rights, 1979 
 
 

 
© NEOLA 2015 
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SEARCH AND SEIZURE 

 
 
The Board of Education has charged school authorities with the responsibility of 

safeguarding the safety and well-being of the students in their care.  In the 
discharge of that responsibility, school authorities may search school property such 
as lockers used by students or the person or property, including vehicles, of a 

student, in accordance with the following policy. 
 
School Property 

 
The Board acknowledges the need for in-school storage of student possessions and 
shall provide storage places, including desks and lockers, for that purpose.  Desks 

and lockers are public property and school authorities may make reasonable 
regulations regarding their use.  The District retains ownership and possessory 
control of student desks and lockers and the same may be searched at random by 

school personnel at any time.  A showing of reasonable cause or suspicion is not a 
necessary precondition to a search under this paragraph.  Students shall not have 
an expectation of privacy in lockers, desks, or other school property as to prevent 
examination by a school official.  The Board directs the school principals to provide 

students with written notice of this policy at least annually and that routine 
inspections be done at least annually of all such storage places. 
 

The Board directs that the searches may be conducted by the District Administrator. 
 
Student Person and Possessions 

 
The Board recognizes that the privacy of students or his/her belongings may not be 
violated by unreasonable search and seizure and directs that no student be 

searched without reasonable suspicion that the search will turn up evidence that 
the student has violated or is violating either a particular law or a particular rule of 
the school.  Any search under this paragraph must be reasonable in scope and 

reasonable in the manner in which it is conducted.  The extent of the search will be 
governed by the seriousness of the suspected infraction, the student's age and 
gender, the student's disciplinary history, and any other relevant circumstances or 
information. 

 
This authorization to search shall also apply to all situations in which the student is 
under the jurisdiction of the Board. 
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In a situation in which a search of a student’s person or possessions is appropriate, 
school administrators should conduct the search unless the information justifying 

the search suggests that the student is in possession of dangerous materials 
whereby the expertise of law enforcement is necessary.  In such a case, the school 
official shall contact law enforcement and request their assistance. 

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

 
Parking Permit Required 
 

Permission for a student to bring a vehicle on school property shall be conditioned 
upon written consent of the search of the vehicle and all containers inside the 
vehicle by a school administrator with reasonable suspicion to believe the search will 

produce evidence of a violation of a particular law, a school rule, or a condition that 
endangers the safety or health of the student driver or others.  If an administrator 
determines a search is necessary, s/he should request consent to search the vehicle 
and all containers inside the vehicle.  If consent is not given, a school administrator 

may proceed with the search.  An administrator may contact the police liaison officer 
or law enforcement agency for assistance in conducting a search. 
 

Except as provided below, a request for the search of a student or a student's 
possessions will be directed to the principal.  S/He shall attempt to obtain the 
freely-offered, written consent of the student to the inspection; however, provided 

there is reasonable suspicion pursuant to the above paragraphs, s/he may conduct 
the search without such consent.  Whenever possible, a search will be conducted by 
the principal in the presence of the student and a staff member other than the 

principal.  A search prompted by the reasonable suspicion that health and safety are 
immediately threatened will be conducted with as much speed and dispatch as may 
be required to protect persons and property. 

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

the reasonable suspicion justifying the search. 
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Use of Dogs 
 

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

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

  
 B. The dog must be handled by a law enforcement officer or certified 

organization specially trained to safely and competently work with 

the dog. 
  
 C. The dog is represented by the Sheriff or Chief of the law enforcement 

agency providing the service as capable of accurately detecting 
drugs and/or devices. 

 
The principal shall be responsible for the prompt recording in writing of each 

student search, including the reasons for the search; information received that 
established the need for the search and the name of informant, if any; the persons 
present when the search was conducted; any substances or objects found and the 

disposition made of them; and any subsequent action taken.  The principal shall be 
responsible for the custody, control, and disposition of any illegal or dangerous 
substance or object taken from a student. 

 
The District Administrator may request the assistance of a law enforcement agency 
in implementing any aspect of this policy.  Where law enforcement officers 

participate in a search on school property or at a school activity pursuant to a 
request from the District Administrator, the search shall be conducted by the law 
enforcement officers at the direction of a District official.  Law enforcement searches 

conducted independent of any District official request or direction shall be 
conducted based on standard applicable to law enforcement. 
 
Anything found in the course of a search pursuant to this policy which constitutes 

evidence of a violation of a particular law or school rule or which endangers the 
safety or health of any person shall be seized and properly cataloged for use as 
evidence if appropriate.  Seized items shall be returned to the owner if the items may 

be lawfully possessed by the owner.  Seized items that may not lawfully be 
possessed by the owner shall be turned over to law enforcement. 
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The District Administrator shall provide students and staff with written notice of this 
policy at least annually via the Employee and Student Handbooks. 

 
 
 

118.32, 118.325 Wis. Stats. 
948.50, Wis. Stats. 
Wisconsin Const. Art. 1 Section 11 

U.S. Constitution, 4th Amendment 
 
 

 
© NEOLA 2013 
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WEAPONS 

 
 
The Board of Education prohibits students from possessing, storing, making, or 

using a weapon in any setting that is under the control and supervision of the 
District for the purpose of school activities approved and authorized by the District 
including, but not limited to, property leased, owned, or contracted for by the 

District, a school-sponsored event, or in a District vehicle, to the extent permitted by 
law. 
 

The term “weapon” means any object which, in the manner in which it is used, is 
intended to be used, or is represented, is capable of inflicting serious bodily harm or 
property damage, as well as endangering the health and safety of persons.  Weapons 

include, but are not limited to, firearms (including, but not limited to, firearms as 
defined in 18 U.S.C. 921(a)(3)), guns of any type whatsoever, including air and 
gas-powered guns (whether loaded or unloaded), knives, (subject to the exceptions 

below) razors, with unguarded blades, clubs, electric weapons, metallic knuckles, 
martial arts weapons, ammunition, and explosives. 
 
The District Administrator will refer any student who violates this policy to the 

student’s parents or guardians and may also make a referral to the criminal justice 
or juvenile delinquency system.  The student may also be subject to disciplinary 
action, up to and including expulsion. 

 
Policy exceptions include: 
 

 A. weapons under the control of law enforcement personnel while on 
duty, or qualified former law enforcement officers, off duty law 
enforcement officers, or out-of-state law enforcement officers; 

  
 B. items pre-approved by a principal, as part of a class or individual 

presentation under adult supervision, including, but not limited to 

Hunters' Education courses, if used for the purpose and in the 
manner approved (working firearms and live ammunition will never 
be approved); 
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Any student who has reason to believe that a person has or will violate this policy 
shall report to the District Administrator or the supervisor of the activity 

immediately.  The report should include as much detail as possible concerning the 
person(s) involved, the weapon, the location of the person(s), and how this 
information was obtained. 

 
This policy will be published annually in all District student and staff handbooks.  
Publication is not a precondition to enforcement of this policy. 

 
 
 

120.13(1), Wis. Stats. 
943.13, Wis. Stats. 
948.605, Wis. Stats. 

18 U.S.C. 921(a)(3) 
18 U.S.C. 922 
20 U.S.C. 7151 
 

 
 
© NEOLA 2016 
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STUDENT/PARENT RIGHTS 

 
 
The Board of Education recognizes that students possess not only the right to an 

education but the rights of citizenship as well. 
 
In providing students the opportunity for an education to which they are entitled, 

the District shall attempt to offer nurture, counsel, and custodial care appropriate to 
their age and maturity.  At the same time the Board recognizes that no student may 
be deprived of the basic right to equal access to the educational program and 

his/her constitutional right to due process and free expression and association as 
appropriate for the school environment. 
 

Attendant to the rights afforded to each student, however, are certain 
responsibilities, which include respect for the rights of others, obedience to properly 
constituted school authority, and compliance with the guidelines and rules of the 

District. 
 
Since a student who has reached the age of majority possesses the full rights of an 
adult, s/he may authorize those school matters previously handled by his/her 

parents, but s/he also assumes the responsibility for his/her performance in school, 
attendance, and compliance with the guidelines and District rules. 
 

Administrators, counselors, and teachers shall not provide a supporting affidavit for 
students who have petitioned the court to grant them the status of emancipated 
minors unless prior approval has been obtained from the District Administrator. 

 
Parents also have rights in the school system to know about their student’s 
educational experience.  Specific rights are listed in topic areas of these policies. 
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In addition, parents have the right to inspect any instructional materials used as 
part of the educational curriculum for their student.  Instructional materials means 

instructional content, regardless of format, that is provided to the student, including 
printed or representational materials, audio-visual materials, and materials 
available in electronic or digital formats (such as materials accessible through the 

Internet).  Instructional material does not include academic tests or academic 
assessments. 
 

This policy shall not supercede any rights under the Family Education Rights and 
Privacy Act. 
 

 
 
20 U.S.C. 1232h 

 
 
 
© NEOLA 2003 
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STUDENT GOVERNMENT 

 
 
The Board of Education sanctions and recommends the organization of a student 

council in the secondary school and middle school. Such councils shall assist in 
improving the general welfare of all students and shall give students the opportunity 
to participate in the orderly workings of the democratic process.  

 
Student councils shall not have authority to make policies for the District or 
regulations for the school. Nor shall they have any disciplinary authority, except for 

recommending removal from the council of one of their members. However, a council 
may make recommendations to the administration on any topic of student concern.  
 

The administration and student council of any school shall keep channels of 
communication open, not only between themselves, but between all students and 
the council.  

 
Members of student senate shall be elected democratically. The rights and 
responsibilities of the council shall be clearly set forth. An advisor for the student 
council shall be selected by the administration. 
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STUDENT VOLUNTEERS FOR SCHOOL AND PUBLIC SERVICE 

 
 
The Board of Education encourages the utilization of student volunteers in the 

educational program (e.g. student librarians, student office helpers, etc.) and in 
useful community services. However, student volunteers must be capable of carrying 
out the additional load without endangering their academic achievement.  Therefore, 

all student volunteers shall be expected to maintain their grades, attend all classes, 
and recognize that the activity to which they are volunteering their services is 
secondary to their primary goal of obtaining an education.  

 
Teachers and members of the community are encouraged to check with the 
guidance counselor and the Principal before students are sought for volunteer help, 

to make sure that the students can afford academically to undertake the additional 
responsibility.  
 

 
 
Legal Ref.: Sections 118.001, 120.13, Wisconsin Statutes  
 

171



policy 

 
 

BOARD OF EDUCATION STUDENTS 
SCHOOL DISTRICT OF NEW GLARUS 5830/page 1 of 2 
 

 
 

STUDENT FUNDRAISING 

 
 
The Board of Education acknowledges that the solicitation of funds from students 

must be limited since compulsory attendance laws make the student a captive donor 
and may also disrupt the program of the schools. 
 

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

student activities. 
 
The Board will permit student fundraising by students in school, on school property, 

or at any school-sponsored event only when the profit therefrom is to be used for 
school purposes or for an activity connected with the schools.  The Board requires 
that fundraisers by student clubs and organizations that involve the sale to students 

food items and/or beverage that will be consumed on campus, the food and/or 
beverages items to be sold comply with the current USDA Dietary Guidelines for 
Americans and the Smart Snack Rules.  Each student organization shall be 
permitted two (2) fundraising exceptions per school year where foods and beverages 

that are not allowable under the Smart Snack Rules can be sold.  If approved, 
fundraisers that involve the sale, to students, of food items or beverages to be 
consumed on District property shall not compete directly with the sale of 

reimbursable meals. 
 
Fundraising by approved school organizations, those whose funds are managed by 

the District, may be permitted in school by the Principal. 
 
Fundraising off school grounds may be permitted by the District Administrator. 
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Fundraising by students on behalf of school-related organizations whose funds are 
not managed by the District may be permitted on school grounds by the District 

Administrator.  If the fundraising activity will involve students under age twelve (12), 
such students’ parents must provide written permission for the student to 
participate in the fundraising activity.  Any  student under nine (9) years of age, or 

each group containing one (1) or more students under nine (9) years of age, must be 
physically accompanied by a parent or a person at least sixteen (16) years of age. 
 

All other fundraising shall be done in accordance with Board Policy 9700. 
 
 

 
Wis. Stat. 103.23 
 

 
 
© NEOLA 2016 
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STUDENT GROUPS 

 
 
It is the policy of the Board of Education that student groups be recognized as 

authorized school organizations only if they are approved by the school 
administration, sponsored by school-approved personnel, composed of members of 
the current student body, hold the majority of their meetings at school, and have 

established aims which are educational in nature. 
 
Membership in the organization or operation of any high school fraternity, sorority, 

or any other secret society as described by law is prohibited throughout the School 
District.  In particular, the Board will not tolerate any type of gang or gang-related 
activity to occur on District property or while students are under the auspices of the 

Board. 
 
 

 
939.22(9), Wis. Stats. 
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SOCIAL EVENTS 

 
 
The Board of Education recognizes the value of student social events in enhancing 

and enriching the educational experience for the children of this community. 
 
The Board will make school facilities available and provide appropriate staff for the 

conduct of social events within the school facilities which have been approved by the 
principal. 
 

School social events which take place outside school facilities must be approved by 
the District Administrator. 
 

As voluntary participants in school social events, students shall be held responsible 
for compliance with the rules set forth for their conduct, and infractions of those 
rules will be subject to the same disciplinary measures applicable during the regular 

school program. 
 
Participation in school events is not a right and may be denied to any student who 
has demonstrated disregard for the rules of the school. 

 
 
 

120.13(1), Wis. Stats. 
 
 

 
© NEOLA 2013 
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STUDENT ATTENDANCE AT SCHOOL EVENTS 

 
 
The Board of Education encourages students to attend as many school events held 

after school as possible, without interfering with their school work and home 
activities.  Enthusiastic spectators help to build school spirit and encourage those 
students who are participating in the event. 

 
However, in order to ensure that students attending as nonparticipants are properly 
safe-guarded, the Board recommends that all 4K-6th grade students be accompanied 

by a parent or adult chaperone when they arrive at the event and throughout its 
duration.  The Board will not be responsible for students if they attend without an 
adult chaperone. 

 
 
 

© NEOLA 2006 
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STUDENT PRODUCTION OF GOODS AND SERVICES 

 
 
It is the policy of the Board of Education that students may produce goods and 

services for nonprofit community organizations or groups during school hours or in 
school activities only to the extent that such production furthers the educational 
development of those students.  Care must be exercised by the administration in 

interpreting this policy to avoid exploitation of the students. 
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PUBLIC PERFORMANCES BY STUDENTS 

 
 
The Board of Education recognizes the value to students of sharing their talents and 

skills with the community through participation and performances in public events. 
 
The Board endorses such performances when: 

 
A. they constitute a learning experience which contributes to the 

educational program; 

 
B. the circumstances of the event do not pose a threat to the health, 

safety, and well-being of the students who will be involved. 

 
All requests for public performances by students require the approval of the 
principal 
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New Glarus Policy Project  
 
District Specific Policies – “Not” Included in Policy Book Update 
 
Section 600 – Fiscal Management/6000 – Finance 

1. Policy 654 – Gate Receipts and Admissions 

2. Policy 655 – Income from Sales and Services 

3. Policy 661 – Depository of Funds 
4. Policy 661.2 – Check Writing Services 

 

 

“New” Policies for New Glarus School District  

 
Section 600 – Fiscal Management/6000 – Finance 

1. Policy 6108 - Authorization to Make Electronic Fund Transfers 

2. Policy 6110 - Federal Funds 

3. Policy 6111 - Internal Controls 

4. Policy 6112 - Cash Management of Grants 
5. Policy 6114 - Cost Principles - Spending Federal Funds 

6. Policy 6116 - Time and Effort Reporting 

7. Policy 6145 - Borrowing 
8. Policy 6146 - Post Issuance Tax Exempt Bond Compliance 

9. Policy 6150 - Tuition Income 

10. Policy 6230 - Budget Hearing 
11. Policy 6325 - Procurement - Federal Grants/Funds 

12. Policy 6330 - Leasing School Property 

13. Policy 6350 - Prevailing Wage Coordinator (will be deleted in next update) 

14. Policy 6424 - Procurement Cards 
15. Policy 6510 - Payroll Authorization 

16. Policy 6520 - Payroll Deductions 

17. Policy 6620 - Petty Cash 
18. Policy 6621 - Change Fund 

19. Policy 6670 - Trust and Agency Funds 

20. Policy 6680 - Recognition 
21. Policy 6700 - Fair Labor Standards Act (FLSA) 
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6000 FINANCES 

 
6108 Authorization to Make Electronic Fund 
 Transfers 

6109 Authorized Signatures (Use of Facsimile 
Signatures 

6110 Federal Funds 

6111 Internal Controls 
6112 Cash Management of Grants 
6112.01 Grants from Private Sources 

6114 Cost Principles - Spending Federal Funds 
6116 Time and Effort Reporting 
6144 Investment Income 
6145 Borrowing 

6146 Post Issuance Tax Exempt Bond Compliance 
6146.01 Continuing Disclosure Compliance Policy 
6150 Tuition Income 

6152 Student Fees, Fines, and Charges 
 

6220 Budget Preparation 

6230 Budget Hearing 
6231 Budget Implementation 
6235 Fund Balance 

 
6320 Purchasing 
6325 Procurement - Federal Grants/Funds 

6330 Leasing School Property 
6350 Prevailing Wage Coordinator 

 
6424  Procurement Cards 

6440 Cooperative Purchasing 
6460 Vendor Relations 
6470 Payment of Claims 

 
6510 Payroll Authorization 
6520 Payroll Deductions 

 
6610 Student Activity Fund 
6610.01 Student Activity Fund Management 

6620 Petty Cash 
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6621 Change Fund 
6622 Cash in School Buildings 

6670 Trust and Agency Funds 
6680 Recognition 
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6700 Fair Labor Standards Act (FLSA) 

 
6800 System of Accounting 
6830 Audit 
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AUTHORIZATION TO MAKE ELECTRONIC FUND TRANSFERS 

 
 

The Board of Education authorizes electronic fund transfers (EFTs) for any purpose 
including direct deposit, wire transfer, withdrawal, investment, or payment, provided 
such EFTs are consistent with the provisions of Wisconsin’s Uniform Electronic 

Transactions Code, Chapter 137, Subchapter II.  Upon the recommendation of the 
Business Manager, the Board shall approve the financial institutions that are 
authorized to receive monetary transactions through electronic or other medium. 

 
Upon the recommendation of the Business Manager, the Board shall then approve 
written agreements with financial institutions with whom EFTs will be made. 
 

Such agreements shall set forth internal controls required by State law and State 
Administrative Code that will provide adequate integrity, security, confidentiality, 
and auditability of business transactions conducted by electronic commerce, 

including, but not limited to, the following: 
 
 A. the official title of the bank account(s) subject to the agreement and 

each type of transaction approved, such as deposits, disbursements 
or transfers, shall be specified; 

  

 B. the manual signatures of the employees authorized to initiate EFTs 
shall be contained therein; 

  

 C. a requirement that the District maintain documentation signed by 
the initiator and authorizer of the EFTs to confirm the authenticity 
of the EFTs; 

  

 D. a requirement that, when funds are properly delivered to the 
receiving institution, that institution agrees to become responsible 
for prompt and diligent processing of the funds; 

  
 E. a requirement that written or printed documentation from the 

financial institution acknowledging such transactions, including but 

not limited to deposit slips, debit and credit memos, trust receipts, 
transfer acknowledgements, or cancelled warrants, shall be provided 
so that it may be kept in the official files of the District, which shall 

be maintained in a manner which facilitates easy review and 
validation of transactions. 
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All District staff shall comply with the provisions of this policy when creating, 

generating, sending, communicating, receiving, storing, processing, using, and 
relying upon electronic records.  Further, all District staff and other persons who 
use electronic signatures when completing transactions with the Board shall do so 

in compliance with State law. 
 
 

 
Wis. Stat. Chapter 137, Subchapter II 
15 U.S.C.A. 1693, as amended 
 

 
 
© NEOLA 2015 
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AUTHORIZED SIGNATURES 

(Use of Facsimile Signatures) 

 

Signatures, including facsimile signatures, of the Board president, clerk, and treasurer are to be used on 

checks, drafts, warrant-checks, vouchers, or other orders on public funds deposited in designated 

depositories.  Each officer shall authorize said depository financial institutions to honor any such 

instrument bearing his/her facsimile signature in such form as he/she may designate and to charge the 

same to the account in said depository financial institution upon which drawn, as fully as though it bore 

a manually written signature.   

 

The Board shall purchase depositor's forgery bond insurance to protect the loss of any public funds. 

 

Legal Ref.: Sections  66.0607  Wisconsin Statutes 
    120.16(2) 
    120.13(23) 
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FEDERAL FUNDS 

 
 

It is the objective of the Board of Education to provide equal educational 
opportunities for all students within the District.  Therefore, it is the intent of the 
Board to study Federal legislation to enhance educational opportunities, the 

educational environment, and the physical and mental growth for each student. 
 
The District Administrator shall review new Federal education legislation and 

prepare proposals for programs s/he deems would be of aid to the students of this 
District.  The District Administrator shall approve each such proposal prior to its 
submission, and the Board shall approve all grants resulting from such proposals. 
 

The Board regards available Federal funds of aid to local school districts and 
communities as a public trust.  It forbids the use of Federal monies for partisan 
political activities and for any use that would not be in accord with Federal 

guidelines on discrimination.  All Federal funds received by the District will be used 
in accordance with the applicable Federal regulations and guidelines.  The District 
Administrator shall ensure that each draw of Federal monies is as close as 

administratively feasible to the related program expenditures. 
 
No Federal funds received by the District shall be used (1) to develop or distribute 

materials, or operate programs or courses of instruction directed at youth, that are 
designed to promote or encourage sexual activity, whether homosexual or 
heterosexual; (2) to distribute or to aid in the distribution by any organization of 

legally obscene materials to minors on school grounds; (3) to provide sex education 
or HIV-prevention education in schools unless the instruction is age appropriate and 
includes the health benefits of abstinence; or (4) to operate a program of 
contraceptive distribution in the schools. 

 
Grant Proposal Development 
 

 A. All grant proposals must support at least one (1) District goal or 
priority. 

  

 B. For projects where grant funds will not cover the entire cost of 
project implementation, additional fund sources must be identified, 
documented, and approved during the internal review process. 
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Grant Proposal Internal Review 

 
Each grant proposal shall be reviewed and approved by the District Administrator 
prior to submission to the funding source. 

 
Grant Administration 
 

 A. The administration of grants will adhere to all applicable Federal, 
State, local and grantor rules and regulations, including the terms 
and conditions of the Federal awards, as well as District policies and 
administrative guidelines. 

  
 B. The District Administrator is responsible for the efficient and 

effective administration of grant awards through the application of 

sound management practices. 
  
 C. The District Administrator is responsible for administering grant 

funds in a manner consistent with underlying agreements, program 
statutes, regulations and objectives, and the terms and conditions of 
the grant award. 

  
 D. The District, in recognition of its unique combination of staff, 

facilities, and experience, shall employ internal controls, including 

organizational and management strategies necessary to assure 
proper and efficient administration of grant awards. 

   
 E. All Federal funds received by the District will be used in accordance 

with the applicable Federal law and regulations and the terms and 
conditions of the Federal award.  The District Administrator shall 
require that each draw of Federal monies be aligned with the 

District’s payment process (whether reimbursement, cash advance 
or a combination).  If funds are permitted to be drawn in advance, 
all draws will be as close as administratively feasible to the related 

program expenditures and that, when restricted, such monies are 
used to supplement programs and funding and not to supplant or 
replace existing programming or current funding. 
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 F. The District Administrator is authorized to sign related documents 

for grant administration, including documents required for 
submittal of grant proposals. 

 

Financial Management 
 
The financial management of grant funds shall be in compliance with all applicable 

Federal, State, local and grantor rules, regulations, and assurances as well as 
District policies and administrative guidelines. 
 
The District Administrator shall provide for the following: 

 
 A. Identification, in District accounts, of all grant awards received and 

expended and the programs under which they were received.  For 

Federal programs and awards, identification shall include the 
Catalog of Federal Domestic Assistance (CFDA) title and number, 
Federal award identification number and year, name of the Federal 

agency and name of the pass-through entity, as applicable. 
   
 B. Accurate, current, and complete disclosure of the financial results of 

each Federal award or program in accordance with the reporting 
requirements of the grant. 

  

 C. Records that identify adequately the source and application of funds 
provided for Federally-funded activities.  These records must contain 
information pertaining to Federal awards, authorizations, 

obligations, unobligated balances, assets, expenditures, income and 
interest and be supported by source documentation. 
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 D. Effective control over and accountability for all funds, property, and 

other assets. 
  
 The District must adequately safeguard all assets and assure that 

they are used solely for authorized purposes. 
  
 Further, the District will: 

  
 1. establish and maintain effective internal control over the 

Federal award that provides reasonable assurance that the 
District is managing the Federal award in compliance with 

Federal statutes, regulations, and the terms and conditions of 
the Federal award; 

  

 2. comply with Federal statutes, regulations and the terms and 
conditions of the Federal award; 

  

 3. evaluate and monitor the District’s compliance with statutes, 
regulations and the terms and conditions of the Federal 
award; 

  
 4. take prompt action when instances of noncompliance are 

identified including noncompliance identified in audit 

findings; and 
   
 5. take reasonable measures to safeguard protected personally 

identifiable information and other information the Federal 

awarding agency or pass-through entity designates as 
sensitive consistent with applicable Federal, State, local, and 
tribal laws regarding privacy and obligations of 

confidentiality. 
  
 E. Comparison of expenditures with budget amounts for each   Federal 

award. 
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 F. Recordkeeping and written procedures to the extent required by 

Federal, State, local and grantor rules and regulations pertaining to 
the grant award and accountability, including, but not limited to the 
following areas: 

  
 1. cash management 
   

 2. allowability 
   
 3. conflict of interest 
  

 4. procurement 
  
 5. equipment management 

  
 6. conducting technical evaluations of proposals and selecting 

recipients 

  
 7. compensation and fringe benefits 
  

 8. travel 
   
 G. Disclosure of any potential conflict of interest and all mandatory 

violation disclosures potentially affecting the Federal award/grant to 
the Federal awarding agency or pass-through agency in accordance 
with applicable Federal policy. 

  

 H. Insurance coverage for real property and equipment, if applicable, 
equivalent to such property owned by the District. 

 

Cost Principles 
 
The District Administrator is responsible for the efficient and effective administration 

of grant funds through the application of sound management practices.  Such funds 
shall be administered in a manner consistent with the associated 
agreements/assurances, program objectives, and the specific terms and conditions 

of the grant award. 
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Costs may be allowable to a specific grant award if the cost is necessary and 

reasonable for the performance of the grant program initiative, is in accordance with 
generally accepted accounting principles (GAAP), and is allocable to the grant award 
if the goods or services involved are charged in accordance with relative benefits 

accrued to the initiative.  A cost is reasonable if it does not exceed that which would 
be incurred by a prudent person under the circumstances prevailing at the time the 
purchasing decision is made. 

 
Program Income 
 
Program income means gross income earned by a grant recipient that is directly 

generated by a supported activity or earned as a result of the Federal award during 
the grant’s period of performance. 
 

It includes, but is not limited to, income from fees for services performed, the use or 
rental of real or personal property acquired under Federal awards, the sale of 
commodities or items fabricated under a Federal award, license fees and royalties on 

patents and copyrights, and principal and interest on loans made with Federal 
award funds.  Interest earned on advances of Federal funds is not program income.  
Except as otherwise provided in Federal statutes, regulations or the terms and 

conditions of the Federal award, program income does not include rebates, credits, 
discounts and interest earned on any of them.  Additionally, taxes, special 
assessments, levies, fines and other such revenues raised by a recipient are not 

program income unless the revenues are specifically identified in the Federal award 
or Federal awarding agency regulations as program income.  Finally, proceeds from 
the sale of real property, equipment or supplies are not program income. 
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Unless it has received prior approval to use a different method or the terms and 

conditions of the grant authorize a different method, the District uses the deduction 
method of accounting for program income.  Under the deduction method, program 
income is deducted from total allowable costs to determine the net allowable costs.  

Program income will only be used for current costs unless the District is otherwise 
directed by the Federal awarding agency or pass-through entity. 
 

 
 
34 C.F.R. 75.707, 76.563, 76.565, 76.707 
2 C.F.R. 200.56, 200.71, 200.77, 200.80, 200.112, 200.113, 200.302, 200.307 

2 C.F.R. 200.309, 200.310, 200.313, 200.318 - .320, 200.343(b) & (e), 200.403 
2 C.F.R. 200.404 and 200.406 
Compliance Supplement for Single Audits of State and Local Governments 

20 U.S.C. 7906 
 
 

 
© NEOLA 2016 
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INTERNAL CONTROLS 

 
 

The District Administrator shall establish and maintain effective internal controls 
over Federal awards that provide reasonable assurance that the District is managing 
all awards in compliance with applicable statutes, regulations and the terms and 

conditions of the awards.  The District will have a process that provides reasonable 
assurance regarding the achievement of the following objectives: 
 

 A. effectiveness and efficiency of operations 
  
 B. reliability of reporting for internal and external use 
   

 C. compliance with applicable laws and regulations 
 
The internal controls must provide reasonable assurance that transactions are 

properly recorded and accounted for in order to permit the preparation of reliable 
financial statements and Federal reports; maintain accountability over assets; and 
demonstrate compliance with Federal statutes, regulations, and the terms and 

conditions of the Federal award.  The internal controls must also provide reasonable 
assurance that these transactions are executed in compliance with Federal statutes, 
regulations, and the terms and conditions of the Federal award that could have a 

direct and material effect on a Federal award, as well as any other Federal statutes 
and regulations that are identified in the Compliance Supplement.  Finally, the 
District’s internal controls must provide reasonable assurance that all Federal 

funds, property, and other assets are safeguarded against loss from unauthorized 
use or disposition. 
 
The District shall: 

 
 A. comply with Federal statutes, regulations, and the terms and 

conditions of the Federal awards; 

  
 B. evaluate and monitor its compliance with statutes, regulations, and 

the terms and conditions of the award; 

  
 C. take prompt action when instances of noncompliance are identified 

including noncompliance identified in audit findings; and 
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 D. take reasonable measures to safeguard protected “personally 

identifiable information” (PII) and other information the awarding 
agency or pass-through entity designates as sensitive or the District 
considers sensitive consistent with applicable Federal, state, local, 

and tribal laws and District policies regarding privacy and 
obligations of confidentiality. 

  

 PII is defined at 2 C.F.R. Section 200.79 as “information that can be 
used to distinguish or trace an individual’s identity, either alone or 
when combined with other personal or identifying information that 
is linked or linkable to a specific individual.” 

  
 However, the definition of PII is not anchored to any single category 

of information or technology.  Rather, it requires a case-by-case 

assessment of the specific risk that an individual can be identified. 
 
 

 
Applicable Laws, Regulations, and Guidance: 
2 C.F.R. 200.61-.62 

2 C.F.R. 200.79 
2 C.F.R. 200.303 
 

 
 
© NEOLA 2016 
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GRANTS FROM PRIVATE SOURCES 

 

The Board of Education encourages the development of proposals to private foundations and other 

sources of financial aid for subsidizing activities, including but not limited to, as innovative projects, 

feasibility studies, long-range planning, and research and development.  All such activities shall meet 

the following criteria: 

 

 1. They are based on a specific set of internal objectives that relate to the established 

goals and objectives of the District. 

 

 2. They provide measures for evaluating whether or not project objectives are being or 

have been achieved. 

 

 3. The execution of all projects conforms to state and federal laws and to the policies of 

the Board. 

 

All grant proposals shall be reviewed and approved by the Building Administrator before being 

submitted to the funding agency.  The District Administrator and Business Manager shall be informed 

as appropriate.  The Building Administrators shall establish administrative guidelines for the 

processing of proposal ideas to the Board for its approval. 

 

The District shall not discriminate in the acceptance of bequests and other aids, benefits or services to 

students from private agencies, organizations, or persons on the basis of sex, race, national origin, 

ancestry, color, creed, pregnancy, religion, marital or parental status, sexual orientation or physical, 

mental, emotional or learning disability or handicap.   

 

Discrimination complaints shall be processed in accordance with established procedures. 

 

Legal Ref.:  Sections   118.13  Wisconsin Statutes 
    118.27 

  PI 9, Wisconsin Administrative Code 
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CASH MANAGEMENT OF GRANTS 

 
 

In order to provide reasonable assurance that all assets, including Federal, State, 
and local funds, are safeguarded against waste, loss, unauthorized use, or 
misappropriation, the District Administrator shall implement internal controls in the 

area of cash management. 
 
The District’s payments methods shall minimize the time elapsing between the 

transfer of funds from the United States Treasury or the Department of Public 
Instruction (pass-through entity) and disbursement by the District, regardless of 
whether the payment is made by electronic funds transfer, or issuance or 
redemption of checks, warrants, or payment by other means. 

 
The District shall use forms and procedures required by the grantor agency or 
pass-through entity to request payment.  The District shall request grant funds 

payments in accordance with the provisions of the grant.  Additionally, the District’s 
financial management systems shall meet the standards for fund control and 
accountability as established by the awarding agency. 

 
The District Administrator is authorized to submit requests for advance payments 
and reimbursements at least monthly when electronic fund transfers are not used, 

and as often as deemed appropriate when electronic transfers are used. 
 
When the District uses a cash advance payment method, the following standards 

shall apply: 
 
 A. The timing and amount of the advance payment requested will be as 

close as is administratively feasible to the actual disbursement for 

direct program or project costs and the proportionate share of any 
allowable indirect costs. 

  

 B. The District shall make timely payment to contractors in accordance 
with contract provisions. 
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 C. To the extent available, the District shall disburse funds available 

from program income (including repayments to a revolving fund), 
rebates, refunds, contract settlements, audit recoveries, and interest 
earned on such funds before requesting additional cash payments. 

  
 D. The District shall account for the receipt, obligation and expenditure 

of funds. 
   
 E. Advance payments will be deposited and maintained in insured 

accounts whenever possible. 
  
 F. Advance payments will be maintained in interest bearing accounts 

unless the following apply: 

  
 1. The District receives less than $120,000 in Federal awards 

per year. 

  
 2. The best reasonably available interest-bearing account would 

not be expected to earn interest in excess of $500 per year on 

Federal cash balances. 
  
 3. The depository would require an average or minimum balance 

so high that it would not be feasible within the expected 
Federal and non-Federal cash resources. 

  

 4. A foreign government or banking system prohibits or 
precludes interest bearing accounts. 
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 G. Pursuant to Federal law and regulations, the District may retain 

interest earned in an amount up to $500 per year for administrative 
costs.  Any additional interest earned on Federal advance payments 
deposited in interest-bearing accounts must be remitted annually to 

the Department of Health and Human Services Payment 
Management System (PMS) through an electronic medium using 
either Automated Clearing House (ACH) network or a Fedwire Funds 

Service payment.  Remittances shall include pertinent information of 
the payee and nature of payment in the memo area (often referred to 
as “addenda records” by Financial Institutions) as that will assist in 
the timely posting of interest earned on Federal funds.  Pertinent 

details include the Payee Account Number (PAN) if the payment 
originated from PMS, or Agency information if the payment 
originated from ASAP, NSF or another Federal agency payment 

system. 
 
 

 
Applicable Laws, Regulations, and Guidance: 
2 C.F.R. 200.305 

 
 
 

© NEOLA 2016 
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COST PRINCIPLES - SPENDING FEDERAL FUNDS  

 
 

The District Administrator is responsible for the efficient and effective administration 
of grant funds through the application of sound management practices.  Such funds 
shall be administered in a manner consistent with all applicable Federal, State and 

local laws, the associated agreements/assurances, program objectives and the 
specific terms and conditions of the grant award. 
 

Cost Principles 
 
Except where otherwise authorized by statute, costs shall meet the following general 
criteria in order to be allowable under Federal awards: 

 
 A. Be necessary and reasonable for proper and efficient performance 

and administration of the Federal award and be allocable thereto 

under these principles. 
  
 To determine whether a cost is reasonable, consideration shall be 

given to: 
  
 1. whether a cost is a type generally recognized as ordinary and 

necessary for the operation of the District or the proper and 
efficient performance of the Federal award; 

   

 2. the restraints or requirements imposed by such factors as 
sound business practices, arm’s length bargaining, Federal, 
State, local, tribal and other laws and regulations; 

   

 3. market prices for comparable goods or services for the 
geographic area; 

   

 4. whether the individuals concerned acted with prudence in the 
circumstances considering their responsibilities; 
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 5. whether the cost does not represent any significant deviation 

from the established practices or Board policy which may 
increase the expense; 

  

 Whether an expenditure is necessary is determined based on 
the needs of the program.  The expenditure must be 
necessary to achieve an important program objective and it 

must be established that the expenditure addresses and 
existing need. 

  
 When determining whether a cost is necessary, consideration 

may be given to whether: 
  
 a. the cost is needed for the proper and efficient 

performance of the grant program; 
  
 b. the cost is identified in the approved budget or 

application; 
  
 c. there is an educational benefit associated with the 

cost; 
  
 d. the cost aligns with identified needs based on results 

and findings from a needs assessment 
  
 e. the cost addresses program goals and objectives and is 

based on program data. 

  
 A cost is allocable to the Federal award if the goods or 

services involved are chargeable or assignable to the Federal 

award in accordance with the relative benefit received. 
   
 B. Conform to any limitations or exclusions set forth as cost principles 

as required by law or in the terms and conditions of the Federal 
award. 

  

 C. Be consistent with policies and procedures that apply uniformly to 
both Federally-financed and other activities of the District. 
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 D. Be afforded consistent treatment.  A cost cannot be assigned to a 

Federal award as a direct cost if any other cost incurred for the 
same purpose in like circumstances has been assigned as an 
indirect cost under another award. 

  
 E. Be determined in accordance with generally accepted accounting 

principles 

  
 F. Be representative of actual cost, net of all applicable credits or 

offsets. 
  

 The term “applicable credits” refers to those receipts or reductions of 
expenditures that operate to offset or reduce expense items allocable 
to the Federal award.  Typical examples of such transactions are:  

purchase discounts; rebates or allowances; recoveries or indemnities 
on losses; and adjustments of overpayments or erroneous charges.   
To the extent that such credits accruing to or received by the State 

relate to the Federal award, they shall be credited to the Federal 
award, either as a cost reduction or a cash refund, as appropriate. 

  

 G. Be not included as a match or cost-share, unless the specific 
Federal program authorizes Federal costs to be treated as such. 

   

 H. Be adequately documented: 
   
 1. in the case of personal services, the Superintendent shall 

implement a system for District personnel to account for time 

and efforts expended on grant funded programs to assure 
that only permissible personnel expenses are allocated; 

  

 2. in the case of other costs, all receipts and other invoice 
materials shall be retained, along with any documentation 
identifying the need and purpose for such expenditure if not 

otherwise clear. 
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Selected Items of Cost 

 
The District shall follow the rules for selected items of cost at 2 C.F.R. Part 200, 
Subpart E when charging these specific expenditures to a Federal grant.  When 

applicable, District staff shall check costs against the selected items of cost 
requirements to ensure the cost is allowable.  In addition, State, District and 
program-specific rules, including the terms and conditions of the award, may deem 

a cost as unallowable and District personnel shall follow those rules as well. 
 
Cost Compliance 
 

The District Administrator shall require that grant program funds are expended and 
are accounted for consistent with the requirements of the specific program and as 
identified in the grant application.  Compliance monitoring includes accounting for 

direct or indirect costs and reporting them as permitted or required by each grant. 
 
Determining Whether a Cost is Direct or Indirect: 

 
 A. Direct costs are those costs that can be identified specifically with a 

particular final cost objective, such as a Federal award, or other 

internally or externally funded activity, or that can be directly 
assigned to such activities relatively easily with a high degree of 
accuracy. 

  
 These costs may include: salaries and fringe benefits of employees 

working directly on a grant-funded project; purchased services 
contracted for performance under the grant; travel of employees 

working directly on a grant-funded project; materials, supplies, and 
equipment purchased for use on a specific grant; and infrastructure 
costs directly attributable to the program (such as long distance 

telephone calls specific to the program, etc.). 
  
 B. Indirect costs are those that have been incurred for a common or 

joint purpose benefitting more than one cost objective, and not 
readily assignable to the cost objectives specifically benefitted, 
without effort disproportionate to the results achieved.  Costs 

incurred for the same purpose in like circumstances shall be treated 
consistently as either direct or indirect costs. 
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 These costs may include: general data processing, human resources, 

utility costs, maintenance, accounting, etc. 
  
 Federal education programs with supplement not supplant 

provisions must use a restricted indirect cost rate.  In a restricted 
rate, indirect costs are limited to general management costs.  
General management costs do not include divisional administration 

that is limited to one component of the District, the governing body 
of the District, compensation of the Superintendent, compensation 
of the chief executive officer of any component of the District, and 
operation of the immediate offices of these officers. 

   
 The salaries of administrative and clerical staff should normally be 

treated as indirect costs.  Direct charging of these costs may be 

appropriate only if all of the following conditions are met: 
  
 1. Administrative or clerical services are integral to a project or 

activity. 
  
 2. Individuals involved can be specifically identified with the 

project or activity. 
   
 3. Such costs are explicitly included in the budget or have the 

prior written approval of the Federal awarding agency. 
  
 4. The costs are not also recovered as indirect costs. 
 

Where a Federal program has a specific cap on the percentage of administrative 
costs that may be charged to a grant, that cap shall include all direct administrative 
charges as well as any recovered indirect charges. 

 
Effort should be given to identify costs as direct costs whenever practical, but 
allocation of indirect costs may be used where not prohibited and where indirect 

cost allocation is approved ahead of time by the Wisconsin Department of Education 
(WDE) or the pass-through entity  (Federal funds subject to 2 CFR Part 200 
pertaining to determining indirect cost allocation). 
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Timely Obligation of Funds 

 
When Obligations are Made 
 

Obligations are orders placed for property and services, contracts and subawards 
made, and similar transactions during a given period that require payment by the 
non-Federal entity during the same or a future period. 

 
The following table illustrates when funds are determined to be obligated under the 
U.S. Department of Education regulations: 
 

If the obligation is for: The obligation is made: 

Acquisition of Property 
 

On the date the District makes a binding 
written commitment to acquire property 

Personal services by an employee of the 
District 

When the services are performed 

Personal services by a contractor who is 

not an employee of the District 

On the date the District makes a binding 

agreement to obtain the services 

Public utility services 
 

When the District receives the services 

Travel 
 

When the travel is taken 

Rental property 

 

When the District uses the property 

A pre-agreement cost that was properly 
approved by the Secretary under federal 
regulations, 2 CFR part 200, Subpart E  

On the first day of the project period 

 
Period of Performance 
 

All obligations must occur on or between the beginning and ending dates of the 
grant project.  This period of time is known as the period of performance. 
 

In the case of a State-administered grant, obligations under a grant may not be 
made until the grant funding period begins or all necessary materials are submitted 
to the granting agency, whichever is later.  In the case of a direct grant, obligations 

may begin when the grant is awarded, unless otherwise stated in the grant. 
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For both State-administered and direct grants, regardless of the period of 

availability, the District shall liquidate all obligations incurred under the award not 
later than ninety (90) days after the end of the funding period unless an extension is 
authorized, or other terms are provided for in the grant.  Any funds not obligated 

within the period of performance or liquidated within the appropriate timeframe are 
said to lapse and shall be returned to the awarding agency.  Consequently, the 
District shall closely monitor grant spending throughout the grant cycle. 

 
 
 
2 C.F.R. 200.403-.406, 200.413(a)-(c), 200.430(a), 200.431(a) and 200.474(b) 

 
 
 

© NEOLA 2016 
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TIME AND EFFORT REPORTING 

 
 

As a recipient of Federal funds, the District shall comply with the Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards.  Section 200.430 of the Code of Federal Regulations requires certification of 

effort to document salary expenses charged directly or indirectly against 
Federally-sponsored projects.  This process is intended to verify that compensation for 
employment services, including salaries and wages, is allocable and properly 

expended, and that any variances from the budget are reconciled. 
 
Compensation for employment services includes all remuneration, paid currently or 
accrued, for services of employees rendered during the period of performance under 

the Federal award, including but not necessarily limited to wages and salaries.  
Compensation for personal services may also include fringe benefits, which are 
addressed in 2 C.F.R. 200.431 Compensation-fringe benefits.  Costs of compensation 

are allowable to the extent that they satisfy the specific requirements of these 
regulations, and that the total compensation for individual employees: 
 

 A. is reasonable for the services rendered, conforms to the District’s 
established written policy, and is consistently applied to both Federal 
and non-Federal activities; and 

  
 B. follows an appointment made in accordance with the District’s 

written policies and meets the requirements of Federal statute, where 

applicable. 
 
Time and Effort Reports 
 

Unless specifically authorized by the Department of Public Education (pass-through 
entity) all salaries and wages charged to Federally-sponsored projects must be based 
on records (time and effort reports) that accurately reflect the work performed by the 

employee.  A time and effort report is required regardless of whether such time is paid 
by a Federally-sponsored agreement, a private foundation, or is an unpaid 
contribution, i.e. cost share match.  Committed cost sharing, either voluntary or 

mandatory, must be included in effort reports. 
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The reports: 

 
 A. are supported by a system of internal controls which provide 

reasonable assurance that the charges are accurate, allowable, and 

properly allocated; 
  
 B. are incorporated into the official records of the District; 

  
 C. reasonably reflect the total activity for which the employee is 

compensated by the District, not exceeding 100% of the compensated 
activities; 

  
 D. encompass both Federally assisted and other activities compensated 

by the District on an integrated basis; 

  
 E. comply with the District’s established accounting policies and 

practices; 

  
 F. support the distribution of the employee’s salary or wages among 

specific activities or cost objectives if the employee works on more 

than one (1) Federal award; a Federal award and non-Federal award, 
an indirect cost activity and a direct cost activity, two (2) or more 
indirect activities which are allocated using different allocation bases, 

or an unallowable activity and a direct or indirect cost activity. 
 
The District will also follow any time and effort requirements imposed by the 
pass-through entity to the extent that they are more restrictive than the Federal 

requirements.  The Payroll Office is responsible for the distribution, collection, and 
retention of all employee effort reports.  Individually reported data will be made 
available only to authorized auditors. 

 
Reconciliations  
 

Budget estimates are not used as support for charges to Federal awards.  However, 
the District may use budget estimates for interim accounting purposes.  The system 
used by the District to establish budget estimates produces reasonable 

approximations of the activity actually performed.  Any significant changes in the 
corresponding work activity are identified by the District and entered into the 
District’s records in a timely manner. 
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The District’s internal controls include a process to review after-the-fact interim 

charges made to a Federal award based on budget estimates and ensure that all 
necessary adjustments are made so that the final amount charged to the Federal 
award is accurate, allowable, and properly allocated. 

 
 
 

Applicable Laws, Regulations, and Guidance 
2 C.F.R. 200.430, 200.431 
 
 

 
© NEOLA 2016 
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INVESTMENT INCOME 

 
 
The Board of Education authorizes the District Administrator or Business Manager 

to make investments of available monies from the funds of the District on a 
competitive basis in: 
 

 A. time deposits in any credit union, bank, savings bank, trust 
company, or savings and loan association which is authorized to 
transact business in the State, if the time deposits mature in not 

more than three (3) years; 
  
 B. bonds or securities issued or guaranteed as to principal and interest 

by the Federal government or by a commission, board, or other 
instrumentality of the Federal government; 

  

 C. bonds or securities of any county, city, drainage district, technical 
college district, village, town, or school district in the State; 

  
 D. other securities authorized by 66.0603; 

  
 E. the local government pooled-investment fund. 
 

The purpose of the investments is to maximize the returns on the District's cash 
balances consistent with safety of those monies and with the desired liquidity of the 
investments. 

 
Interest derived from an investment shall be deposited, except as otherwise provided 
by law, in the District's General Fund. 

 
 
 

25.50, 66.0603, 67.10, Wis. Stats. 
 
 
 

© NEOLA 2007 
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BORROWING 

 
 
Upon a two-thirds (2/3's) affirmative vote of the Board of Education, the Business 

Manager shall prepare the data and applications regarding the borrowing of funds 
needed for the immediate operation of the District.  Such borrowing shall be in 
accordance with the provisions of 67.12(8). 

 
Quotations shall be solicited for all short term loans which the Board has 
authorized.  Funds shall be borrowed from the responsible organization offering the 

most favorable terms, as approved by the Board. 
 
 

 
67.12, Wis. Stats. 

210



 
 

CONTINUING DISCLOSURE COMPLIANCE POLICY 

 

Introduction: 

This Continuing Disclosure Compliance Policy (the “Policy”) sets forth policies of the 
School District of New Glarus, Wisconsin (the “Issuer”) designed to ensure that the 
Issuer complies in all material respects with any and all continuing disclosure 
certificates and agreements ("Continuing Disclosure Agreements") entered into in 

connection with the Issuer's outstanding municipal bonds and notes. This Policy is also 
intended to ensure that the Official Statement for any new bond or note offering by the 
Issuer properly describes the Issuer's prior compliance (within the five years prior to 

any such Official Statement) with such Continuing Disclosure Agreements. This policy 
authorizes and incorporates the attached Procedures Regarding Continuing Disclosure 
Compliance. 

 
Statement of Purpose: 

 

This Policy is intended to help ensure that the Issuer complies with Rule 15c2-12 
("Rule 15c2- 12") promulgated by the U.S. Securities and Exchange Commission under 
the Securities Exchange Act of 1934. Rule 15c2-12 requires an underwriter in an 

offering of municipal securities to determine that the issuer of the bonds or notes has 
undertaken, pursuant to a written Continuing Disclosure Agreement, to provide 
financial information –– including the issuer's financial statements, certain financial 

and operating data, and notice of the occurrence of certain events –– on a continuing 
basis while the bonds or notes are outstanding. Rule 15c2-12 further requires that 
Official Statements used to offer bonds or notes to investors must describe any 

instances in the previous five years (from the date of the Official Statement) in which 
the issuer failed to comply, in all material respects, with its prior Continuing 
Disclosure Agreements. 

 
The Issuer recognizes that compliance with Rule 15c2-12 is required during the entire 

term the related bonds or notes are outstanding, and takes on additional importance 
when an Official Statement of the Issuer is prepared in connection with a new offering 
of bonds or notes subject to Rule 15c2-12. Accordingly, the administration and 

implementation of the Policy and the accompanying Procedures will require ongoing 
monitoring and ongoing consultation with the Issuer's dissemination agent, counsel, 
and other agents, as applicable. 

 

Accompanying Procedures: 

 

The attached Procedures Regarding Continuing Disclosure Compliance are hereby 
authorized. The Compliance Officer (identified in the Procedures) is authorized to 
amend and update the Procedures as the Compliance Officer deems necessary to 

achieve the purposes of this Policy. Such procedures are incorporated herein in such 
form as the same may be updated and amended from time to time. 
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PROCEDURES REGARDING CONTINUING DISCLOSURE COMPLIANCE 

 

 

Introduction: 

These Procedures Regarding Continuing Disclosure Compliance (the "Procedures") 

set forth specific procedures of the School District of New Glarus, Wisconsin (the 
"Issuer") designed to ensure that the Issuer complies in all material respects with 
any and all continuing disclosure certificate and agreements ("Continuing 

Disclosure Agreements") existing in connection with the Issuer's outstanding 
municipal bonds and notes. These Procedures are also intended to ensure that the 
Official Statement for any new bond or note offering by the Issuer accurately and 

completely describes the Issuer's prior compliance with its Continuing Disclosure 
Agreements. 

 

Compliance Officer: 

 
The Issuer's Business Manager ("Compliance Officer") is designated as the 
individual responsible for administering and carrying out these Procedures. The 

Compliance Officer may coordinate with staff, and may engage a dissemination 
agent, counsel, and/or other professionals to assist in discharging the Compliance 
Officer's duties under these Procedures as the Compliance Officer deems 

necessary. 

 
Compliance with Outstanding Continuing Disclosure Agreements: 

 
1. Compilation of Currently Effective Continuing Disclosure 

Agreements 

 

The Compliance Officer shall compile and maintain a set of all currently 
effective Continuing Disclosure Agreements of the Issuer. Such agreements are 
included in the transcript of proceedings for the Issuer's respective bond or note 

issue. Continuing Disclosure Agreements are "Currently Effective" for purposes of 
these Procedures (and hence shall be included in the set of Currently Effective 
Continuing Disclosure Agreements) for so long as the bonds or notes to which they 

relate are outstanding. As bonds are notes are completely repaid or redeemed, the 
Compliance Officer shall remove the related continuing disclosure agreements 
from the set of Currently Effective Continuing Disclosure Agreements. 

 
2. Annual Review and Annual Reporting Requirements 

 

The Compliance Officer shall ensure that all necessary financial statements, 
financial information and operating data is filed in the manner and by the filing 

212



policy 

 
 

BOARD OF EDUCATION FINANCES 
SCHOOL DISTRICT OF NEW GLARUS 6146.01/page 3 of 5 
dates set forth in the Currently Effective Continuing Disclosure Agreements. The 

Compliance Officer shall review the set of Currently Effective Continuing 
Disclosure Agreements annually, prior to each annual filing, keeping in mind: 

 

 The financial information and operating data required to be reported 

under a particular Continuing Disclosure Agreement may differ from 

the financial information and operating data required to be reported 
under another Continuing Disclosure Agreement; and 

 

 The timing requirements for reporting under a particular Continuing 

Disclosure Agreement may differ from the timing requirements for 

filing under another Continuing Disclosure Agreement. 

 

3. Calendar; EMMA Notification System 

 
The Compliance Officer shall keep a calendar of all pertinent filing dates 

required under the Issuer's Currently Effective Continuing Disclosure Agreements. 

The Compliance Officer shall also subscribe to notification services made available 
through the EMMA system. 

 

4. Annual Review of Prior Filings 

 
As part of the annual review process, the Compliance Officer shall also 

review prior filings made within the past five years subsequent to the last such 

review of prior filings. If the Compliance Officer discovers any late or missing 
filings, the Compliance Officer (after discussing the circumstances with the 
Issuer's dissemination agent, counsel or other agents as necessary) shall "remedy" 

such prior failures by ensuring that the missing information is filed. 

 
5. Monitoring of Material Events 

 
The Compliance Officer shall monitor the occurrence of any of the following 

events and/or other events set forth in the Currently Effective Continuing 

Disclosure Agreements and shall provide notice of the same in the required 
manner and by the relevant reporting deadline (likely within 10 days of the 
occurrence): 

 

 Principal and interest payment delinquencies; 

 

 Non-payment related defaults, if material; 
 

 Unscheduled draws on debt service reserves reflecting financial 
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difficulties; 

 

 Unscheduled draws on credit enhancements reflecting financial 

difficulties; 
 

 Substitution of credit or liquidity providers, or their failure to 

perform; 

 

 Adverse tax opinions, the issuance by the Internal Revenue 

Service of proposed or final determinations of taxability, Notices of 
Proposed Issue (IRS Form 5701-TEB)  or other material notices or 

determinations with respect to the tax status of the  Issuer's 
bonds or notes, or other material events affecting the tax status of 
the Issuer's bonds or notes; 

 

 Modification to rights of holders of the Issuer's bonds or notes, if 

material; 

 

 Calls of the Issuer's bonds or notes, if material, and tender offers; 

 

 Defeasances of the Issuer's bonds or notes; 

 

 Release, substitution or sale of property securing repayment of 

the Issuer's bonds or notes, if material; 

 

 Rating changes; 

 

 Bankruptcy, insolvency, receivership or similar event of the Issuer; 

 

 The consummation of a merger, consolidation, or acquisition 
involving the Issuer or the sale of all or substantially all of the 
assets of the Issuer, other than in the ordinary course of 

business, the entry into a definitive agreement to undertake such 
an action or the termination of a definitive agreement relating to 
any such actions, other than pursuant to its terms, if material; 

and 

 

 Appointment of a successor or additional trustee or the change of 

name of a trustee, if material. 
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6. Review of Official Statements 

 
The Compliance Officer shall review drafts of any Official Statement for a 

new offering or bonds or notes, with assistance from its dissemination agent, 

counsel or other agents of the Issuer as necessary, and shall determine that the 
Official Statement accurately and completely describes the Issuer's  continuing 
disclosure compliance history within the five years prior to the date of the 

respective Official Statement. This compliance review is not meant to limit the 
Issuer's other reviews of or diligence procedures relating to its Official Statements. 

 
7. Municipalities Continuing Disclosure Cooperative Initiative 

 
If the Issuer has previously reported to the Division of Enforcement (the 

"Division") of the U.S. Securities and Exchange Commission (the "Commission") 

under the Municipalities Continuing  Disclosure Cooperative Initiative (the "MCDC 
Initiative") and if the Division recommended enforcement proceedings and 
settlement terms in that connection, then the Compliance Officer shall also be 

responsible, with assistance from its dissemination agent, counsel, and/or other 
agents of the Issuer, for implementing the undertakings required by such 
settlement. A list of these "undertakings" is set forth in the Division's 
announcement describing the MCDC Initiative:  

 
http://www.sec.gov/divisions/enforce/municipalities-continuing-disclosure-
cooperation-initiative.shtml. 

 

8. Record Retention 

 
The Compliance Officer shall retain documentation evidencing the Issuer's 

annual reviews and its reviews of Official Statements in connection with new 
offerings as set forth above. This Issuer shall  retain this documentation, for each 

Continuing Disclosure Agreement, for the period that the related  bonds or notes  
are outstanding. 

 

9. Annual Review Checklist 

 
The Compliance Officer may (or may not) choose to use an Annual Review 

Checklist to assist in implementing these Procedures. 
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POST ISSUANCE TAX EXEMPT BOND COMPLIANCE 

 

 
The Board of Education may from time to time issue bonds and other obligations.  
These interests are excludable from gross income for Federal income tax purposes or 

are excludable from interest that is paid in whole or in part by the Federal 
government or which bonds otherwise enjoy certain preferential treatment under the 
Internal Revenue Code of 1986, as amended, (the “code”) or regulations promulgated 

implementing the Code (the “regulations”). The Board adopts this policy to ensure 
that proper procedures are followed to protect the tax-favored status of each bond 
issue. 

 
The general purpose of the policies set forth herein is to ensure compliance with 
post-issuance Federal tax requirements generally falling into the following two 

categories: 
 
 A. Qualified Use of Proceeds and Financed Property 
  

 Qualified use requirements generally require monitoring of the 
various direct and indirect uses of bond-financed property over the 
life of the bonds and calculations of the percentage of nonqualified 

uses. 
  
 B. Arbitrage Yield and Rebate 

  
 Arbitrage requirements also require monitoring over the life of the 

bonds to determine whether the yield on investments acquired with 

bond proceeds are properly restricted and the district must file 
Form 8038-T to pay a yield reduction payment and/or rebate 
payment. 
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Responsible Official 
 

The Board designates the Business Manager as the Bond Compliance Officer with 
primary responsibility in post-issuance compliance.  The compliance officer is 
authorized to obtain the assistance of the following in carrying out necessary 

functions under this policy: 
 
 A. Bond Counsel – the District’s legal counsel that assists in the bond 

issuance 
  
 B. External Financial Advisors – the District’s accounting firm or other 

financial advisor 
  
 C. Bond Paying Agent/Trustee 

  
 D. Rebate Analyst 
 
All personnel that are responsible for ensuring post-issuance compliance with the 

tax rules must receive training or educational resources, as determined appropriate 
by the Bond Compliance Officer. 
 

Post-Issuance Duties 
 
The Bond Compliance Officer will engage in a detailed review of post-issuance tax 

compliance with the tax rules to identify instances of noncompliance and prevent 
violations from occurring, or timely correct identified violations, if possible.  When 
failures to comply with post-issuance compliance requirements are identified, the 

Bond Compliance Officer will promptly consult with bond counsel to determine if 
remedial action is available, or if some other action is required. 
 

Private Use 
 
Bond-financed projects are subject to rules and limitations on private use.  Private 
use includes non-governmental activity through leases, management agreements, 

research agreements, and other type of activity in which a non-governmental entity 
obtains a benefit or interest in the bond-financed project beyond that normally 
provided to the public.  In the event such special usage is contemplated, the Bond 

Compliance Officer must assure compliance with applicable tax regulations. 
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Use of Bond Proceeds 
 

The Bond Compliance Officer shall assure that bond funds are used for the purpose 
for which the bond issue is authorized and that any project with a combination of 
authorized expenses from bond proceeds and other funds, result in expenses paid 

for with bond proceeds that are clearly identified and properly recorded. 
 
The Bond Compliance Officer must assure that investment activities are conducted 

at fair market value, and may employ bidding procedure to establish a safe harbor.  
The Bond Compliance Officer shall be aware of any yield restrictions on any bond 
issue and monitor such.  In the event that reimbursement is required, the Bond 

Compliance Officer shall work with the District’s advisors to complete and record 
those transactions and to assure proper filings with the IRS. 
 

Recordkeeping Requirements 
 
The Bond Compliance Officer is responsible for the maintenance of records relating 
to the bond financings, and for the transfer of all such records to his/her successor.  

In the event that different persons are responsible for different aspects of compliance 
with the tax rules (for example, the investment of bond proceeds and expenditure of 
bond proceeds on projects), the Bond Compliance Officer will assure coordination 

with all involved and retention of complete records.  The following records, as 
applicable, shall be retained: 
 

 A. audited financial statements of the School District throughout the 
period of the bond issue 

  

 B. appraisals, surveys, and studies pertaining to the facilities financed 
with the proceeds of bonds, as well as any and all contracts entered 
into for the construction, renovation or purchase of bond-financed 

facilities 
  
 C. all public discourse concerning the bonds, including informative 

materials distributed by the District, as well as other publications, 

such as third party studies, newspaper articles, etc. 
  
 D. paying Agent or trustee statements 
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 E. all records regarding the management of bond funds, including  

investments and the gains (or losses) from such investments; and 

including specifically trustee statements regarding investments, 
investment contracts, or other such instruments 

   

 F. Board resolutions authorizing reimbursement of bond funds or 
earned interest, and accounting of any such disbursements 

  

 G. ledger of bond expenditures (including costs of issuance) and the 
dates and amounts of such expenditures (including requisitions, 
draw schedules, draw requests, invoices, bills and cancelled checks 

with respect to such expenditures) 
  
 H. records of the sale of any bond-financed facilities, including Board 

resolutions, sales documents, and accounting of proceeds from such 
sale 

  
 I. record of any private business uses of bond-financed facilities after 

the issue, including leases and subleases, licenses, management 
contracts, research contracts, naming rights agreements or other 
arrangements which provide special legal entitlements to 

nongovernmental persons or entities 
  
 J. arbitrage rebate reports and records of rebate and yield reduction 

payments, if any 
  
 K. resolutions or minutes of Board meetings at which any action was 

taken by the Board pertaining to the bond issue or subsequent 
treatment, including any formal elections under the Code or 
Regulations 

  
 L. copies of each Form 8038-T and Form 8038-R filed with the IRS and 

any other forms or documents filed with the IRS, and 
  

 M. any other documents or Board minutes regarding the Bond issue, 
financing, facilities, investments, reimbursements, governmental 
review reports, etc. 
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Recordkeeping Requirements 
 

The Bond Compliance Officer is responsible for the maintenance of records relating 
to the bond financings and for the transfer of all such records to his/her successor.  
In the event that different persons are responsible for different aspects of compliance 

with the tax rules (for example, the investment of bond proceeds and expenditure of 
bond proceeds on projects), the Bond Compliance Officer will assure coordination 
with all involved and retention of complete records. 

 
Records of appraisals, surveys, and studies pertaining to the facilities financed with 
the proceeds of bonds, as well as any and all contracts entered into for the 

construction, renovation or purchase of bond-financed facilities, as applicable, shall 
be retained. 
 

 
 
© NEOLA 2014 
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TUITION INCOME 

 
 
The Board of Education shall assess tuition for attendance in District schools by 

students who are not entitled to receive a free, public education in this District and 
whose enrollment has been approved by the District Administrator. 
 

Tuition rates shall be determined in accordance with 121.83 and reviewed annually 
by the Board.  Rates shall represent the cost per student membership within the 
limits established by law.  Rates will be available before the beginning of the school 

year or before the student's attendance commences.  Charges shall be the maximum 
permitted by law. 
 

The Business Manager shall be responsible for the assessment and collection of 
tuition.  Tuition billing may be assessed daily in advance of the period for which the 
billing is made. 

 
 
 
121.75 et seq., Wis. Stats. 
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STUDENT FEES, FINES, AND CHARGES 

 
The District may charge student fees for certain activities, courses, and services that 
may require additional funding and may assess fines when school property is 

damaged or loss.  
 
Student fees shall be reviewed annually by the Budget and Finance Committee in 

May. The Board will approve student fees by June 30th. Fee schedules shall be 
consistent with state and federal laws and regulations. 
 

The Board of Education may levy certain charges to students to facilitate the 
utilization of adequate, appropriate learning materials used in the course of 
instruction.  A charge shall not exceed the combined cost of the material used, 

freight and/or handling charges, and nominal add-on for loss.  Money received from 
resale of such material shall be returned to the Business Manager with an accurate 
accounting of all transactions. 

 
Student fees for athletics, clubs, yearbook, locks, and parking are non-refundable.  
 
The following fees are refundable under specific conditions: athletic and club fees if 

the student drops the sport/club prior to the second week of the season; and resale 
or course fees within the first week of the start of the course.  
 

An automatic waiver of textbook rental fee, athletic user fee, club user fee, music 
instrument rental fee (if District-owned instrument is issued), and required material 
fee (not including resale) shall be granted to all students who have been approved by 

the District for free meals. The above fees will automatically be reduced by 50% for 
students who have been approved by the District for reduced meals.  
 

A parent/guardian who is unable to pay the full amount of student fees may request 
relief in the form of a payment plan, a reduction or waiver of eligible fees for their 
child(ren). The request shall be submitted in writing to the Principal. To determine 

the ability to pay fees, the Principal shall consider factors that include, but are not 
limited to, recent job loss, recent divorce, or other family hardships. 
 
This policy and the established fees apply to all students attending the District, 

including open enrollment and tuition students. Part time open enrollment students 
will pay a prorated general fee. 
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Fines 
 
When school property, equipment, or supplies are damaged, lost, or taken by a 

student, a fine will be assessed.  The fine will be reasonable, seeking only to 
compensate the school for the expense or loss incurred. 
 

The late return of borrowed books or materials from the school libraries will be 
subject to appropriate fines. 
 

Items, such as fine, yearbook fees, and student parking, are not eligible for waiver or 
reduction. 
 

Any fees or fines collected by members of the staff are to be turned into the Business 
Office within twenty-four (24) hours after collection. 
 

In the event the above course of action does not result in the fee being collected, the 
Board authorizes the Business Manager to take the student and/or his/her parents 
to Small Claims Court for collection. 
 

Nothing in this policy restricts the right of access of a parent or student to school 
records or to receive copies of such records, as required by Federal and State laws. 
 

 
 
© NEOLA 2015 
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BUDGET PREPARATION 

 
 
The District's operation and educational plan is reflected in its budgets.  Each year, 

the Board of Education will cause to have prepared and then review and approve the 
District budget. 
 

Each budget shall be designed to carry out District operations in a thorough and 
efficient manner, maintain District facilities properly, and honor continuing 
obligations of the Board. 

 
The Board will propose and adopt a budget for the District annually and present it 
to the public at the Budget Hearing and Annual Meeting.  Final adjustments to the 

levy and budget will be adopted by the Board prior to November 1st. 
 
Adjustments to the budget, with the exception of the tax levy, can be made at any 

time by the Board by a 2/3 majority vote of the Board at a regular or special 
meeting. 
 
 

 
65.90, Wis. Stats. 
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BUDGET HEARING 

 
 
The annual budget adopted by the Board of Education represents the Board's 

position on the allocation of resources required to operate an appropriate system of 
education.  All reasonable means shall be employed by the Board to present and 
explain that position to all interested parties.  A public budget hearing will be 

conducted at the annual meeting. 
 
The report will include: 

 
 A. receipts and expenditures of the School District since the last 

annual meeting; 

  
 B. the current fund balance of the School District; 
  

 C. the amount of the deficit and the bills payable to the School District; 
  
 D. the budget summary required under s. 65.90 of the Wisconsin 

Statutes. 

 
 E. the amount in the trust established pursuant to Section 66.0603 

(lm) (b) 3. of the Wisconsin Statutes, the investment return earned 

by the trust since the last annual meeting, the total of 
disbursements made from the trust since the last annual meeting, 
and the name of the investment manager if the investment authority 

has been delegated. 
 
Each member of the Board and each District Administrator shall be sufficiently 

acquainted with the budget and its underlying purposes to answer questions from 
members of the public. 
 

A simplified form of the budget may be prepared annually and may be sent to 
appropriate parties and distributed to each person attending the annual budget 
hearing. 
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A simplified budget may include the expenditure in each major category of current 
expense for the current year and the coming year and a summary of anticipated 

receipts as well as a brief explanation of significant increases and decreases from the 
preceding budget. 
 

The final budget approved by the Board shall be made available to the public in the 
form and places as required by law. 
 

 
 
65.980, Wis. Stats. 

120.11(3), Wis. Stats. (for common or union high districts only) 
 
 

 
© NEOLA 2014 
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BUDGET IMPLEMENTATION 

 
 
The Board of Education places the responsibility of administering the budget, once 

adopted, with the District Administrator and Business Manager. 
 
The District Administrator and Business Manager are authorized to proceed with 

making financial commitments, purchases, and other expenditures within limits 
provided in the budget, limitations stated in Board policies, and within legal 
authority expressed in State statutes. 

 
Appropriate financial reports and budget comparison reports shall be submitted 
monthly to the Board to keep members informed as to the status of the budget and 

overall financial condition of the District.   
 
If, during the fiscal year, it appears to the Business Manager that actual revenues 

are less than estimated revenues, including the available equity upon which the 
appropriations from the fund were based, the District Administrator shall present to 
the Board recommended amendments to the budget that will prevent expenditures 
from exceeding revenues.  S/He shall ensure that such recommendations shall be in 

accordance with requirements of the law.  Budget amendments must be approved by 
a two-thirds vote of the full Board. 
 

 
 
66.0607(7), 120.11(4) Wis. Stats. 

 
 
 

© NEOLA 2012 
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FUND BALANCE 

 
The Board of Education recognizes the need to maintain an operating reserve in the 
general fund for the following purposes: 

 Hold adequate working capital to meet cash flow needs during the fiscal year 

 Reduce the need for short term borrowing 

 Serve as a safeguard for unanticipated expenses of the District 

 Show fiscal responsibility to maintain a high credit rating which will help 

reduce future borrowing costs 
 

The Board of Education places the responsibility of administering the budget, once 
adopted, with the District Administrator.  The District Administrator shall monitor 
the Fund 10 fund balance and shall report the balance to the Board at the end of 
each budget year.    Any under-budgeted account balances in a given fiscal year will 

be added to the District fund balance.  The District will maintain a general fund 
balance at a minimum of 15% of operational expenses.  If the District, as of June 
month-end of a given fiscal year, shows an operating fund balance below 15% of the 

subsequent year budget, the Board will take proactive actions to raise the District 
fund balance to 15%. 
 

Fund balances will be reported in the categories established by the Government 
Accounting Standards Board Statement 54 (GASB 54) and in consultation with 
District auditors.  The Board will impose constraints on any funds placed in the 

committed and assigned classifications through consultation with the District’s 
auditor.  The applicable categories for fund balance designations are: 
 

 A. Nonspendable Fund Balance 
  
 B. Restricted Fund Balance 
  

 C. Committed Fund Balance 
  
 D. Assigned Fund Balance 

  
 E. Unassigned Fund Balance 
 

Government Accounting Standards Board Statement 54 
 
© NEOLA 2011 
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PURCHASING 

 
 
Procurement of all supplies, materials, equipment, and services paid for from 

District funds shall be made in accordance with all applicable Federal and State 
statutes, Board policies, and administrative guidelines.  Standards of conduct 
covering conflicts of interest and governing the actions of its employees engaged in 

the selection, award, and administration of contracts are established in Policy 1130, 
Policy 3230, and Policy 4230 – Conflict of Interest. 
 

I. General Guidelines - Procurement  
A. Except as otherwise provided by Board policy, all purchases of goods, 

services, and equipment for which the District will be responsible for payment 

must be on official purchase orders, properly signed and executed. Credit 
cards may be used under the procedures established by the Business 
Manager. Staff may directly purchase goods and equipment under the 

procedures established by the business manager.  
 

B. Purchasing thresholds for staff:  

   From $500 - $1,000: requires Principal approval.  

 From $1001 – $2,500: requires either District Administrator or 

Business Manager approval.  

 From $2,501 - $9,999: requires both District Administrator and 

Business Manager approval.  

 From $10,000 and above: requires Board approval prior to 

expenses being incurred.  

 
C. Given equality of service, quality, delivery and price, the District shall 

purchase, whenever possible, from local suppliers and services. The employee 
shall not feel bound to purchase any item locally that can be secured at a 

savings from outside vendors.  
 

D. Use of "Resale" account within the District budget shall not be used as 

competition for area businesses. 
 

All procurement transactions shall be conducted in a manner that encourages full 

and open competition and in accordance with good administrative practice and 
sound business judgment. 
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It is the policy of the Board of Education that the District Administrator seek at least 
three (3) price quotations on purchases of more than $10,000 for a single item, 
except in cases of emergency or when the materials purchased are of such a nature 
that price negotiations would not result in a savings to the District. 

 
Competitive Bids 
 

Purchase of and contract for projects will be subject to a competitive bid process as 
and when required by law. 
 

Bids are not required for: 
 
 A. Instructional textbooks, books, tapes, films, workbooks, educational 

kits, periodicals, and technology equipment, peripherals, and 
software. 

 

 B. Replacement parts for existing equipment where the value of the 
replacement parts are estimated to be less than fifty percent (50%) 
of the total present value of the equipment. 

 

 C. Cooperative Educational Service Agency (CESA) and other 
intergovernmental contracts. 

 

 D. Used equipment (including demonstrators) where a definite cost 
advantage can be demonstrated. 
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 E. Specific computer equipment only after system analysis has 
demonstrated its unique need. 

 
 F. Material that can be purchased from only one vendor. 

 
 G. Architectural services, attorney services, and personal service 

contracts. 

 
H. Professional services contracts/agreements 

 

Bids are not required when a purchase is made using the current state of Wisconsin 
competitive bid price for items including, but not limited to:  computers, copiers and 
vehicles.   

 
Bids shall be sealed and shall be opened by the Business Manager in the presence of 
at least one (1) witness.  A bidder may be required to submit a sworn statement 

regarding: 
 
 A. financial ability to complete the contract, including the posting of a 

bond where appropriate or required; 

  
 B. nature and quality of equipment to be used in performing the 

contract; 

  
 C. experience and past performance in performing the contract; 
  

 D. such other information the District deems relevant to the protection 
and welfare of the public in the performance of the contract or that 
are required by applicable law. 

 
Such statements shall be delivered to the District no later than five (5) days prior to 
the bid opening, or as directed by the applicable RFP, and shall be kept confidential 

by the District, except upon the written order of the person submitting the 
statement or on behalf of whom the statement is submitted, for the necessary use by 
the District in qualifying the person/bidder or the District.  The statements shall be 
reviewed and the bidder notified if it is qualified to submit a bid. 

 
The district reserves the right to reject any or all formal bids or informal quotations, 
to waive technicalities, to make adjustments in specifications or quantities and/or to 

make selections based on the best interests of the District. 
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Purchasing Items with Federal Grant Funds 
 

When purchasing items with Federal funds a District shall: 
 
 A. give consideration to whether separating or combining purchases 

will provide for a more cost-effective approach to avoid acquisition of 
unnecessary or duplicative items; 

  

 B. where appropriate, conduct an analysis of lease versus purchase 
options and the most economical and beneficial method shall be 
pursued; 

  
 C. conduct an evaluation of the availability and feasibility of entering 

into inter-governmental agreements to procure the goods or services 

required on a shared basis; 
  
 D. in the case of a time and material contract, make a determination 

that no other arrangement is suitable and that the contract places a 

ceiling price that protects the District. 
 
The Board reserves the right to reject any and all bids. 

 
Cooperative Purchasing 
The Board of Education shall ensure the most competitive purchasing practices 

possible and hereby authorizes the administration to cooperate with the Cooperative 
Educational Service Agency (CESA) and State of Wisconsin in taking bids and letting 
contracts for cooperative purchasing.  

 
All other cooperative buying ventures will be submitted to the Board for approval 
and authorization will be on an individual basis. 

 
General Provisions 
 
The District Administrator is authorized to purchase all items within budget 

allocations. 
 
The District Administrator is authorized to make emergency purchases, without 

prior approval, of those goods and/or services needed to keep the schools in 
operation.  Such purchases shall be brought to the Board's attention at the next 
regular meeting. 
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Whenever storage facilities or other conditions make it impractical to receive total 
delivery at any one time, the total quantity to be shipped shall be made a part of the 
bid specifications. 
 

Employees may be held personally responsible for anything purchased without a 
properly signed purchase order or authorization. 
 

The Board may acquire office equipment by lease, installment payments, 
lease-purchase agreements, or by lease with an option to purchase, provided the 
contract sets forth the specific terms, including price, of such a purchase. 

 
Debarred Contractors Excluded 
 

The District shall not award any contract, agreement or subcontract for goods or 
services to any party that has been suspended or debarred from receiving contracts 
or subcontracts by the Federal Acquisition Regulations (FAR). 

 
For any contract or subcontract with a value in excess of $25,000, the District shall 
include a provision in the contract or as a condition of any subcontract award that 
the contracting party attest that it is not at the time of contracting a suspended or 

debarred party under the Federal Acquisition Regulations and that, if at any time 
during performance of the services or delivery of goods in the applicable contract, 
said contractor or subcontractor should be identified as a suspended or debarred 

entity by the General Services Administration, the contractor or subcontractor shall 
immediately notify the District of that fact, which shall serve as sufficient grounds to 
terminate the contract as the District determines is appropriate. 

 
 
 

120.12(24), 66.0133, Wis. Stats. 
2 C.F.R. Section 200.213; 200.318 – 200.326 
48 C.F.R. Section 9.4 

 
 
 
© NEOLA 2015 
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PROCUREMENT – FEDERAL GRANTS/FUNDS 

 
 
Procurement of all supplies, materials, equipment, and services paid for from 

Federal funds including any District matching funds shall be made in accordance 
with all applicable Federal, State, and local statutes and/or regulations, the terms 
and conditions of the Federal grant, Board policies, and administrative procedures. 

 
The District Administrator shall maintain a procurement and contract 
administration system in accordance with the USDOE requirements 

(2 C.F.R. 200.317-.326) for the administration and management of Federal grants 
and federally-funded programs.  The District shall maintain a contract 
administration system that requires contractors to perform in accordance with the 

terms, conditions, and specifications of their contracts or purchase orders.  Except 
as otherwise noted, procurement transactions shall conform to the provisions of the 
District’s documented general purchasing policy. 

 
All District employees, officers, and agents who have purchasing authority shall 
abide by the standards of conduct covering conflicts of interest and governing the 
actions of its employees, officers, and agents engaged in the selection, award, and 

administration of contracts as established in Policy 1130, Policy 3230, and 
Policy 4230 – Conflict of Interest. 
 

The District will avoid acquisition of unnecessary or duplicative items.  Additionally, 
consideration shall be given to consolidating or breaking out procurements to obtain 
a more economical purchase and, where appropriate, an analysis shall be made of 

lease versus purchase alternatives, and any other appropriate analysis to determine 
the most economical approach.  These considerations are given as part of the 
process to determine the allowability of each purchase made with Federal funds. 

 
To foster greater economy and efficiency, the District may enter into State and local 
intergovernmental agreements where appropriate for procurement or use of common 

or shared goods and services. 
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Competition 
 

All procurement transactions shall be conducted in a manner that encourages full 
and open competition and in accordance with good administrative practice and 
sound business judgement.  In order to promote objective contractor performance 

and eliminate unfair competitive advantage, the District shall exclude any contractor 
that has developed or drafted specifications, requirements, statements of work, or 
invitations for bids or requests for proposals from competition for such 

procurements. 
 
Some of the situations considered to be restrictive of competition include, but are 

not limited to, the following: 
 
 A. unreasonable requirements on firms in order for them to qualify to 

do business 
  
 B. unnecessary experience and excessive bonding requirements 
  

 C. noncompetitive contracts to consultants that are on retainer 
contracts 

  

 D. organizational conflicts of interest 
  
 E specification of only a “brand name” product instead of allowing for 

an “or equal” product to be offered and describing the performance 
or other relevant requirements of the procurement 

  

 F. any arbitrary action in the procurement process 
 
Further, the District does not use statutorily or administratively imposed State, 

local, or tribal geographical preferences in the evaluation of bids or proposals, 
unless 1) an applicable Federal statute expressly mandates or encourages a 
geographic preference; or 2) the District is contracting for architectural and 

engineering services, in which case geographic location may be a selection criterion 
provided its application leaves an appropriate number of qualified firms, given the 
nature and size of the project, to compete for the contract. 
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To the extent that the District uses a pre-qualified list of persons, firms or products 
to acquire goods and services, the pre-qualified list includes enough qualified 

sources as to ensure maximum open and free competition.  The District allows 
vendors to apply for consideration to be placed on the list on a regular basis. 
 

Solicitation Language 
 
The District shall require that all solicitations incorporate a clear and accurate 

description of the technical requirements for the material, product, or service to be 
procured.  Such description shall not, in competitive procurements, contain features 
which unduly restrict competition.  The description may include a statement of the 

qualitative nature of the material, product or service to be procured and, when 
necessary, shall set forth those minimum essential characteristics and standards to 
which it shall conform if it is to satisfy its intended use.  Detailed product 

specifications should be avoided if at all possible. 
 
When it is impractical or uneconomical to make a clear and accurate description of 
the technical requirements, a “brand name or equivalent” description may be used 

as a means to define the performance or other salient requirements of procurement.  
The specific features of the named brand which shall be met by offers shall be 
clearly stated; and identify all requirements which the offerors shall fulfill and all 

other factors to be used in evaluating bids or proposals. 
 
The Board will not approve any expenditure for an unauthorized purchase or 

contract. 
 
Contract/Price Analysis 

 
The District shall perform a cost or price analysis in connection with every 
procurement action in excess of $150,000, including contract modifications.  A cost 

analysis generally means evaluating the separate cost elements that make up the 
total price, while a price analysis means evaluating the total price, without looking 
at the individual cost elements. 
 

The method and degree of analysis is dependent on the facts surrounding the 
particular procurement situation; however, the District shall come to an 
independent estimate prior to receiving bids or proposals. 
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When performing a cost analysis, the District shall negotiate profit as a separate 
element of the price.  To establish a fair and reasonable profit, consideration is given 

to the complexity of the work to be performed, the risk borne by the contractor, the 
contractor’s investment, the amount of subcontracting, the quality of its record of 
past performance, and industry profit rates in the surrounding geographical area for 

similar work. 
 
Time and Materials Contracts 

 
The District uses a time and materials type contract only 1) after a determination 
that no other contract is suitable; and 2) if the contract includes a ceiling price that 

the contractor exceeds at its own risk.  Time and materials type contract means a 
contract whose cost to the District is the sum of: the actual costs of materials, and 
direct labor hours charged at fixed hourly rates that reflect wages, general and 

administrative expenses, and profit. 
 
Since this formula generates an open-ended contract price, a time-and-materials 
contract provides no positive profit incentive to the contractor for cost control or 

labor efficiency.  Therefore, the District sets a ceiling price for each contract that the 
contractor exceeds at its own risk.  Further, the District shall assert a high degree of 
oversight in order to obtain reasonable assurance that the contractor is using 

efficient methods and effective cost controls. 
 
Suspension and Debarment 

 
The District will awards contracts only to responsible contractors possessing the 
ability to perform successfully under the terms and conditions of the proposed 

procurement.  All purchasing decisions shall be made in the best interests of the 
District and shall seek to obtain the maximum value for each dollar expended.  
When making a purchasing decision, the District shall consider such factors as 

1) contractor integrity; 2) compliance with public policy; 3) record of past 
performance; and 4) financial and technical resources. 
 
The District Administrator shall have the authority to suspend or debar a 

person/corporation, for cause, from consideration or award of further contracts.  
The District is subject to and shall abide by the nonprocurement debarment and 
suspension regulations implementing Executive Orders 12549 and 12689, 

2 CFR Part 180. 
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Suspension is an action taken by the District that immediately prohibits a person 
from participating in covered transactions and transactions covered under the 

Federal Acquisition Regulation (48 C.F.R. Chapter 1) for a temporary period, pending 
completion of an agency investigation and any judicial or administrative proceedings 
that may ensue.  A person so excluded is suspended.  (2 C.F.R. Part 180 Subpart G) 

 
Debarment is an action taken by the District Administrator to exclude a person from 
participating in covered transactions and transactions covered under the Federal 

Acquisition Regulation (48 C.F.R. Chapter 1).  A person so excluded is debarred.  
(2 C.F.R. Part 180 Subpart H) 
 

The District shall not subcontract with or award subgrants to any person or 
company who is debarred or suspended.  For contracts over $25,000, the District 
shall confirm that the vendor is not debarred or suspended by either checking the 

Federal government’s System for Award Management, which maintains a list of such 
debarred or suspended vendors at www.sam.gov; collecting a certification from the 
vendor; or adding a clause or condition to the covered transaction with that vendor.  
(2 C.F.R. Part 180 Subpart C) 

 
Bid Protest 
 

The District maintains the following protest procedures to handle and resolve 
disputes relating to procurements and, in all instances, discloses information 
regarding the protest to the awarding agency. 

 
A bidder who wishes to file a bid protest shall file such notice and follow procedures 
prescribed by the Request For Proposals (RFPs) or the individual bid specifications 

package, for resolution.  Bid protests shall be filed in writing with the Office of the 
District Administrator within seventy-two (72) hours of the opening of the bids in 
protest. 

 
Within five (5) days of receipt of a protest, the District Administrator shall review the 
protest as submitted and render a decision regarding the merits of the protest and 
any impact on the acceptance and rejection of bids submitted.  Notice of the filing of 

a bid protest shall be communicated to the Board and shall be so noted in any 
subsequent recommendation for the acceptance of bids and awarding of contracts. 
 

Failure to file a notice of intent to protest, or failure to file a formal written protest 
within the time prescribed, shall constitute a waiver of proceedings. 
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Maintenance of Procurement Records 
 

The District maintains records sufficient to detail the history of all procurements.  
These records will include, but are not necessarily limited to the following: rationale 
for the method of procurement, selection of contract type, contractor selection or 

rejection, and the basis for the contract price (including a cost or price analysis). 
 
 

 
Applicable laws and regulations 
2 C.F.R. 200.317 - .326 

 
 
 

© NEOLA 2016 
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LEASING SCHOOL PROPERTY 

 
 
The Board of Education is authorized to lease for a term exceeding fifteen (15) years 

school sites, building, and equipment, not needed for school purposes to any person 
for any lawful use at a reasonable rental fee if approved at an annual or special 
school district meeting.  Lease agreements entered into, modified or extended before 

April 17, 2004, may not exceed fifteen (15) years. 
 
 

 
120.13(25) Wis. Stats. 
 

 
 
© NEOLA 2006 
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PREVAILING WAGE COORDINATOR 

 
 
It is the purpose of this policy to comply with State and Federal regulations 

concerning prevailing wage rate. 
 
The Department of Workforce Development (DWD) will determine the prevailing wage 

rate in the locality where the work is to be performed. 
 
The District Administrator shall designate a Prevailing Wage Coordinator for this 

District. 
 
The Prevailing Wage Coordinator will submit to the District Administrator, for Board 

of Education approval, procedures for monitoring compliance with prevailing wage 
laws.  S/He will request the Department of Workforce Development (DWD) to 
establish the prevailing wage rate in this District for school construction or 

renovation projects.  A schedule of those wages must be attached to the 
specifications for the work, and printed on any bidding blanks.  A copy of the 
bidding blank must be filed with the Department prior to the award of any contract.  
Thereafter, any contract that is awarded must include a provision that each laborer, 

workman, or mechanic employed by the contractor will be paid at a rate not less 
than the prevailing wage rate.  On the first pay date, the contractors and 
subcontractors must provide each employee with written notification of his/her job 

classification and the prevailing wage rate for his/her job classification. 
 
 

 
66.29, 66.293 Wis. Stats. 
 

 
 
© NEOLA 2012 
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PURCHASING CARDS 

 
 

The Board of Education recognizes that bank credit cards (“purchasing cards”) offer 
an alternative to existing procurement processes and provide a convenient, efficient 
method of purchasing minor goods and services with a value of less than $10,000 

unless authorized by the Business Manager or District Administrator.  Employees 
authorized by the Business Manager may use purchasing cards only for school-
related purposes in accordance with this policy and any related administrative 

guidelines.  Purchasing cards shall not be used to circumvent the general 
purchasing procedures required by law and Board policy. 
 

All approved cardholders must agree to abide by purchasing card procedures and 
regulations set forth in this policy and related administrative guidelines.  All 
transactions must be made by the individual to whom the card is issued.  To combat 
potential fraud, any employee that is issued a purchasing card must review all 

statements received within a reasonable period of time after receipt to assure that all 
purchases are ones that the employee made. 
 

Purchasing card providers shall be provided no individual cardholder information 
(e.g., credit records or social security numbers) other than the individual 
cardholder’s work address. 

 
The Business Manager shall conduct independent regular reviews of each 
cardholder’s activity to verify that the purchasing card is being used in accordance 

with this policy and administrative guidelines.   
 
Cardholders must use common sense and good judgment when using school 

resources.  This policy and related administrative guidelines cannot cover every 
issue, exception, or contingency that may arise during the cardholder’s use of the 
purchasing card. 
 

Cardholders will immediately surrender their cards upon request of their supervisor 
or Business Manager for administrative reasons, and shall surrender their cards 
upon separation from employment. 

 
The purchasing card may never be used for alcohol, personal items or services, nor 
is the personal gain of credit card rewards such as bonus points, frequent flyer 

miles, or any other affinity program reward permitted under any circumstances. 
 
Inappropriate or illegal use of the credit card and/or failure to strictly comply with 

the limitations and requirements set forth in the administrative guidelines may 
result in a loss of credit card privileges, disciplinary action, up to and including 
termination, personal responsibility for any and all inappropriate charges, including  
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finance charges and interest assessed in connection with the purchase, and/or 
possible referral to law enforcement authorities for prosecution. 

 
 
 

© NEOLA 2015 

243



policy 

 
 

BOARD OF EDUCATION FINANCES 
SCHOOL DISTRICT OF NEW GLARUS 6440/page 1 of 1 
 

 
 

COOPERATIVE PURCHASING 

 
 
The Board of Education recognizes the advantages of centralized purchasing in that 

volume buying tends to maximize value for each dollar spent.  The Board, therefore, 
encourages the administration to seek advantages in savings that may accrue to this 
District through joint agreements for the purchase of supplies, equipment, or 

services with the governing body(ies) of other governmental units. 
 
The Board authorizes the Business Manager to negotiate such joint purchase 

agreements for services, supplies, and equipment which may be determined to be 
required from time to time by the Board and which the Board may otherwise lawfully 
purchase for itself, with governmental contracting units as may be appropriate in 

accordance with State law, the policies of this Board, and the dictates of sound 
purchasing procedures. 
 

Cooperative or joint purchases require an agreement approved by the Board and the 
participating contracting body(ies) which shall specify the categories of equipment 
and supplies to be purchased; the manner of advertising for bids and of awarding 
contracts; the method of payment by each participating party and such other 

matters as may be deemed necessary to carry out the purposes of the agreement.  
Such agreements are subject to all legal bidding requirements. 
 

 
 
Section 16.73 Wis. Stats. 

 
 
 

© NEOLA 2005 
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VENDOR RELATIONS 

 
 
The Board of Education shall not enter a contract knowingly with any supplier of 

goods or services to this District under which any Board member or officer, 
employee, or agent of this School District has any pecuniary or beneficial interest, 
direct or indirect, unless the person has not solicited the contract or participated in 

the negotiations leading up to the contract.  This prohibition shall not prevent any 
person from receiving royalties upon the sale of any textbook of which s/he is the 
author and which has been properly approved for use in the schools of this District. 

 
For the purpose of this policy "beneficial interest" shall be determined in accordance 
with 946.13. 

 
Board members and school personnel shall not accept any gifts or favors from 
vendors which might, in any way, influence their recommendations on the eventual 

purchase of equipment, supplies, or services. 
 
All sales persons, regardless of product, shall clear with the District Administrator's 
Office before contacting any teachers, students, or other personnel of the School 

District.  Purchasing personnel shall not show any favoritism to any vendor.  Each 
order shall be placed in accordance with policies of the Board on the basis of quality, 
price, and delivery with past service a factor if all other considerations are equal. 

 
 
 

118.12(2), 946.13, Wis. Stats. 
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PAYMENT OF CLAIMS 

 
 
The Board of Education directs the prompt payment of legitimate claims by 

suppliers of goods and services to the School District. 
 
Each bill or obligation of this Board must be itemized fully, and verified before a 

warrant can be drawn for its payment. 
 
When an invoice is received, the Business Manager shall verify that a voucher is 

submitted properly, that acceptable goods were received or satisfactory services 
rendered, that the expenditure is included in the Board's budget and funds are 
available for its payment, and that the amount of the invoice is correct.  Each 

verified claim is to be paid within thirty (30) days. 
 
All payments shall be submitted for Board review in the form of a listing that 

includes the vendor name; the number and amount of the check; and the 
description of the item. 
 
The Board recognizes that certain expenditures, such as utilities, payroll, obligations 

of the district for debt service, and contracted services of athletic officials and 
referees, require payment prior to Board approval and authorizes the Business 
Manager to make prompt payment. 

 
66.0607, 66.0135, Wis. Stats. 
 

 
 
© NEOLA 2006 
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PAYROLL AUTHORIZATION 

 
 
The most substantial payment of public funds for the operation of the School 

District is that which is made to the employees of the Board of Education for 
services rendered.  To ensure that each person so compensated is validly employed 
by this District and that the compensation remitted fairly represents the services 

rendered, this policy is promulgated. 
 
Employment of all District personnel whether by the year, term, month, week, day, 

or hour in contract, temporary, or substitute form must be approved by the Board 
except where authority to appoint certain personnel of the District has been 
delegated to the District Administrator. 

 
Each motion of the Board to employ or reemploy a staff member shall include the 
name of the individual, the position title, and the compensation to be paid. 

 
Eligible District personnel employed on a school year basis may voluntarily request 
payment over a twelve (12) month period for service performed during the school 
year, pursuant to 109.03, Wis. Stats.  Employees that wish to receive their 

compensation over a twelve (12) month period must complete the appropriate 
District form. 
 

 
 
109.03, Wis. Stats. 

 
 
 

© NEOLA 2011 
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PAYROLL DEDUCTIONS 

 
 
The Board of Education directs the District Administrator to ensure that deductions 

are made from an employee’s paycheck as required by law (e.g., State and Federal 
withholding and employment taxes). 
 

The Board declares its willingness to enter into an agreement with any of its 
employees whereby the employee agrees to take a reduction in salary with respect to 
amounts earned after the effective date of such agreement in return for the Board's 

agreement to use a corresponding amount to purchase an annuity for such 
employee (or group of employees desiring the same annuity company) from any 
company authorized to transact the business as specified in law in accordance with 

Section 403(b) of the Internal Revenue Code, and in accordance with the District's 
administrative guidelines.  However, it shall be clearly understood that the Board's 
only function shall be the deduction and remittance of employee funds. 

 
Said agreement shall comply with all of the provisions of law and may be terminated 
as said law provides upon notice in writing by either party.  Employees shall notify 
the District Administrator's Office in writing if they wish to participate in such a 

program. 
 
 

 
© NEOLA 2012 
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STUDENT ACTIVITY FUND MANAGEMENT 

 
All funds raised by student classes, clubs or organizations shall be under the control 

of the District and shall be managed in accordance with sound budgetary and 
accounting procedures.  The student activity fund shall be audited in the same 
manner as regular school funds. The District will not maintain a student activity 

fund for Booster clubs or other outside organizations.  The use of student activity 
funds is subject to the approval of the student organization and its advisor.  If the 
District solely determines the use of funds, it is not a student activity account and 

should be accounted for in a District fund.  All activities shall be on a self-sustaining 
basis. 
 

The Business Manager shall have responsibility and authority to implement all 
policies pertaining to student activity funds.   
 

The Principal of the school, as trustee, shall be directly responsible for the conduct 
of student financial activities in accordance with policies, rules, and procedures set 
forth by the state, District, and District Administrator or Business 
Manager/designee.  Fund raising for all student activities will be in accordance with 

Board Policies 5830 and 9700.  
 
The Principal must apply to the District Administrator or his/her designee, for 

approval to establish a new student organization fund.   
 
Each class, club or organization shall be assigned a faculty advisor who, under the 

direction of the Principal, will be responsible for the activities of the organization, 
including maintaining documentation and approval of all transactions.  A list of 
faculty advisors and club officers will be submitted to the Business Office by October 

1st of each year.  A brief description of the objectives and activities must accompany 
the annual list.   
 

The District prohibits the faculty advisors, employees, or students from using any 
student activity funds in a personal manner or for personal gain.  Funds are not to 
be used as any form of a loan, extension of credit, or compensation.  
Misappropriation of activity fund, which includes theft or any other misuse of funds, 

will result in discipline, up to and including suspension, expulsion, and/or 
termination, and may subject the faculty advisor, student, or employee to criminal 
consequences. 

 
Student activity funds shall be: 
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 Deposited in a discrete and separate account and not commingled with other 

District funds.  

 Accounted for in the Fund 60 Agency Fund and audited annually by an 

independent firm. 

 Supervised and managed at the building level by the Principal.  

 Monitored monthly by the class and club advisors and/or treasurers with a 

provided detailed statement of activity account transactions.   

 Not dependent upon subsidy from general District funds.  

 Invested in interest bearing accounts by the Business Manager. Interest 

received from investments shall be used for the purchase of supplies 
necessary to maintain the fund. 

 

Each student activity organization shall keep accurate financial records that can be 
reconciled with statements provided by the District.  No organization shall be 
allowed to operate with a negative balance in its account.  Special exception may be 

made with the approval of the Principal or Business Manager, based on a reasonable 
expectation that such negative balance is temporary and will be corrected by 
incoming receipts.  

 
After one year of inactivity, the unexpended funds of discontinued student 
organizations shall, on the recommendation of the principal and District 

Administrator, be transferred to the general fund. 
  
Legal Ref.:     Section 120.14(1) Wisconsin Statutes 
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STUDENT ACTIVITY FUND 

 
 

It is the purpose of this policy to establish financial controls for the administration 
of the normal, legitimate, co-curricular and extra-curricular activities of student 
organizations. 

 
Each activity covered by this policy must be recognized by the Board of Education 
before monies can be collected or disbursed in the name of said activity.  The 

District Administrator is directed to obtain annually a list and brief description of 
the objectives, activities, and limitations of each fund prior to the start of the new 
fiscal year. 
 

The Board authorizes the maintenance of approved student activity funds. 
 
All activities shall be on a self-sustaining basis. 

 
The Business Manager shall be the Treasurer of the student activities fund.  S/He 
may delegate responsibility to the principal. 

 
Fund raising for all student activities will be in accordance with Board Policy 5830 
and Policy 9700. 

 
Interest earned on the account of a specific class or activity will be credited to that 
class or activity. 
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Misappropriation of activity funds, which includes theft or any other misuse of 

funds, will result in discipline up to and including suspension, expulsion and/or 
termination. 
 

After one (1) year of inactivity, the unexpended funds of discontinued student 
organizations shall, on the recommendation of the principal and the approval of the 
District Administrator, be transferred to the General Fund. 

 
 
 
120.16(2) Wis. Stats. 

 
 
 

© NEOLA 2008 
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PETTY CASH 

 
 

The Board of Education recognizes the convenience afforded the day-by-day 
operation of the schools by the establishment of one (1) or more petty cash funds.  
The Board shall require the imposition of such controls as will prevent abuse of 

such funds. 
 
Each custodian of a petty cash fund shall ensure that the funds in his/her care 

shall be disbursed only for minor expenditures not readily deferred.  No petty cash 
fund may be used to circumvent the purchasing procedures required by law and the 
policies of this Board.  A request for petty cash funds must be made in writing, be 
signed by the person making the request, and include such supporting 

documentation as may be appropriate.  The petty cash box must be secured daily. 
 
The custodian of each petty cash fund shall prepare a schedule of disbursements 

when the funds available in petty cash have declined to less than 
twenty-five percent (25%) of the full amount authorized and shall show the 
disbursements by line account numbers.  The custodian shall submit the schedule 

to the District Administrator with a voucher requesting replenishment in like 
amount. 
 

All petty cash funds will be closed out for audit at the end of the school year and 
unused funds will be returned to the depository. 
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CHANGE FUND 

 
 

The Board of Education recognizes the convenience of a change fund in the 
day-to-day operation of the School District. 
 

The Board authorizes the establishment of a change fund to be in the care of the 
designated building cashier, who shall be responsible for providing change as 
needed. 
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CASH IN SCHOOL BUILDINGS 

 

Monies collected by school employees and by student treasurers shall be handled in 
accordance with good and prudent business procedures.  All monies collected shall 
be receipted, accounted for, and directed without delay to the proper location of 

deposit through the Business Office.  School buildings shall secure funds overnight 
in safes prior to transferring funds to the Business Office.  The Business Office will 
make deposits on a weekly basis. 
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TRUST AND AGENCY FUNDS 

 
 

The Board of Education directs the establishment of Trust and Agency Funds for the 
financial administration of trusts operated by and duly approved by the Board. 
 

The Business Manager shall be responsible for the administration of Trust and 
Agency Funds.  Funds will be audited annually and will be administered under 
appropriate accounting controls.  The books of account will record income and 

expenses separately for each approved area. 
 
Post-Employment Benefits 
 

Funds held in trust for post-employment benefits may be invested and re-invested in 
the same manner as is authorized in Policy 6144.  Interest derived from these 
investments shall accrue, except as otherwise provided by law, to these designated 

trust funds. 
 
 

 
66.0603, 120.11, Wis. Stats. 
 

 
 
© NEOLA 2006 
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RECOGNITION 

 
 

The purpose of this policy is to permit the Board of Education to honor its staff, 
former Board members, and other nonemployee persons with plaques, pins, token 
retirement gifts and awards, and other amenities. 

 
The Board wishes to also honor staff, students, citizens, and advisory groups for 
their contributions with appropriate recognitions and authorizes administrators to 

purchase meals, refreshments, and/or other amenities to further the interests of the 
District. 
 
The Board hereby affirms that the expenses incurred as listed above do serve a 

public purpose.  The Board believes that "public purpose" serves for the promotion 
of education, rapport with the business community, community relations, and the 
encouragement of nonemployees to serve as volunteers as well as furthering other 

interest. 
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FAIR LABOR STANDARDS ACT (FLSA) 

 
 

It is the Board of Education’s policy to comply with the provisions of State and 
Federal Law and their respective implementing regulations, relating to minimum 
wages and overtime, provided the terms of an applicable collective bargaining 

agreement do not provide for greater rights to its employees.  To that end, the Board 
shall pay at least the minimum wage to all employees.  Further, the Board 
recognizes the safe and efficient operation of the District may occasionally require 

covered, non-exempt employees to work more than forty (40) hours during a given 
work week.  Such employees shall be paid overtime compensation. 
 
Work week is defined as the seven (7) day period of time beginning on Sunday at 

12:00 a.m. and continuing to the following Saturday at 11:59 p.m. (or Monday at 
12:00 a.m. and continuing to the following Sunday at 11:59 p.m.) 
 

Covered, non-exempt employees who work (i.e., perform work on behalf of or for the 
benefit of the Board) more than forty (40) hours in a given work week will receive 
overtime compensation at the rate of one and one-half (1 1/2) times the employee’s 

regular hourly rate of pay for all hours worked in excess of forty (40) in the work 
week. 
 

The District Administrator or his/her designee shall determine the necessity and 
availability of overtime work. 
 

Overtime may be authorized only by a supervisor and will be used primarily to 
address circumstances of an emergency or temporary nature. 
 
Non-exempt employees who work overtime without prior approval from the District 

Administrator or a supervisor will be subject to disciplinary action, up to and 
including termination. 
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Exempt employees are individuals who are exempt from the State and Federal 

overtime provisions.  Generally, individuals employed in a bona fide executive, 
administrative, or professional capacity, and certain computer employees are 
considered exempt.  To qualify for the exemption, employees generally must meet 

certain tests regarding their job duties and be paid on salary basis.  The salary 
requirement does not apply to teachers.  Being paid on a “salary basis” means an 
employee regularly receives a predetermined amount of compensation each pay 

period on a weekly, or less frequent, basis.  Additionally, the predetermined amount 
cannot be reduced because of variation in the quality or quantity of the employee’s 
work.  Subject to certain exceptions, an exempt employee must receive the full 
salary for any work week in which the employee performs any work, regardless of 

the number of days or hours worked. 
 
The Board reserves the right to make deductions from the pay of otherwise exempt 

employee under the following circumstances: 
 

A. the employee is absent from work for one (1) or more full days for 

personal reasons other than sickness or disability 
 

B. the employee is absent from work for one (1) or more full days due to 

sickness or disability if the deduction is made in accordance with a 
bona fide plan, policy or practice of providing compensation for 
salary lost due to illness 

 
C. to offset amounts employees receive as jury or witness fees, or for 

military pay 
 

D. for unpaid disciplinary suspensions of one (1) or more full days 
imposed in good faith for workplace conduct rule infractions 

 

E. for penalties imposed in good faith for infractions of safety rules of 
major significance 
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The Board shall also not be required to pay the full salary in the initial or terminal 

week of employment, or for weeks in which an exempt employee takes unpaid leave 
under the Family & Medical Leave Act. 
 

The Board recognizes that with limited legally permissible exceptions, no deductions 
should be taken from the salaries of exempt employees.  If an exempt employee 
believes that an improper deduction has been made to his/her salary, the employee 

should immediately report this information to the Human Resources Director. 
 
Reports of improper deductions will be promptly investigated.  If it is determined 
that an improper deduction has occurred, the employee will be promptly reimbursed 

for any improper deduction made, and the Board will make a good faith commitment 
to avoid any recurrence of the error. 
 

The Board directs the District Administrator to distribute this policy to all employees 
upon initial hire and on an annual basis. 
 

 
 
29 U.S.C. 201 et seq. 

29 C.F.R. Part 541 
104.01, Wis. Stats. 
DWD 274.03, Wis. Admin. Code 

 
 
 
© NEOLA 2006 
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SYSTEM OF ACCOUNTING 

 
 

As specified by the Department of Public Instruction, the Board of Education follows 
the Wisconsin Uniform Financial Accounting Requirements (WUFAR) as a listing of 
account classifications by which it keeps an accounting of all District funds.  The 

District’s financial records shall show sources of revenue, amounts received, 
amounts expended, and the disposition of public property.  The Business Manager 
shall complete an accounting of all capital assets to protect the financial investment 

of the District against catastrophic loss.  Further, the Business Manager shall 
establish procedures and regulations necessary to properly account for capital 
assets and comply with generally accepted accounting principles (GAAP) and ensure 
that the District's capital assets are properly insured. 

 
The District's system of accounting shall comply with all requirements of the 
Governmental Accounting Standards Board, Statement No. 54 (GASB 54).  In 

accordance with GASB 54, the District will report its fund balances in the following 
categories: 
 

 A. Nonspendable fund balance - amounts that cannot be spent because 
they are either (a) not in a spendable form (which includes items 
that are not expected to be converted to cash – e.g.,  inventories or 

prepaid amounts) or (b) legally or contractually required to be 
maintained intact (e.g., the corpus of an endowment fund). 

  
 B. Restricted fund balance - amounts constrained to specific purposes 

by their providers (such as grantors, bondholders, and higher levels 
of government), through constitutional provisions, or by enabling 
legislation. 

  
 C. Committed fund balance - amounts constrained to specific purposes 

by the Board; to be reported as committed, amounts cannot be used 

for any other purpose unless the Board takes action to remove or 
change the constraint. 

  
 D. Assigned fund balance - amounts the Board intends to use for a 

specific purpose but are neither restricted nor committed; intent can 
be expressed by the Board or by an official or committee to which 

the Board delegates the authority. 
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 E. Unassigned fund balance - amounts that are available for any 

purpose; these amounts are reported only in the general fund. 
 
The Board authorizes its auditors and directs its administrative staff to take all 

steps necessary to comply with the requirements of GASB 54.  All revenue and 
funds will be designated to one of the above categories. 
 

The Business Manager shall maintain a proper accounting of all District funds.  
S/He shall ensure that expenditures are budgeted under and charged against those 
accounts that most accurately describe the purpose for which such monies are to be 
or have been spent.  Wherever appropriate and practicable, salaries of individual 

employees, expenditures for single pieces of equipment, and the like shall be 
prorated under the several accounts that most accurately describe the purposes for 
which such monies are to be or have been spent. 

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

 
The Business Manager shall implement procedures and practices that will 
determine:  (1) Capitalization policies for District assets (i.e., which assets will be 

capitalized and depreciated over their estimated useful life versus which assets will 
be expensed in year of purchase); (2) Methods for calculating annual and 
accumulated depreciation expense for assets including estimates for asset lives, 

residual asset values, and depreciation methodology; and (3) Procedures for 
recording gain or loss on sale of capital assets and proceeds from the sale of capital 
assets in compliance with GAAP Reporting of estimated cash values or replacement 
values to District insurance providers. 

 
The Business Manager shall report to the Board on a monthly basis (or more often if 
required) the revenues and expenditures in the fund reporting categories established 

above.  The Business Manager’s statement shall show revenues and receipts from 
whatever source derived, the various appropriations made by the Board, the 
expenditures and disbursements therefrom, the purposes thereof, the balances 

remaining in each appropriation, and the District’s assets and liabilities.  At the end 
of the fiscal year such statement shall be a complete exhibit of the District’s 
financial affairs and may be published and distributed with approval of the Board. 
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The Business Manager is responsible for filing in a timely manner, on behalf of the 

Board, an annual report with the Department of Public Instruction, on prescribed 
forms, that states the following: 
 

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

  

 B. amount of expenditures for each purpose 
  
 C. amount of the District’s debt, the purpose for which each item of 

such debt was created, and the provision made for the payment 

thereof, and 
  
 D. other information as required by the Department, along with the 

audit report as approved by the Board 
 
The Board's annual financial statements shall also include information such as:  

(1) beginning and ending balances of capital assets; (2) beginning and ending 
balances of accumulated depreciation, and (3) total depreciation expense for the 
fiscal year. 

 
Such reporting shall include description of significant capital asset activity during 
the fiscal year including:  acquisitions through purchase or donation, sales or 

dispositions including the proceeds and gains or losses on the sale, changes in 
methods of calculating depreciation expense or accumulated depreciation, such as, 
estimates of useful life, residual values, depreciation methodology (e.g., straight line 
or other method). 

 
Before implementing procedures or changing procedures, the Business Manager will 
review the proposed procedure with the auditor appointed by the Board to conduct 

the Board's financial audit.  The procedures established shall comply with all 
statutorily required standards and generally accepted accounting procedures. 
 

 
 
115.28(13), 115.30(1), Wis. Stats. 

 
 
 

© NEOLA 2014 
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AUDIT 

 
 

The Board of Education requires that, after the close of the fiscal year (June 30th), 
an audit of all accounts of the District be made annually by an independent, 
certified public accountant.  The audit examination shall be conducted in 

accordance with generally accepted auditing standards and shall include all funds 
over which the Board has direct or supervisory control. 
 

The District Auditor shall also prepare and submit a copy of the District's audit 
report to the Department of Public Instruction by each year. 
 
 

 
120.14, Wis. Stats. 
 

 
 
© NEOLA 2008 
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