GENERAL ASSURANCES
I.

Assurances
The Darlington Community School District provides that no person may be denied
admission to any of its schools or be denied participation in, or be denied the benefits of,
or be discriminated against in curricular (or methods and materials), extracurricular,
pupil services, recreational or any other program or activity because of the person’s sex,
race, national origin, ancestry, creed, pregnancy, marital or parental status, sexual
orientation or physical, mental, emotional, or learning disability.
This policy does not intend to prohibit provision of special programs or services based on
objective standards of individual need or performance to meet the needs of pupils.
Section XI, Federal Program Assurances, of the District Policy Book is incorporated by
reference into this section of the District Policy Book.

II.

Grievance Procedure
Citizens, employees, and students of the District are hereby notified that the
superintendent of schools has been designated as the officer to receive and process all
grievances growing out of alleged non-compliance with non-discrimination provisions.
The superintendent can be contacted at the District Office, Darlington Elementary/Middle
School, 11630 Center Hill Road, Darlington WI 53530. Phone: 608-776-2006.
Grievance Procedure is as follows.
1. Grievance should be submitted in writing, noting and documenting the alleged
violation within thirty (30) calendar days of the alleged violation.
2. Acknowledgement notice of grievance should be sent by certified mail to grievant’s
last known address to the grievant within forty-five (45) calendar days of submittal of
the grievance.
3. Resolution notice of the grievance or notice of established procedure for resolution of
the grievance should be given to the grievant with ninety (90) calendar days of
receipt of the grievance.
4. Notification to the complainant of the right to appeal to the State Superintendent
within thirty (30) calendar days from the date of the District’s final decision.
5. Delays in meeting timely obligations noted in (2) and (3) above should be taken up
immediately with the full Board of Education at the first regular Board meeting
following a failure to meet the timely dates growing out of (2) and (3) above.
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III.

Public Notice
The District shall annually provide a class 1 public notice of Board Non-Discrimination
policy including complaint procedures and the address and officer designated to receive
complaints.

IV.

Evaluation
The District shall evaluate the status of non-discrimination educational equality at least
once every five years.

APPROVED: June 5, 2001

Note: include statement in handbooks, course selection handbook, and other published
materials.
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SPECIFIC ASSURANCES
The Darlington Community School District assures that it intends to provide those
specific assurances which it is required to provide as such requirements are made
known.
Such assurances, adopted to date, are as follows.
A.

Title VI Non-discrimination on the basis of race, color, or national origin.
Adopted by Board Action Spring 1981
The Darlington Community School District publicly states the following. No
person shall be discriminated against on the basis of race, color, or national
origin, nor shall any person be excluded from the participation in, be denied the
benefits of, or be subjected to discrimination under any educational program or
activity receiving federal, financial assistance. This statement is made by way of
assuring compliance with Title VI of the Civil Rights Act of 1964.

B.

Title IX - Non-discrimination on the basis of sex
Adopted by Board Action November 3, 1975.
Darlington Community Schools in compliance with Title IX (86.9) of Education
Amendments of 1972, publicly states its’ policy as follows:
It is our policy not to discriminate on the basis of sex in the educational
programs or activities that we offer, nor do we discriminate on the basis of sex
in employment.
It is also our continuing policy not to discriminate on the basis of race, color,
religion, national origin and handicap and to ensure that persons are served and
employed without regard to these factors.
Any party or parties who experience or perceive discrimination should apply to
the district administrator for redress. Should the matter not be reconciled the
party or parties may request the matter be excalated to a hearing by the full
Board.
Be reference, this section incorporates the Federal Register Bulletin,“Nondiscrimination on the basis of Sex”, Volume 40, Number 108.

C.

Section 504 Rehabilitation Act and Title II Americans with Disabilities Act of
1990
Adopted by Board Action April 18, 1977
Non-discrimination on the basis of handicapping conditions.
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The Darlington Community School District publicly states its intent to comply
with Section 504 of the Rehabilitation Act of 1973 to assure non-discrimination
on the basis of a handicapping condition.
Part IV of the Act (May 4, 1977 Federal Register) is herein incorporated by
reference.
D.

Student Records
Notice of Rights Concerning Student Records
Pursuant to the provisions of the Family Education Rights and Privacy Act of 1974,
the School District of Darlington is required to give annual notice to parents and
adult students of their rights regarding student records.
The School Board has adopted a policy to insure the confidentiality of
student records. A copy of this policy is available from the office of the
Superintendent at Darlington Elementary/Middle School (776-2006).
If you believe that the District is not complying with the federal student’s
record laws, you may file a complaint at the office of the superintendent.
See Article III, Section IX.

E.

Title I
The Darlington Community School District recognizes the importance of parent
involvement in the Title I program and therefore will establish meetings to provide
appropriate opportunities for parents to become involved in the design and
implementation of Title I projects in these kinds of ways.
1. Notifying the child’s parents that their child has been selected for Title I
program and why the child was selected.
2. Sharing the child’s individual education program with the parents.
3. Reporting of the child’s progress using an appropriate method.
4. Establishing parent/teacher conferences.
5. Providing materials/promoting parent help at home for student help.
6. Providing timely information concerning Title I activities.
7. Promoting parent suggestions in planning, developing, and operation of the
program.
8. Consulting with parents about how the school can work with parents to
achieve program objectives.
9. Consider and respond to parent recommendations.
10. Establish parent advisory councils.

Revised: December 15, 2009
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GRIEVANCE PROCEDURES
Title VI, Section 504, Title IX, Student Records,
Adopted by Board Action, April 18, 1977, Revised 1983, 1986, 2009

Citizens, employees, and students of the District are hereby notified that the
superintendent of schools has been designated as the officer to accept and process all
grievances growing out of alleged non-compliance with Title VI requirements relating to
race, color, or national origin discrimination; or to Section 504 requirements relating to
discrimination of it’s handicapped, or to Title IX requirements relating to sex
discrimination or to Title II Americans with Disabilities Act of 1990.
The Superintendent can be contacted at the District Office, Darlington
Elementary/Middle School, 11630 Center Hill Road, Darlington, Wisconsin, 53530.
Phone: 608-776-2006.
Grievance procedure is as follows:
1.

Grievance should be submitted in writing, noting and documenting the alleged
violation within thirty (30) days of the alleged violation.

2.

Receipt of grievance should be received by grievant within ten (10) working
days of date of submittal of the grievance.

3.

Resolution of grievance or notice of procedure for resolution of grievance
should be received by grievant within forty-five (45) calendar days of receipt
of the filed grievance.

4.

Delays in meeting timely obligations noted in (2) and (3) above should be
taken up immediately with the full Board of Education at the Board meeting
following failure to meet timely dates in (2) and (3).

Revised: December 15, 2009
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EMPLOYEE GRIEVANCE POLICY AND PROCEDURE

Informal Resolution:
An employee1 with a complaint related to employee discipline (except employee termination) or
workplace safety should first seek to resolve the issue(s) with his/her immediate supervisor through
informal discussion. Informal resolution of discipline complaints shall be initiated within ten (10)
days of the date when an employee has been notified of the discipline. An employee complaint
about a workplace safety issue may be raised informally at any time while the safety issue persists.
If the employee fails to initiate the informal resolution process with regard to employee discipline
within ten (10) days, the employee waives any further entitlement to utilize the grievance process
with respect to the discipline (except employee termination).
If the informal discussion does not resolve the employee discipline or workplace safety complaint
and the employee is dissatisfied with the response of his/her immediate supervisor, the employee
may seek informal resolution by the District Administrator or his/her designee within ten (10) days
after bringing it to the attention of his/her immediate supervisor. This step within the informal
resolution process is optional; thus, it is not a necessary step in determining whether the informal
resolution process has been exhausted.
If the complaint regarding employee discipline or workplace safety concerns the employee’s
supervisor, the employee may seek to resolve the complaint directly with the District Administrator.
If the complaint regarding employee discipline or workplace safety concerns the District
Administrator, the employee may seek to resolve the complaint directly with the Board President.
In cases of such employee discipline, the informal resolution process shall be commenced within
seven (7) days of the date when an employee has been notified of the discipline. If the employee
fails to initiate the informal resolution process with regard to employee discipline within seven (7)
days, the employee waives any further entitlement to utilize the grievance process with respect to
the discipline (except employee termination).
Employee termination decisions and contract non-renewal decisions are not subject to the informal
resolution process.

1

This Employee Grievance Policy and Procedure is intended to apply to all school district employees, except where a
valid, enforceable collective bargaining agreement provides the school district employee with a grievance procedure.
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Time Limits for Filing a Grievance
If the informal resolution process does not resolve the complaint, and the employee believes that
his/her complaint rises to the level of a grievance, as defined below, the employee may initiate a
formal grievance pursuant to the procedures described herein. A grievance involving employee
termination or discipline shall be filed no later than ten (10) days after the employee receives notice
of the discipline, termination or non-renewal of a contract pursuant to Wis. Stat. §§ 118.22 or
118.24. A grievance involving workplace safety shall be filed no later than twenty-one (21) days
after the employee first attempts to resolve his/her workplace safety concerns through the informal
resolution process.
In order to process grievances as expeditiously as possible, every effort should be made to handle
each step within the specified time period. If the school district official fails to comply with the
time periods or other procedures outlined in this policy, the grievant may advance the grievance to
the next level. There shall be no other consequences or remedies for failure of the school district to
meet the time periods outlined in this policy. If the grievant fails to comply with the time periods or
other procedures outlined in this policy, the grievant waives any further rights of appeal and the
grievance will be deemed resolved. However, with the exception of the time period for filing the
written grievance, either party may request an extension of any time period provided in this policy,
including the informal resolution process. Such extensions shall be by mutual written agreement.
If no grievance is filed, the decision of the administration shall be considered final, except a
decision to terminate an employee shall be final upon ratification by the Board. The grievance may
be voluntarily withdrawn at any level. Once a grievance is withdrawn, it cannot be reopened. A
former employee or an employee who separates from employment during the course of the
grievance may not file or continue a grievance without the written consent of the District
Administrator or designee. If at any time during the grievance process the school district grants the
grievant the relief originally requested, the District Administrator or designee may terminate the
grievance at that time. Any party involved may have a representative present at all levels once the
grievance has been filed in writing. Facts presented and/or examined at the Level One and Level
Two hearings shall be made available to both parties. All parties shall respect the confidentiality of
the grievance procedure by holding in confidence the facts and information shared in meetings and
written correspondence, to the extent authorized by law.
Definitions:
A.

Grievant: A grievant is an employee whose own substantial interests related to termination,
discipline, or workplace safety are adversely affected, denied, or controverted by a final
administrative decision. In the cases of an employee with a definite term contract, a “final
administrative decision” is defined to include, but not be limited to, a Board approved
termination based on an informal hearing (See General Considerations, Paragraph C.,
below). In the case of a teacher or administrator non-renewal, a “final administrative
decision” is defined to include a Board approved non-renewal following the procedures set
forth in Wis. Stat. §§ 118.22 or 118.24.
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B.

Grievance: A grievance is a formal written complaint by an employee that a final
administrative decision related to termination, discipline, or workplace safety violated,
misapplied, or misinterpreted a local Board policy, administrative regulation or procedure,
or specified federal or State law or rule, or in the case of an employee with a written
employment contract, the terms of such written employment contract.
1.

Employee Termination: The term “employee termination” shall be narrowly
construed to mean a separation from employment initiated by the employer,
(including, for purposes of an employee with a definite term contract, a separation
from employment initiated by the employer which is effective during the term of the
contract), but shall not include, without limitation by enumeration, the following:
a.
b.
c.
d.
e.
f.
g.
h.

2.

Layoffs;
Workforce reduction activities;
Voluntary termination including, without limitation, quitting and
resignation;
Job abandonment;
End of employment due to disability;
Retirement;
Death;
End of employment and/or completion of assignment of limited-term,
temporary, seasonal, substitute, or part-time employees; or

Employee Discipline: The term “employee discipline” shall be narrowly construed
to mean a suspension without pay, or a demotion or reduction in rank, pay, or other
benefits, imposed by the employer for disciplinary reasons, but shall not include,
without limitation by enumeration, the following:
a.

b.

c.
d.
e.
f.
g.
h.
i.

Termination, non-renewal of teacher contracts under Wis. Stat.
§ 118.22, non-renewal of administrator contracts under Wis. Stat.
§ 118.24, layoffs or workforce reduction activities;
Adverse employment actions other than a suspension without pay, or
a demotion or reduction in rank, pay or other benefits, imposed upon
the employer for disciplinary reasons;
Lateral transfers or reassignments;
Plans of correction or performance improvement;
Performance evaluations or reviews;
Documentation of employee acts and/or omissions in an employment
file;
Oral or written reprimands or warnings;
Administrative suspension with or without pay pending investigation
of misconduct or nonperformance; or
Non-disciplinary wage, benefit, or salary adjustments, or reductions
in assigned hours.
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3.

C.

Workplace safety: The term “workplace safety” shall be narrowly construed to refer
to (1) an existing condition that substantially endangers an employee’s health and
safety; or (2) any workplace policy or procedure established by state or federal law
or the Board to protect the safety and health of employees in the school district and,
as used in this section, is alleged by an employee to have been violated and to have
substantially adversely affected the employee’s safety at a District workplace.

Days: “Days” mean calendar days.

General Considerations
A.

Hearing Officer: The Board shall adopt, prior to the beginning of each school year, or as
the need arises, a resolution authorizing a Hearing Officer appointed by the Board to hold a
grievance hearing and make a decision regarding the grievance. The Hearing Officer shall
not be an officer, agent or employee of the Board at the time of appointment. The Board
shall approve a Hearing Officer, prior to the beginning of each school year (or as the need
arises), to be called upon under this procedure.

B.

Standard of Review: The standard of review to be applied by the Hearing Officer of a final
administrative decision giving rise to a grievance shall be based on the following, unless an
alternative is provided in applicable policy, law, contract or collective bargaining
agreement:
1.

The review of a final administrative decision to terminate or discipline an employee
with a definite term contract or a “cause” standard shall be de novo and the decision
shall be upheld if it is based on a good and sufficient reason, which shall be any
reason that is not wholly frivolous and inconsequential and that has a reasonable
basis in fact.

2.

The review of a final administrative decision to non-renew a contract (regardless of
whether pursuant to a statutory procedure) or to terminate or discipline an employee
without a definite term contract or a “cause” standard shall require deference to the
final administrative decision and the decision shall be upheld if it is made on any
basis other than a basis which is “arbitrary and capricious,” which shall be defined as
an action which is either so unreasonable as to be without rational basis or the result
of unconsidered, willful, or irrational choice.

3.

The review of a final administrative decision concerning a workplace safety
grievance shall require deference to the final administrative decision and the decision
shall be upheld if it is made on any basis other than a basis which is “arbitrary and
capricious,” which shall be defined as an action which is either so unreasonable as to
be without rational basis or the result of unconsidered, willful, or irrational choice.
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C.

D.

Termination of an Employee with a Contract for a Definite Term:2 The required procedure
for terminating an employee where there is an expectation of continued employment
because of a contract for a definite term, a “cause” standard or another basis in law or fact,
is as follows:
1.

The District Administrator or his/her designee (or in the case of the termination of
the District Administrator, an individual designated by the Board President) shall
notify the employee, in writing, that he/she intends to recommend that the Board
terminate the employee at the next regularly scheduled Board meeting or a Special
Board meeting within forty-five (45) days of the date of the written notice.

2.

At the Board meeting to hear the termination recommendation, the Board shall hold
an informal hearing, which means that the District Administrator or his/her designee
(or in the case of the termination of the District Administrator, an individual
designated by the Board President) will present a summary of the evidence and
argument in support of the recommendation for termination, to be followed by an
opportunity for the employee and his/her representative to present a summary of any
evidence and argument in response. An informal hearing, for purposes of this
Grievance Policy and Procedure, is not a full-blown evidentiary hearing, i.e., there
shall be no swearing of witnesses and no direct or cross examination of witnesses;
and the rules of evidence do not apply.

3.

The Board shall issue its decision, in writing, within seven (7) days of the informal
hearing. If the Board accepts the recommendation to terminate the employee, the
Board shall inform the employee, in writing, that the Board has terminated the
employee’s contract/employment and that, if the employee wishes to appeal the
termination decision, the employee shall file an appeal at Level Two by filing a
completed grievance form with the Board President within twenty-one (21) days of
receiving written notice of termination. If no appeal is filed, the Board’s decision
shall become final.

Non-Renewal of a Teacher or Administrator Contract. The procedures for non-renewal of a
teacher or administrator contract set forth in Wis. Stat. §§ 118.22 and 118.24, respectively,
shall be applicable. If the Board non-renews the contract of a teacher or administrator,
pursuant to Wis. Stat. §§ 118.22 or 118.24, and the teacher or administrator wishes to appeal
the non-renewal decision, the teacher or administrator shall file an appeal at Level Two of
this Grievance Policy and Procedure by filing a grievance form with the Board President
within twenty-one (21) days of receiving final, written notice of non-renewal from the
Board. If no appeal is filed, the Board’s decision shall be final.

Level One
A.

The grievant may initiate a formal grievance by obtaining a grievance form from his/her
immediate supervisor or designee or from the human resources manager or department,
filling out the form, and providing a copy to his/her immediate supervisor and to the District

2

This procedure shall also apply to the non-renewal of an employee’s contract where Wis. Stat. §§ 118.22 and 118.24
do not apply, but where there is an expectation of continued employment because of the terms of the contract or another
basis in law or fact.
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Administrator. On the form, the grievant shall (1) identify the category of grievance (i.e.,
termination of an employee without a contract with a definite term, discipline, or workplace
safety), (2) describe the attempts to resolve the complaint informally (if applicable), (3)
identify the facts supporting the grievance, (4) specify the policy, rule, regulation, or law
alleged to have been violated, and (5) describe the relief requested. In order to be
considered, a grievance shall be filed, in writing, using the appropriate form.
B.

The District Administrator or his/her designee shall act on the grievance within seven (7)
days of the filing of the grievance. If the District Administrator or his/her designee denies
the grievance, he/she shall inform the grievant who shall have seven (7) days to appeal the
denial to the Board by filing a letter of appeal with the Board President.

Level Two
A.

Within ten (10) days after receipt of an appeal from a grievant, the Board President shall
appoint a Hearing Officer as authorized by resolution of the school board. The Hearing
Officer shall do the following:
1.

Screen the grievance and determine whether it falls within one of the categories
subject to the grievance procedure, whether the informal process was exhausted, if
applicable, and whether it has been timely filed.

2.

Notify the parties of the time and location for the hearing at least two (2) weeks
before the hearing.

3.

Subpoena witnesses, as necessary to ensure their testimony, when requested by
either party.

4.

Make evidentiary findings and conclusions. In the case of a grievance related to a
termination, a teacher contract non-renewal under Wis. Stat. § 118.22, an
administrator contract non-renewal under Wis. Stat. § 118.24, or discipline, the
Hearing Officer shall determine whether a full-evidentiary hearing is needed to
afford the employee the requisite due process, and, if so, shall allow the grievant to
present evidence, call and question witnesses, cross-examine adverse witnesses,
obtain copies of evidentiary materials and argue his or her case. The rules of
evidence shall not apply at any hearing, but the Hearing Officer may exclude or limit
irrelevant, repetitive, or redundant evidence or any evidence lacking probative value.
The Hearing Officer, in the conduct of the proceeding, shall be mindful of the desire
for a speedy and inexpensive resolution of any appeal brought before him/her.

5.

If the grievance is meritorious, in whole or in part, determine what relief is necessary
to provide recompense to the grievant in a grievance that involves termination,
contract non-renewal under Wis. Stat. §§ 118.22 or 118.24, or discipline, and in a
grievance filed over workplace safety, determine what action is necessary to correct
the hazardous condition, provided, however, that the Hearing Officer may not award
attorneys fees or litigation expenses against the District at any time.
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6.

The Hearing Officer shall expressly confine himself/herself to consideration of the
precise issue(s) submitted on the grievance form and letter of appeal, if applicable,
shall apply the applicable standard of review, and shall have no authority to
determine any other issue not so submitted or to submit observations or declarations
of opinion which are not directly essential in reaching the determination.

7.

The Hearing Officer will be without authority to make any decision which requires
the commission of an act prohibited by law.

B.

The hearing shall be recorded and the grievant shall be given the opportunity to have the
hearing conducted in open session, subject to such other legal requirements relating to
confidentiality or privacy, which may apply to the subject matter of the hearing, e.g. pupil
confidentiality. The Hearing Officer shall consider whether to engage a court reporter in
lieu of recording the hearing.

C.

The Hearing Officer shall issue a written decision no more than thirty (30) days after the
hearing is concluded, unless the Hearing Officer notifies the parties that more time is needed
and the reasons therefore. The need for post-hearing briefs, as determined by the Hearing
Officer, shall be sufficient reason to extend the deadline.

D.

The Hearing Officer shall inform the parties that an appeal of his/her decision may be taken
to the Board if filed within ten (10) days of the receipt of the decision of the Hearing
Officer, after which the decision of the Hearing Officer shall become final.

Level Three
A.

If either party is aggrieved by the decision rendered by the Hearing Officer, either party has
the right to file a written appeal with the Board within ten (10) days of receiving the Hearing
Officer’s decision, after which the decision of the Hearing Officer shall become final.

B.

Except for grievances involving an employee termination (regardless of whether the
employee has a contract for a definite term) or teacher or administrator contract non-renewal
under Wis. Stat. §§ 118.22 or 118.24, the Board may, at its sole discretion, assign an appeal
panel of at least three members of the Board, for the purpose of considering appeals under
the grievance procedure.

C.

The Board or appeal panel shall make every reasonable effort to meet, consider and decide
the appeal within sixty (60) days after receipt of the appeal.

D.

The Board President shall give ten (10) days notice to the parties of an appeal hearing before
the Board or appeal panel, if such a hearing is necessary.
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E.

The Board or appeal panel shall review the grievance on the record established by the
Hearing Officer unless it determines that additional information is needed. Each party may
make a brief oral presentation to the Board or appeal panel to summarize his/her position.
The appeal hearing shall be recorded and shall be held in closed session, unless the parties
are allowed to present additional information, in which case the grievant shall be given the
opportunity to have the evidentiary portion of the appeal hearing conducted in open session,
subject to such other legal requirements relating to confidentiality or privacy, which may
apply to the subject matter of the hearing, e.g. pupil confidentiality.

F.

The Board or appeal panel may affirm, reverse, or modify the decision of the Hearing
Officer. The Hearing Officer’s decision will be reversed if the decision was:
1.

In violation of constitutional provisions;

2.

In excess of the statutory authority or jurisdiction of the school district;

3.

Made upon unlawful procedure or in contravention of this Grievance Policy and
Procedure;

4.

Affected by other error of law;

5.

Based upon improper application or interpretation of Board policy;

6.

Unsupported by substantial evidence in view of the entire record as submitted. (As
used in this policy, substantial evidence means such relevant evidence as a
reasonable mind would accept as adequate to support a conclusion), or otherwise
erroneous;

7.

Arbitrary and capricious;

8.

Affected by the inappropriate application of the standard of review by the Hearing
Officer; or

9.

In contravention of public policy considerations.

G.

Procedural errors, which do not have a substantial affect on the rights of the parties, shall
not be grounds for reversal of any decision.

H.

The decision of the Board or appeal panel shall be final. The Board or appeal panel shall
make every effort to send to the grievant and the District Administrator a written statement
of its decision within a reasonable time after hearing the appeal.

Retaliation
No reprisals of any kind shall be taken by the Board or by an employee of the District against any
party in interest or other employee on account of his/her filing a grievance or participating in a filed
grievance.
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Request for Reconsideration of School Board Decision
This policy establishes a procedure for employees to grieve certain decisions of school officials.
The policy does not grant employees the right to appeal decisions of the Board itself, other than a
termination or contract non-renewal decision by the Board. Nonetheless, an employee may file, in
writing to the Board President, a request that the Board reconsider one of its own decisions. The
request shall be filed within fifteen (15) days of the Board’s decision and shall state the reasons
why the Board should reconsider its decision. The Board may exercise its discretion whether to
grant the requested reconsideration.
Judicial review of a Board or appeal panel decision made at Level Three of this policy, if any, shall
be as prescribed by law.
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EMPLOYEE GRIEVANCE FORM
Employee Name: ___________________________________

Date: ___________________

Please identify the category of your grievance (circle one):
Termination
Discipline
Workplace Safety
Are you an employee with a contract?
Yes □
No □
Describe your attempts to resolve your complaint informally (if applicable).
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Identify the facts that support your grievance.
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Specify the policy(ies), rule(s), regulation(s), and/or law(s) that you believe has/have been violated.
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Describe the relief that you are requesting.
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
If you require additional space, please attach additional sheets to this form.

Approved: July 5, 2011
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ACCESS TO PUBLIC RECORDS

This Notice is hereby adopted by the Darlington Community School District (District), a Wisconsin
School District organized and existing pursuant to Wisconsin law. The District is a Wisconsin
common school district, and it is managed by a Board composed of nine elected members. Its chief
executive officer is an appointed District Administrator.
The School Board has directed that this Notice be placed in a prominent and conspicuous location
in the District Office so that the Notice can be viewed and inspected by any member of the public.
In addition, individual copies of this Notice will be made available to any person who requests such
a copy from one of the designated custodians of the records of this District.
The District is subject to the Wisconsin Public Records Law. The following information is
provided to the public to assist in obtaining access to the records of the District.
I.

The Board has designated the District Administrator or his/her designee as the legal
custodian of the records and property of the District.

II.

The normal, regular business hours of the office of the District are as follows:
Darlington Community School District
11630 Center Hill Road
Darlington, WI 53530
8:00 a.m. to 4:30 p.m.
Monday through Friday (except for holidays)

III.

The methods by which the public may obtain information and access to records in its
custody, make requests for records, and obtain copies of records shall include the
following:
A.

A request to inspect or copy a record shall be made to the legal custodian or
designee. The request shall reasonably describe the requested record or the
information requested. A request for a record without a reasonable limitation as
to subject matter or length of time represented by the record does not constitute a
sufficient request. No request may be refused because the person making the
request is unwilling to be identified or to state the purpose of the request.
However, if the record is kept at a private residence or if security reasons or
federal law so dictate, identification may be required.

B.

The legal custodian, upon request for any record, shall as soon as practicable and
without delay, either fill the request or notify the requestor of the determination to
deny the request in whole or in part and the reasons thereof.

C.

Oral requests may be denied orally unless a demand for a written statement of the
reasons denying the request is made by the requestor within five business day of
the oral denial. If a written request is denied in whole or in part, the requestor
shall receive a written statement of the reasons for the denial. Written denials
must include a statement informing the requestor that the denial may be reviewed
by a court by mandamus under 19.37(1) of the Statutes or upon application to the
attorney general or a district attorney.
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IV.

Public access to records may be denied as permitted by law. Such limitations include the
following:
A.

As provided by 19.36 of the Statutes, the following records are exempt from
disclosure:
1.
Records specifically exempted from disclosure by state or federal law or
authorized to be exempted from disclosure by state law. Pupil records are
exempted as provided by 118.125 of the Statutes.
2.
Any record relating to investigative information obtained for law
enforcement purposes if federal law or regulations require exemption from
disclosure as a condition to receipt of aids by the state.
3.
Computer programs as defined by statute, although the material used as
input for a computer program or the material produced as a product of the
computer program is subject to the right of examination and copying,
except as otherwise provided by law.
4.
A record or any portion of a record containing information qualifying as a
trade secret, as that term is defined by statute.

B.

If a record contains information that may be made public and information that
may not be made public, the legal custodian shall provide the information that is
subject to disclosure and delete the information that is not subject to disclosure
from the record before release.

C.

To the extent required by law, a legal custodian may deny access to a record, in
whole or in part, only if he or she determines that the public interest in disclosure
outweighs the public interest in nondisclosure.
REQUEST FOR RECORDS FEE SCHEDULE

In accordance with Wisconsin State Statute, the District shall follow the requirements below with
respect to requests for records.
I.

The legal custodian may require supervision of the requestor during inspection or may
impose other reasonable restrictions on the manner of access to an original record if the
record is irreplaceable or easily damaged.

II.

A request may be charged a fee for the actual, necessary, and direct cost of copying and
locating records as follows:
A.
B.
C.
D.

E.

The fee for photocopying shall be $.15 per page.
If the form of a written record does not permit copying, the actual, necessary and
direct cost of photographing and photographic processing may be charged.
If mailing or shipping is necessary, the actual, necessary and direct cost thereof
may be charged.
There shall be no charge for locating a record unless the actual, necessary and
direct cost thereof exceeds $50.00 in which case the actual cost, including cost of
district employees’ time, may be determined by the legal custodian and billed to
the requestor.
The legal custodian may require prepayment by a requestor of any fee imposed.
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LOCAL PUBLIC OFFICES
In accordance with Wis. Stat. §19.34(1), the following is a list of the positions of the authority that
constitute “local public offices,” as defined by the Public Records Law, as amended.
1.

School Board members

2.

District Administrator

3.

Principals

4.

Head of Maintenance

5.

Food Service Manager

NOTICE TO EMPLOYEES OF LEGAL CUSTODIAN
In accordance with Wis. Stat. §19.33 (2), please note that the Darlington Community School
District has designated the District Administrator or his/her designee as the legal custodian of the
public records and property of the District. The District Administrator and his/her designee are
vested by the District with full legal power to render decisions and carry out the duties of the
District under the public records and property law. The District Administrator and his/her designee
are authorized to consult with the district’s legal counsel regarding custodian responsibilities.
Legal Reference:

19.21
19.33
19.35
19.36
120.13(28) – Subchapter II of Chapter 19

Approved: July 19, 2010
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