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710
SUPPORT SERVICES GOALS

Support services are essential to the successful operation of the River Ridge School District.
Management of auxiliary operations shall, therefore, be considered an important responsibility of
the administration. It should be remembered, however, that education is the district's primary
function and that all support services shall be provided, guided and evaluated by this
commitment.

In order to provide support services that are truly supportive of the educational program, the
Board establishes these broad goals:

1. To provide a physical environment for teaching and learning that is safe and pleasant for
students, staff and the public.

2. To provide for safe transportation of students to and from school.
3. To provide support services which fulfill the needs of the educational program.

LEGAL REF.: Sections 120.12 Wisconsin Statutes
121.02 (1) (1)
121.51-121.58

APPROVED: July 1, 1995

720
SAFETY PROGRAM

Every reasonable precaution shall be taken for the safety of students, employees, visitors and
others having business with the district. The Board believes that safety education and accident
prevention are important to everyone concerned with the River Ridge School District.

In providing for safe and healthful facilities, the Board shall comply with all safety regulations,
state codes and orders of the Department of Industry, Labor and Human Relations, the
Department of Health and Social Services, the Department of Public Instruction and all
applicable local safety and health codes and regulations.

The district administrator shall be responsible for coordinating all activities related to the safe
and healthful facilities program. He/she shall be responsible for supervising the safety program
in the building and shall keep staff members informed of pertinent state and local regulations and
recommendations relating to safety in the schools.

If practical, the district administrator (or designee) will notify board members of instances when
public safety personnel (law enforcement, fire department, EMT’s) have been on school grounds.



The practice of safety will also be considered a facet of the instructional program of the district
schools. Instruction in such areas as accident prevention, fire prevention, emergency procedures
and highway safety will be provided in appropriate grades and classes.

LEGAL REF.: Sections 118.07 Wisconsin Statutes
118.09
118.10
120.12(5)
121.01(2)(1)
P18.02 (1) (i), Wisconsin Administrative Code

CROSS REF.: 721, Building and Grounds Inspections
723, Emergency Plans
732, Building and Grounds Maintenance

APPROVED: July 1, 1995 REVISED: October 26, 2016

721
BUILDING AND GROUNDS INSPECTIONS
Safety inspections are one of the principal means of determining possible causes of accidents
before they cause injury. Inspections should not be limited to search for unsafe physical

conditions, but should also include examination to detect unsafe practices.

The school buildings shall be inspected at least annually. The inspection shall be supervised by
the district administrator, or designee.

Unsafe conditions are to be identified and corrected as soon as possible. Such conditions and the
means taken to correct them shall be reported to the Board.

LEGAL REF.: Sections 115.33 Wisconsin Statutes
121.02 (1) (i)
P18.01 (2) (1), Wisconsin Administrative Code
CROSS REF.: 732, Building and Grounds Maintenance
APPROVED: July 1, 1995
722.1
ACCIDENT REPORTS

Accident reports support the safe and efficient operation of the district as well as the protection
and education of students.

In order to expedite prompt and appropriate medical attention and to facilitate processing of
insurance claims, all accidents and injuries occurring on school grounds or while under school
supervision shall be reported immediately to the school office. A written accident report must be
filed on the next following school day.



LEGAL REF.: Section 121.02 (1) (g) Wisconsin Statutes
P18.01 (2) (g), Wisconsin Administrative Code
APPROVED: July 1, 1995

723
EMERGENCY PLANS

The Board recognizes its responsibility to provide facilities, equipment and training necessary to
minimize the effects of disasters. It is the responsibility of the administration to develop a school
disaster plan which will serve as an educational tool and an emergency measure. The school
district plan should provide as much protection as possible for children while at school and on
their way to and from school, and should provide adequate instruction so that the plan may be
carried out with the greatest possible speed and safety.

The district administrator, or designee, shall be directed to develop emergency plans for
evacuating the building during fire and other emergencies and for using the building for shelter
in the safest manner possible during extremely inclement weather.

Drills shall be held to implement such plans to allow for order and efficiency in the event of a
true emergency.

LEGAL REF.: Sections 118.07 Wisconsin Statutes
121.02 (1) (i)
P18.01 (2) (1), Wisconsin Administrative Code

CROSS REF.: 723.1, Fire Drills
723.2, Bomb Threats
723.3, Emergency School Closings
723.4, Tornado Drills

APPROVED: July 1, 1995

723.1
FIRE DRILLS

Fire drills shall be conducted at least once each month throughout the school year. The principal
shall inform teachers of the exact evacuation plan for each building and shall keep a record of the
dates and times of all evacuation drills. It is of utmost importance that fire drills be carefully
organized and properly supervised to assure the safe and orderly evacuation of the building. The
district administrator shall annually file a report of all district fire drills with the proper
authorized agencies.

LEGAL REF.: Section 118.07 (2) Wisconsin Statutes

APPROVED: July 1, 1995



723.2
BOMB THREATS

Being responsible for the safety of a large number of students, teachers and other staff members,
it is incumbent upon school administration to do all that is prudent and possible in the event of
imminent danger.

The district administrator, or his/her designee, shall make an immediate decision for
safeguarding the welfare of the school's population in the event of a bomb threat. Evacuation
procedures shall be developed by the administration. Any school time missed because of the
interruption shall be made up as determined by the Board and administration in accordance with
provisions of employee agreement(s).

Any student involved in a bomb threat shall be recommended for expulsion and every effort will
be made to insure prosecution in local courts.

LEGAL REF.: Sections 120.13(1) Wisconsin Statutes
947.015

CROSS REF.: GREAT Agreement, Article X

APPROVED: July 1, 1995

723.3
EMERGENCY SCHOOL CLOSINGS

The district administrator, or designee, shall have the authority to close the schools in the event of
inclement weather or other emergencies which threaten the health of safety of students and staff.

With the complexity of the school transportation program, much has to be taken into consideration before
a final decision is made to close schools either before school starts in the morning or during the school
day. Weather forecasts and road conditions will be checked well in advance of any closing of school.
Announcements of emergency school closings will be made over local radio stations before school or
during the day if a storm develops after students arrive at school.

The district administrator shall develop other necessary plans for closing school and early dismissal to
provide for orderly procedures. Inclement weather days shall be made up as determined by the Board and
administration in accordance with provisions of employee agreement(s).

LEGAL REF.: Sections 115.01 (10) Wisconsin Statutes
118.215
121.02 (1) (f)
P18.01 (2) (f), Wisconsin Administrative Code
CROSS REF.: 723.3-Rule, Emergency Closing Procedures

APPROVED: July 1, 1995, April 12, 2017



723.3-Rule
EMERGENCY CLOSING PROCEDURES
School may be closed for all or a portion of the school day under the following circumstances:

1. School Cancellation - School may be canceled prior to the start of the school day due to inclement
weather or other emergencies that threaten the health and safety of students and staff. Cancellation of
athletic or other events is at the discretion of the district administrator, or designee.

2. Delayed Opening - School may be delayed due to inclement weather or other emergencies. Radio
announcements will be made up to 10:00 a.m. as to when the buses will be sent out. If buses are not able
to begin by 10:00 a.m., school will remain closed for the rest of the day.

3. Early Dismissal - Students may be sent home due to inclement weather or other emergencies that
threaten the health and safety of students and staff. Local radio announcements will be made to alert
parents. There will be no activity buses and students will go home on regular runs. Athletic or other
events will be canceled.

APPROVED: July 1, 1995, April 12,2017



723.4
TORNADO EMERGENCIES

The administrative staff of the River Ridge School District shall develop plans to provide for the
safety of students and staff during tornadoes or other weather emergencies.

The emergency plan shall include warning signals, procedures and responsibilities of school
employees and students.

Periodic tornado drills shall be conducted to allow for order and efficiency in the event of a true
emergency.

APPROVED: July 1, 1995

724
LOCKED DOORS
The doors of the elementary school will be locked at all times. If a person needs to go to the
school, they must report to the office. The secretaries will ask you to sign in and will give you a
visitor’s tag to wear. When you have completed your visit, please return the tag to the office and

sign out.

APPROVED: May 8, 1996

725
SOCIAL SERVICE VISITATION
When a social worker comes to interview a River Ridge student, it is the River Ridge School
District’s policy that they first check in at the administrative office and identify themselves with
appropriate identification. The secretary of the school will contact the school counselor and the

counselor will contact and bring the student from their classroom to the social worker.

APPROVED: March 12, 1997

731
BUILDING SECURITY
Buildings constitute the greatest investment of the school district and it is important to
adequately protect the district's investment. Security shall encompass maintenance of equipment,

elimination of fire hazards, locked doors, proper supervision, and a safe place for records and
funds.

Key Distribution



Key distribution and management shall be the responsibility of the district administrator.
Teachers shall be provided with their own classroom keys. Teachers needing access to a room
other than their own classroom must check out the necessary key in accordance with established
procedures.

Students should never be allowed to use the teachers keys, unless under special circumstances.
When a key is lost, the district administrator should be notified immediately. Under no
circumstances are keys to be duplicated.
APPROVED: July 1, 1995
731.1
VANDALISM

Any student who vandalizes the building or grounds, or is responsible for vandalism of property
away from school at school-approved functions, shall be responsible for repair and restitution.
Any student who willfully breaks school equipment shall be assessed damages.

Such students will also be subject to established discipline procedures.

If the case warrants it, legal authorities will be notified. Every effort will be made to insure
prosecution in the local courts.

LEGAL REF.: Sections 120.13 (1) Wisconsin Statutes
895.035
CROSS REF.: 731.1-Rule, Discipline for Vandalism
APPROVED: July 1, 1995
731.1-Rule

DISCIPLINE FOR VANDALISM

Students who vandalize the building or grounds shall make repair and restitution and are subject
disciplinary action:

1. Verbal and/or written reprimand, detention or restricted privileges; a warning is issued and
parents are notified.

2. For severe and/or repetitious acts, students are subject to suspension and/or recommendation
for expulsion.

3. If the case warrants, legal authorities will be notified and every effort will be made to insure
prosecution, in the local courts.

Breakage of Equipment

Students who willfully break school equipment will be assessed damages. The teacher will
determine whether breakage is willful or accidental and their decision is final.

APPROVED: July 1, 1995



731.2
PRIVACY IN LOCKER ROOMS

Locker rooms are provided for the use of physical education students, athletes and other activity
groups or individuals authorized by the building principal or Board Policy. The District
recognizes the privacy rights of individuals using the locker room and shall take reasonable
measures to protect an individual’s privacy.

Locker rooms shall include offices, restrooms, and any other facilities within the locker room
area.

Under no circumstances may cameras, video recorders or other recording devices be used in the
locker room. Also, no person may use a cell phone to capture, record, or transfer a representation
of a nude or partially nude person in the locker room or to take any other photo or video image of
a person in the locker room.

Individuals may enter or remain in the locker room to interview or seek information from an
individual in the locker room only under the following conditions:

(1) At no time will students be interviewed in the locker room.

(2) No media is allowed access to locker rooms before, during or after any school athletic
event or practice. Coaches and student athletes may be available for interviews directly
outside the locker rooms, consistent with District policy and school rules.

(3) Other persons can enter into the locker room to interview or seek information from an
individual in the locker room at other times only as authorized by the building principal,
athletic director, or a designee. If authorization is given, the person shall leave the locker
room after the interview is done or the information is received.

Persons violating this policy shall be subject to appropriate disciplinary action and/or penalties
under state law.

The building principal, athletic director and coach shall be responsible for enforcing this policy.
This policy shall be posted in every locker room in the district.

Approved: September 10, 2008
732
BUILDING AND GROUNDS MAINTENANCE

The Board recognizes the need for a systematic program of building maintenance, including
establishment of both short and long range building maintenance plans.

An annual maintenance plan to best meet the maintenance needs of the district shall be
established by the district administrator, in conjunction with the building and grounds committee,
and approved by the Board.



A five year cyclical building maintenance plan for major projects, such as painting and roof
repair, shall be established and maintained by the district administrator to keep a constant cost
factor in the annual maintenance budget.

The Board shall tour the district buildings annually at a meeting in May. At this time the district
administrator shall inform the Board as to the nature of summer maintenance to take place,
including any special projects, and possible long range maintenance plans. At the regular Board
meeting in May the district administrator shall present an updated five year cyclical plan for
Board consideration and/or approval.

LEGAL REF.: Sections 120.12 (5) Wisconsin Statutes
121.02 (1) (1)
P18.01 (2) (i), Wisconsin Administrative Code

CROSS REF.: 721, Building and Grounds Inspections
APPROVED: July 1, 1995
732.1
TRADES CONTRACTORS

All persons, firms and corporations performing construction work including, but not limited to,
construction, remodeling, updating, and repairs of district facilities shall certify prior to
commencing work that all work will be performed under an appropriate, current license as
required by law or according to the terms and conditions of any contract let by the district,
whichever is more restrictive.

Each contractor shall also certify, prior to commencing any project, that the contractor has not
identified any portion of the contract work for which the contractor is responsible that is outside
the scope of the license(s) held by the individuals who will perform the work.

If, during performance of a contract, the contractor determines that some necessary component
of the project involves work for which the contractor or its employees or agents (including
subcontractors) lack the appropriate license and for which no other provider is currently
responsible, the contractor will immediately contact the District’s business office to attempt to
resolve the issue.

Each contract for the performance of construction work shall contain a provision stating that the
contractor agrees to indemnify and hold the District harmless for all liability and costs associated
with inspecting and rectifying any work that was performed by the provider or the provider’s
employees or agents without the appropriate license, including any fines or costs imposed by any
unit of government.

Upon completion of a construction project, upon request, each contractor shall certify that the
contract work was performed in a manner consistent with the requirements of this policy.

Persons preparing RFPs or bid package proposals on behalf of the district shall ensure that the
requirements of this policy are included in the terms and conditions of any RFP, bid package or

contract involving construction work.

APPROVED: 3-18-15



732.1 Exhibit

CONTRACTOR QUALIFICATIONS CERTIFICATION AND STATEMENT

GENERAL INFORMATION
NAME TYPE OF ORGANIZATION (Check one)
. Sole Proprietorship
. General Partnership
. Limited Partnership
. Corporation
. Subchapter (s) Corporation
Limited Liability Company
. Joint Venture
. Trust
Other (Specify)

STREET ADDRESS

CITY STATE ZIP CODE

il ie | Fel lwil =] =

TRADE NAME (If any)

BRIEF DESCRIPTION OF PROJECT

Type of work (Check all that apply)
A General Construction
B. HVAC
C. Electrical
D. Plumbing
E. Other (Specify)

I certify that I am the contractor named above or a person authorized to sign on behalf of the
contractor named above. I have not identified any portion of the contract work for which I am
responsible that is outside the scope of the license(s) held by the individuals who will perform
the work under the contract.

I understand and agree that if, during performance of a contract, I determine that some necessary
component of the project involves work for which I or my employees or agents (including
subcontractors) lack the appropriate license and for which no other provider is currently
responsible, I must immediately contact the District’s business office to attempt to resolve the
issue.

The above-named contractor agrees to indemnify and hold the District harmless for all liability
and costs associated with inspecting and rectifying any work that is performed by me, my
employees or agents (including subcontractors) without the appropriate license, including any
fines or costs imposed by any unit of government.

Upon completion of a construction project, upon request, I agree, upon request, to certify that the
contract work was performed in a manner consistent with the requirements of this policy.

Dated this day of , 20

Signed:

Contractor

Print Name:

APPROVED: 3/18/15



742
AUTHORIZED USE OF SCHOOL-OWNED EQUIPMENT

School district equipment may be used by students and employees in accordance with
established guidelines.

Employees who wish to use school equipment for a school purpose away from the building must
have the permission of the administration prior to taking the equipment from the premises.

The Board reserves the right to deny use of equipment for non-school purposes.

APPROVED: July 1, 1995

751.3
EXTRACURRICULAR TRANSPORTATION

The River Ridge School District may provide special transportation for field trips,
extracurricular events, and after-school activities in accordance with established procedures.

School bus rider rules shall apply to extracurricular transportation.

LEGAL REF.: Sections 120.13(27) Wisconsin Statutes
121.54(7)

CROSS REF.: 751.3-Rule, Guidelines for Extracurricular Transportation

APPROVED: July 1, 1995



751.3-Rule

GUIDELINES FOR EXTRACURRICULAR TRANSPORTATION
I. Extracurricular Transportation
The district may provide the following types of special transportation:
A. Special Trips
1. The principal or district administrator must approve all requests for special trip transportation.
2. All requests for special trip transportation must be submitted to and received by the
administration no later than three school days before the trip. All requests for transportation will

be accepted on a first-come first-served basis.

3. In case of trip cancellation, the bus driver must be notified at least three hours prior to the
scheduled departure time, if possible.

B. After School Activity Buses

1. Buses will be used to transport secondary school students who are participating in after school
activities if a sufficient number of students are consistently riding the bus.

2. After school activity bus schedules will be determined by the principal, athletic director and
district administrator.

3. Any request for a change in schedule must be directed to the principal at least one day prior
the requested change.

C. Spectator Buses

1. A minimum of 30 students must sign up in order to have a spectator bus provided for
extracurricular events.

2. Students from other schools may ride the bus pending payment in advance and permission
from school authorities.

3. Students who sign up to ride the bus must ride the bus. They may not cancel once the deadline
has passed except for an emergency.

4. Students may not enter the bus once it is parked at the extracurricular event until the end of the
event.

5. Students must remain at the scheduled event unless they receive permission from the
supervisor. Students in violation of this rule will lose extracurricular bus riding privileges in

accordance with school district policy.

II. General Regulations



A. Buses will begin extracurricular trips only when a school district employee or adult supervisor
is present on the bus in addition to the driver.

B. Extracurricular trips are an extension of the school day. Therefore, rules that apply to students
attending home events apply to those riding a bus to extracurricular events. Supervision of
student conduct shall be the responsibility of the employee or adult supervising the trip.

C. All students and participants making an extracurricular trip must return on the same bus.
Parents or guardians wishing to take their child home from the event must give the request in
writing to the supervisor.

D. Students must depart at school or their normal home station at the end of the trip, except with
the express permission of the principal.

E. Any student who does not wish to use extracurricular transportation provided by the district
and wishes to ride with another parent must bring a permission slip from his/her parent or
guardian, preferably the day before the event. Emergency situations shall be approved by the
principal or designee.

F. No student may drive other students on trips scheduled through the school, including field
trips and extracurricular activity trips without written permission from all the parents involved
and approval by the administration. The Board strongly discourages student driving and
recommends students use district transportation.

APPROVED : July 1, 1995



752
USE OF SCHOOL-OWNED VEHICLES

Use of school-owned vehicles other than school buses shall be determined by the district
administrator according to the needs of the district, including economic considerations.

Such vehicles may be used for student or employee transportation and maintenance activities.
When such vehicles are used for transporting students all vehicle insurance, inspection and
operator requirements of state law shall be met. No student shall be permitted to drive a school-
owned vehicle.

Requests for and use of such vehicles shall be in accordance with established procedures.

LEGAL REF.: Sections 121.52(2) Wisconsin Statutes
121.555

CROSS REF.: 752-Rule, Guidelines for Use of School-Owned Vehicles

APPROVED: July 1, 1995



752-Rule

GUIDELINES FOR USE OF SCHOOL-OWNED VEHICLES
The following procedures shall govern the use of school owned vehicles:
1. The office must be notified three days prior to the activity requiring such use.
2. The driver must have a valid driver's license, meet other operator requirements outlined in
state law, and be approved by the administration. A copy of the driver's valid license must be on
file in the office.
3. Keys to the vehicle must be picked up at the office on the same day it is to be used. If the trip
is scheduled on a day school is not in session, other arrangements may be made with the
administration. Keys should be returned to the office on the following school day morning so

that other activities can use the vehicle.

APPROVED: July 1, 1995



752.1

TRANSPORT OF STUDENTS FOR SCHOOL RELATED ACTIVITIES
(OTHER THAN SCHOOL BUS — NON-CDL DRIVER / VEHICLE)

River Ridge School District will sanction the transport of students for school related activities
only by approved district employees or volunteers in vehicles that are safe and operated in a safe
manner. Administrative rules and guidelines are to be developed along statutory guidelines or
such recommendations that meet the standards of the district’s insurance carrier.

Items that may be included but not limiting the rules and regulations are background checks of
licensed drivers, driver qualifications/retention, safety inspections of any vehicles to be used for
transport of students, speed management, following distance, safe backing, lane change, no U-
turn, cell phone restrictions, and safe van operations for drivers.

Approved: December 10, 2003



752.1-Rule

GUIDELINES FOR TRANSPORTATION OF STUDENTS FOR SCHOOL RELATED
ACTIVITIES (NON-CDL DRIVER/VEHICLE)

To achieve our goal of reducing the likelihood of crashes while using River Ridge School
District vehicles, we are expecting that operators of River Ridge School District vehicles will
comply with the following rules regarding: following distances, use of cell phones, no U-turn,
lane change, and speed management.

To achieve out goal of reducing read-end type collisions, we have developed this Following
Distance Practice for all of our drivers. Effective immediately, every driver will be required to
allow at least four to five seconds of clear following distance between his/her vehicle and the
vehicle in front of them. We realize that this will not always be easy, but we know that as a
safety conscious driver, you will make every effort to maintain this ’cushion of safety”” while on
the road Following this policy will allow you extra time to stop your vehicle or take evasive
action in an emergency situation.

Studies show that talking on a cell phone can slow reaction time about the same as three drinks.
Talking on the cell phone competes for the driver’s attention and when engrossed in
conversation, people are four times more likely to have a crash.

For the above reasons, we are instituting the following practice, effective immediately, to
minimize the risk associated with cell phone use while operating a school owned vehicle or a
personally owned vehicle on school business:

Make every attempt to plan your calls so that they can be made while you are not operating your
vehicle.

When possible, pull the vehicle off the road into a safe parking area prior to making calls.

Never takes notes or refer to maps or any materials while the vehicle is in motion.

Unless you are expecting an urgent call, do not answer the phone while driving. Use the voice
mail on the phone and return the call later.

If available, let a passenger make or answer calls.

Comply with state or federal laws regarding the use of cell phones in vehicles.

To achieve our goal of reducing side impact/under-ride type collisions, we are implementing a
company wide “No U-Turn Practice” for all of our drivers. Effective immediately, making a U-
Turn in any company vehicle is strictly prohibited. We realize that this will not always be easy,
but we know that as a driver of River Ridge School District vehicles you will make every effort
to eliminate all U-Turns while on the road. Following this policy will reduce the possibility of
your vehicle blocking another vehicle’s lane of travel which could result in that vehicle colliding
with the side of your vehicle.

To achieve out goal of reducing lane change type collisions, we are implementing a district-wide
“Lane Change Practice” for all drivers of district vehicles. Effective immediately, every driver is
required to use their turn indicator signal and to delay at least three seconds to verify there is no
other vehicle in the adjacent lane prior to making a lane change.

To achieve our goal of reducing lane change type collisions, we are implementation a district
wide “Lane Change Practice” for all drivers. Effective immediately, every driver is required to
use their turn indicator signal and to delay at least three seconds to verify there is no other



vehicle in the adjacent lane prior to making a lane change. We realize that this will not always be
easy, but we know that as a driver of River Ridge School District vehicles you will make every
effort to eliminate all lane change crashes while on the road.

To achieve out goal of reducing crashes as a result of driver speeding, we have developed this
“Speed Management Practice” for all drivers of River Ridge School District vehicles. Effective
immediately, every driver will be required to driver at or below the posted speed limit or at a
speed that is safe for the road conditions. We realize that this will not always be easy, but we
know that as a safety conscious driver, you will make every effort to maintain a safe speed while
on the road. Maintaining a safe speed at all times will allow you to have better control of your
vehicle and allow extra time to stop your vehicle or take evasive action in an emergency
situation.

Approved: December 10, 2003



760
FOOD SERVICES MANAGEMENT

The District’s food service program is intended to provide nutritious and appetizing meals to
students. The School Board recognizes that good nutrition is vital to students’ health, their
mental and physical growth, and their readiness to participate and learn at school.

The food service program is operated in conjunction with federal and state school nutrition
programs, including the National School Lunch Program and the School Breakfast Program.

It is the Board’s goal that the food service program shall be operated in a manner that is
financially self-supporting on an operational basis, with allowances for capital expenditures (e.g.,
facilities and capital equipment). The Board shall annually establish the unsubsidized price to be
charged for school meals in accordance with the procedures in the Healthy, Hunger-Free Kids
Act (HHFKA). Employees and authorized school visitors may be permitted to purchase school
meals according to procedures approved by the District Administrator.

The District’s Head Cook shall have primary responsibility for the management of the District’s
food service program, subject to administrative supervision and Board oversight. The
responsibilities of the Head Cook include the following:

1. Establishing a program that meets applicable nutrition standards and that is consistent
with the District’s school wellness policy.

2. Establishing and monitoring the implementation of a food safety program and plan that
includes procedures and standards for the safe and sanitary transportation, storage,
preparation, and serving of food.

3. Arranging for the regular inspection of the District’s food service preparation and serving
facilities as required by law.

4. Working with the District’s Business Manager to implement and monitor sound program
accounting practices, appropriate and lawful purchasing and procurement procedures, and
program and financial reporting.

5. Arranging for and monitoring the completion of training received by the District’s food
service employees, including training related to food safety and the District’s civil rights
obligations.

6. Ensuring that students who participate in the free or reduced price meals program are not
overtly identified, distinguished, or served differently than other students, and have the
same choice of meals or milk as other students.

7. Working with individual students and their parents or guardians and school to address
special dietary needs. (Refer to 760 Rule “Accommodations and Modifications in School
food Service Programs™)

The District’s Finance Secretary shall have primary responsibility for the following, subject to
administrative supervision and Board oversight:



1. Ensuring the proper dissemination and processing of free and reduced price meal
applications and establishing standards and procedures to ensure the appropriate
confidentiality of application information and eligibility status.

2. Arranging for and verifying that the District issues and provides required public notices
related to the District’s food service program. Such notices include (1) the District’s
annual public release (i.e., the notice of program availability, eligibility requirements,
application information, and applicant/participant rights, complaint procedures, etc.); (2)
the distribution of information letters to households with children attending schools in the
District; (3) the appropriate posting of the most recent food safety inspection report; (4)
the appropriate posting of the mandatory federal nondiscrimination poster; and (5) the
inclusion of the mandatory nondiscrimination statement in appropriate publications,
documents, and other informational sources.

3. Establishing a system to collect and report program ethnic and racial data on an annual
basis.

District Nondiscrimination Statement and District Complaint Information

The District prohibits all forms of unlawful discrimination in conjunction with all elements of its
food service program. In connection with students, no student shall be unlawfully denied access
to or the rights and benefits of the food service program or otherwise unlawfully discriminated
against because of a student's sex, race, religion, color, national origin, age, ancestry, creed,
pregnancy, marital or parental status, sexual orientation, physical, mental, emotional or learning
disability, or any other legally-protected status or classification. Student discrimination
complaints may be filed in accordance with the District’s student discrimination complaint
procedures.

Employee complaints shall be processed using the District’s employment discrimination
complaint procedures and all other complaints shall be processed using the District’s student
nondiscrimination complaint procedures. Additional Information about District discrimination
complaint procedures can be obtained from the Office of the District Administrator or from any
of the individuals identified for handling discrimination complaints in the District’s
nondiscrimination policies.

As required by federal law, all complaints filed involving the District’s food service program
shall additionally be forwarded to either the Wisconsin Department of Public Instruction (DPI)
or the U.S. Department of Agriculture (USDA) within three days of receipt and shall be
documented using the applicable USDA Civil Rights Complaint Form and recorded in the
District’s Civil Rights complaint log.

Discrimination complaints regarding the District’s food service program may also be submitted
directly to the USDA, as provided below, or directly to the DPI as follows: Wisconsin DPI:
Director, Community Nutrition Programs, 125 South Webster Street, P.O. Box 7841, Madison,
WI 53707-7841, (608) 267-9129.

Legal References:

Wisconsin Statutes

Section 97.33 [school lunchroom management food protection practices
certificate requirement]

Sections 115.34 to 115.347  [school nutrition programs generally]

Section 118.13 [student nondiscrimination]



https://docs.legis.wisconsin.gov/document/statutes/97.33
https://docs.legis.wisconsin.gov/document/statutes/115.34
https://docs.legis.wisconsin.gov/document/statutes/115.347
https://docs.legis.wisconsin.gov/document/statutes/118.13

Section 120.10(16) [annual meeting authority to direct the board to provide student

lunches]

Section 120.13(10) [authority to expend funds for a food service program and to
charge students and employees for such meals]

Section 252.18 [restrictions on handling foods]

Administrative Regulations
P19.03(1)(1) [policy requirement to address nondiscrimination in relationship to school-
sponsored food service programs]

Federal Laws

National School Lunch Act, as amended [school lunch program provisions and requirements]

Child Nutrition Act, as amended [school breakfast and special milk program
provisions and requirements]|

USDA Nondiscrimination Statement and Complaint Information:

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil
rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions
participating in or administering USDA programs are prohibited from discriminating based on
race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights
activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program
information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact
the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of
hearing or have speech disabilities may contact USDA through the Federal Relay Service at
(800) 877-8339. Additionally, program information may be made available in languages other
than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination
Complaint Form, (AD-3027) found online at:
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter
addressed to USDA and provide in the letter all of the information requested in the form. To
request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter
to USDA by:

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

(2) fax: (202) 690-7442; or

3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.
Cross References:

760.1 Free and Reduced Price Meals
763 Policy School Meal Account Charges and Collections


https://docs.legis.wisconsin.gov/document/statutes/120.10(16)
https://docs.legis.wisconsin.gov/document/statutes/120.13(10)
https://docs.legis.wisconsin.gov/document/statutes/252.18
https://docs.legis.wisconsin.gov/document/administrativecode/PI%209.03(1)(i)
http://www.fns.usda.gov/sites/default/files/NSLA.pdf
http://www.fns.usda.gov/sites/default/files/CNA_1966_12-13-10.pdf
http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov
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760-Rule
Accommodations and Modifications in School Food Service Programs

The District has obligations under a variety of state and federal laws to ensure that its programs
and services, including its food service program, do not unlawfully discriminate on the basis of a
person’s disability. These obligations include ensuring that individuals with disabilities have an
equal opportunity to participate in the program and appropriate access to the program, including
appropriate access to the facilities and areas where meals are provided. The District’s legal
obligations also include making reasonable modifications to accommodate individuals with
disabilities, including reasonable modifications to meals and the meal service.

Requests for modifications and accommodations within the District’s food service program due
to a student’s disability, including meal modifications, should normally be submitted in writing
to the Special Education Director for student matters. The Special Education Director has
primary responsibility for coordinating compliance with disability requirements within the food
service program. Grievances and complaints related to any such requests or to another disability-
related matter within the District’s food services program may be submitted to the Special
Education Director. The contact for the District’s Special Education Director for student matters
is as follows:

River River School District’s Special Education Director
PO Box 78, 11165 County Highway P, Patch Grove, WI 53817-0078
608-994-2715

If the designated Section 504 Coordinator is temporarily unavailable or is personally
accused of improper conduct, requests or complaints may be submitted to the District’s
Superintendent (or designee).

Complaints and grievances involving students will be processed using the same procedures that
are used to process other Section 504 and student discrimination complaints, including an
opportunity for a hearing and a review via appeal.

In some cases, a student with a disability may have an individualized education program (IEP),
that expressly requires specific instruction, services, or modifications related to the student’s
nutritional needs. To the extent a parent or guardian is satisfied that a child’s food-service-related
needs are adequately addressed and specified within the IEP, a separate Section 504 plan or
food-service accommodation request is not required. The District will simply implement the I[EP
as required by law, seeking a clarifying medical statement if necessary. Complaints and
grievances regarding the content or implementation of the IEP will be addressed through the
district’s special education procedures, which include opportunities for an impartial hearing and
a procedure for review.

Modified Meals

Federal laws and regulations governing Child Nutrition Programs expressly require the District
to provide a modified meal, at no extra charge, for a student who has a disability that restricts the
student’s diet whenever the need is supported by a sufficient written statement signed by a state-
licensed healthcare professional who is authorized to write medical prescriptions. The written
statement from the qualified healthcare professional must include the following:

1. A description of the child’s physical or mental impairment that is sufficient to allow the
District to understand how the impairment restricts the child’s diet; and



2. An explanation of what must be done to accommodate the disability (for example,
identifying the food(s) or ingredient(s) to be avoided, and, to the extent applicable,
identifying the choice of foods or ingredients that may be reasonably substituted).

If a medical statement is unclear or lacks sufficient detail, District staff will seek appropriate
clarification from the parent or guardian and/or the healthcare practitioner so that a proper and
safe meal can be provided.

Even when the need for a modification is supported by a medical statement, the District is not
necessarily obligated to (1) prepare a specific meal or provide a specific food item that is chosen
by the family, or (2) use a particular brand of food or food ingredient. Rather, the District’s
obligation is to offer a reasonable modification that effectively accommodates the child’s
disability, while also taking into account factors such as cost and efficiency.

When a request for an individualized meal modification is not supported by adequate
documentation (i.e., a qualifying medical statement and/or a sufficiently explicit IEP
requirement), the District may not provide modified meals that do not comply with applicable
federal meal pattern requirements and nutrition standards. Further, the District has no legal
obligation to accommodate a student’s or a parent’s or guardian’s general food or dietary
preferences or general concerns about health, nutrition, or certain foods. However, when
supported by the written request of a parent or guardian or medical authority that identifies the
special need, the District does offer a federally-approved milk substitute for students with special
medical or dietary needs other than a disability.

USDA Nondiscrimination Statement:
This institution is an equal opportunity provider.
Esta institucion es un proveedor que ofrece igualdad de oportunidades.

Wisconsin Statutes
Section 118.13  [student nondiscrimination]

Wisconsin Administrative Code
P19.03(1)(1) [policy requirement to address nondiscrimination in relationship to school-
sponsored food service programs]|

Federal Laws

7 C.E.R. Part 15b [nondiscrimination on the basis of handicap in programs or activities
receiving federal financial assistance]

7 C.F.R. §210.10(m)(1) [nondiscretionary meal substitutions for children with disabilities;
written statement from a state-licensed healthcare professional
required]

7 C.F.R. §210.10(m)(2) [fluid milk substitutions in cases other than a disability; written
statement required]

7 C.F.R. §220.8 [parallel provisions regarding meal substitutions in the school
breakfast program]

Section 504 of the Rehabilitation Act of 1973 (as amended) [disability discrimination; reasonable

accommodations]

Individuals with Disabilities Education Act (as amended) [programs and services for students

with disabilities, including accommodations]

Title II of the Americans with Disabilities Act (as amended) [disability discrimination;
reasonable accommodations]

APPROVED: September 6, 2017


http://docs.legis.wisconsin.gov/document/statutes/118.13
https://docs.legis.wisconsin.gov/document/administrativecode/PI%209.03(1)(i)
http://www.ecfr.gov/cgi-bin/text-idx?SID=af78861f58ccb5c6aeca5ada240e26b7&mc=true&node=pt7.1.15b&rgn=div5
http://www.ecfr.gov/cgi-bin/text-idx?SID=af78861f58ccb5c6aeca5ada240e26b7&mc=true&node=se7.4.210_110&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=af78861f58ccb5c6aeca5ada240e26b7&mc=true&node=se7.4.210_110&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=22af4915ef1526bd89cc7599b396d24d&mc=true&node=se7.4.220_18&rgn=div8
http://www2.ed.gov/policy/rights/reg/ocr/edlite-34cfr104.html
http://idea.ed.gov/
http://www.ada.gov/pubs/adastatute08.htm

760.1
FREE AND REDUCED PRICE MEALS

The River Ridge School District will supply free or reduced price meals to children who are
determined by district administrator to be eligible under state and federal guidelines.

Written application for free or reduced price meals shall be made to the district administrator and
will be filed along with a form stating the disposition of the request. The parent/guardian shall be
advised of the specific information required in order that the application may be equitably
considered. Additional collateral information may be sought from social service agencies and
health authorities if deemed essential.

Appeal. Any formal appeal from the decision of the district administrator shall be referred to the
Board President.

LEGAL REF.: Sections 115.34 Wisconsin Statutes
120.10 (16)
120.13 (6) & (10)

APPROVED: July 1, 1995, March 8, 2017

763
SCHOOL MEAL ACCOUNT CHARGES AND COLLECTIONS

In accordance with requirements established by federal and state oversight agencies, the River
Ridge School District will adopt, and approve any proposed revisions to, a written rule on the
subject of meal charges and the collection of funds within the District’s food service program.
The District Administrator, Business Manager, and Finance Secretary shall have primary
administrative responsibility of overseeing the consistent implementation of the rule that
accompanies this policy, including all of the following:
1. Ensuring that the rule is clearly communicated to school families and to District
employees who have responsibility for the application and enforcement of the rule.
2. Monitoring the nutritional, fiscal, and operational impacts of the District’s approach to
meal charges and collections, and, at their own initiative or upon the request of the Board,

providing the Board with reports and recommendations for changes and improvements.

In consultation with the District’s financial auditors as needed, the Business Manager shall
develop procedures and criteria for the reclassification of long-term delinquent debt within
student food service accounts as uncollectible bad debt. Such procedures and criteria shall be
consistent with the following general parameters:

1. Unless an active payment plan is in place or other attempts at collection are actively

being pursued, delinquent debt in a student food service account that has not been repaid
within one year shall normally be reclassified as bad debt for purposes of the District’s
NSFSA.

2. The reclassification of a delinquent debt to a bad debt as an accounting of allowed costs
within the District’s NSFSA does not prevent the District from (a) continuing to track the



unpaid debt, (b) accepting payment for the debt, (c) refusing to extend further credit or
offer other payment plans to the debtor household, or (d) applying other District policies
and rules related to unpaid charges and fees.

LEGAL REF.: Wisconsin Statutes
115.34 [school lunch program, generally]
115.341 [school breakfast program, generally]
115.343 [Wisconsin school day program, generally]
115.347 [direct certification of eligibility for school nutrition programs]

CROSS REFERENCES:
760.1 Free and Reduced Price Meals
763-Rule School Meal Account Charges and Collections

APPROVED: June 14, 2017



763-Rule
SCHOOL MEAL ACCOUNT CHARGES AND COLLECTIONS

Access to School Meals and Other Food Service Items

Parents and guardians must plan for their child to have sufficient access to food at school on each
school day and must actively monitor and manage their child’s school food service account. In
order to help parents and guardians meet these responsibilities and to ensure that school families
are reasonably informed about the food service options that are available to students, the District
has established the following guidelines regarding food service charges and student access to
food at school:

1. A student will always be permitted to select and receive one of the standard school meal
options if either of the following apply:
a. The District has determined that the student is currently eligible to receive free
meals at school; or
b. The student has sufficient prepaid funds in his/her food service account, or
enough money in hand, to pay for the meal on the day the meal is purchased.

2. When a student purchases a school meal or any other food service items, the general rule
is that payment is due no later than at the time of service. However, the District’s food
service account system normally allows a family/household to charge up to $50 in
student accounts as a negative balance before the District will take steps to restrict the
student’s food choices. The primary purpose of allowing a limited and temporary
negative balance is to prevent an unexpected interruption in meal service on a day that a
student inadvertently has insufficient funds available. In addition:

a. The District may deny the privilege of charging items to a student who repeatedly
establishes a negative account balance that is not promptly repaid upon notice of
the amount owed.

b. A student who has reached his/her maximum account limit on food charges is not
permitted to purchase a second meal, an extra entrée, or any other item that is
offered for a la carte purchase until the negative balance has been repaid in full.

3. Students who are not eligible for free school meals, do not have money to pay for their
food, are not permitted to charge items, and do not bring food from home will be offered
a courtesy meal at no cost for lunch only. The courtesy meal normally consists of a
peanut butter sandwich and a carton of milk.

Negative Account Balances and Collection Procedures

Families with a deficit of $50 or more will receive a phone call each week. A courtesy meal will
be offered if no funds are received to apply toward the negative balance by lunch the following
day.

CROSS REFERENCES:
760.1 Free and Reduced Price Meals
763-Policy School Meal Account Charges and Collections

APPROVED: June 14, 2017



771

PRINTING AND DUPLICATING SERVICES
(Copyright)

The Board will make available the equipment necessary for staff to carry out their assignments.
This equipment will include machines for the reproduction of materials in either single or
multiple copies.
It shall be the policy of the River Ridge School District to observe all copyright laws.
Copyrighted materials shall not be duplicated by district employees, or on school district
equipment, in violation of the exclusive rights of the holders of the copyright on such materials.
Copyrighted materials may be duplicated only with the prior written permission of the copyright
holder, or when the duplication constitutes a "fair use" of the materials as defined by law. School

employees who violate copyright laws shall be liable for their own actions.

LEGAL REF.: PL 94-553, Federal Copyright Law
Section 943.70 Wisconsin Statutes

APPROVED: July 1, 1995

771.1
PERSONAL USE OF DISTRICT COPY MACHINES
Personal use of district copy machines by school district staff except on a limited basis is
discouraged. Copy machines may be used by other individuals or community groups only with
prior permission of the district administrator.

Fees for such use may be established by the district administrator.

APPROVED: July 1, 1995

772
TELEPHONE SERVICES

District employees and students may use school telephones in accordance with established
guidelines.

Employees may be reimbursed for school business telephone calls.
Students violating the established guidelines shall be subject to discipline.
CROSS REF.: 772-Rule, Guidelines for Telephone Use

APPROVED: July 1, 1995



772-Rule
GUIDELINES FOR TELEPHONE USE
A. Student use of school telephones shall be in accordance with the following:

1. Students must be considerate of others waiting to use the telephone and limit use during events
or activities to a reasonable time.

2. Long distance calls are permitted only if calls are billed to the student's home telephone
number.

3. Student groups (e.g., FFA, etc.) must pay for long distance calls.

4. Students may only use the hall and office telephones unless related to specific teacher
instructions.

5. Telephone messages will be given to students only from parent(s)/guardian, upon
administrative approval, or in case of emergency.

6. Discipline for Student Misuse of Telephones
Depending upon the nature of the violation, a student who fails to comply with the district's
policy on use of telephones at school is subject to the following:

a. Verbal and/or written reprimand or detention, or restricted privileges; a warning is
issued and parent(s)/guardian(s) are notified.
b. For serious or repeat offenses, students are subject to suspension, in accordance with
Board policy. Restitution shall be paid for long distance calls or for any damage committed.
c. For severe or repetitious offenses, the student may be
recommended for expulsion.
d. If warranted, legal authorities may be notified.

B. Employee use of school telephones shall be in accordance with the following:

1. Employees may be reimbursed for school-related calls in accordance with established
procedures.

2. Long distance

a. Long distance personal calls must be charged to another telephone number.

b. Staff members must keep a log of all long distance calls, both school-related and
personal.

3. Personal calls should be kept to a minimum.

APPROVED: July 1, 1995



780
INSURANCE MANAGEMENT

The Board has the responsibility to maintain an adequate insurance program to protect the
property of the district against fire, vandalism and theft; to protect Board members and
employees against general liability resulting from the discharge of their duties; to protect the
school district against bus transportation liability; and to offer protection against injury for all
students, employees and the public while on school property or engaged in school sponsored
activities. The school district will make every effort to obtain insurance at the most economical
cost, consistent with required service, by obtaining quotations or by negotiation.

The Board may also authorize and participate in an insurance program of hospitalization and
medical insurances for students and employees. The Board may provide such health insurances
to employees on a self-insured basis, in accordance with state law.

The responsibility for administering the total insurance program shall be delegated to the district
administrator.

LEGAL REF.: Sections 66.18
118.10
120.10(7)
120.12(6)
120.13(2)
121.53(1)

CROSS REF.: 451, Student Insurance Program
532.3, Professional Staff Fringe Benefits
542.2, Support Staff Fringe Benefits
GREAT Agreement

APPROVED: July 1, 1995



