SCHOOL DISTRICT OF WESTFIELD

ANNUAL NOTICES



ANNUAL NOTICE OF SPECIAL EDUCATION REFERRAL AND EVALUATION PROCEDURES

The information in this publication is also available in Spanish and Hmong. 

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

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

Others, including parents, who reasonably believe a child is a child with a disability, may also refer the child, including a homeless child, to the school district in which the child resides.

Referrals must be in writing and include the reason why the person believes the child is a child with a disability.  A referral may be made by contacting Tammy Stowers-Tonn, Director of Special Education, the School District of Westfield, at 608-296-2141, ext. 1028 or by writing her at N 7046 County Rd. M., Westfield, WI  53964.


 CONFIDENTIALITY OF PERSONALLY IDENTIFIABLE INFORMATION OBTAINED THROUGH CHILD FIND ACTIVITIES 

The information in this publication is also available in Spanish and Hmong. 

The School District of Westfield is required to locate, identify, and evaluate all children, with disabilities, including children with disabilities attending private schools in the school district, and homeless children.  The process of locating, identifying, and evaluating children with disabilities is known as child find.  This agency conducts the following child find activities each year, [describe the public agency’s child find activities]. This notice informs parents of the records the school district will develop and maintain as part of its child find activities.  This notice also informs parents of their rights regarding any records developed.

The school district gathers personally identifiable information on any child who participates in child find activities.  Parents, teachers, and other professionals provide information to the school related to the child’s academic performance, behavior, and health.  This information is used to determine whether the child needs special education services.  Personally identifiable information directly related to a child and maintained by the school is a pupil record. Pupil records include records maintained in any way including, but not limited to, computer storage media, video and audiotape, film, microfilm, and microfiche. Records maintained for personal use by a teacher and not available to others and records available only to persons involved in the psychological treatment of a child are not pupil records.

 The school district maintains several classes of pupil records.
· "Progress records" include grades, courses the child has taken, the child's attendance record, immunization records, required lead screening records, and records of school extra-curricular activities. Progress records must be maintained for at least five years after the child ceases to be enrolled. 

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

· "Directory data" includes the student's name, address, telephone listing, date and place of birth, major field of study, participation in officially recognized activities and sports, weight and height of members of athletic teams, dates of attendance, photographs, degrees and awards received, and the name of the school most recently previously attended by the student. 

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

The Family Educational Rights and Privacy Act (FERPA), the Individuals with Disabilities Education Act (IDEA), and section 118.125, Wisconsin Statutes, afford parents and students over 18 years of age ("eligible students") the following rights with respect to education records: 

· The right to inspect and review the student's education records within 45 days of receipt of the request. Parents or eligible students should submit to the school principal [or appropriate school official] a written request that identifies the records(s) they wish to inspect. The principal will make arrangements for access and notify the parent or eligible student of the time and place where the records may be inspected. The school district will comply with the request without unnecessary delay and before any meeting about an individualized education program, or any due process hearing, and in no case more than 45 days after the request has been made. If any record includes information on more than one child, the parents of those children have the right to inspect and review only the information about their child or to be informed of that specific information. Upon request, the school district will give a parent or eligible student a copy of the progress records and a copy of the behavioral records. Upon request, the school district will give the parent or eligible student a list of the types and locations of education records collected, maintained, or used by the district for special education. The school district will respond to reasonable requests for explanations and interpretations of the records. A representative of the parent may inspect and review the records. 

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

· The right to consent to disclosures of personally identifiable information in the student's education records, except to the extent that federal and state law authorize disclosure without consent. The exceptions are stated in 34 CFR 99.31, Family Educational Rights and Privacy Act regulations; Sec. 9528, PL107-110, No Child Left Behind Act of 2001; and section 118.125(2)(a) to (m) and sub. (2m), Wisconsin Statutes. One exception that permits disclosure without consent is disclosures to school officials with legitimate educational interests. A school official is a person employed by the district as an administrator, supervisor, instructor, or support staff member (including health or medical staff and law enforcement unit personnel); a person serving on the school board; a person or company with whom the district has contracted to perform a special task (such as an attorney, auditor, medical consultant, or therapist); or a parent or student serving on an official committee, such as a disciplinary or grievance committee, or assisting another school official in performing his or her tasks. A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibility. Upon request, the district discloses education records without consent to officials of another school district in which a student seeks or intends to enroll. Also the district discloses "directory data" without consent, unless the parent notifies the district that it may not be released without prior parental consent. 

· The right to file a complaint with the U. S. Department of Education concerning alleged failures by the District to comply with the requirements of FERPA. The name and address of the Office that administers FERPA is: Family Policy Compliance Office, U.S. Department of Education, 400 Maryland Avenue, S.W., Washington, DC 20202-4605.

SLD Notification for Schools as Required by PI 11.36(6)(c)2

Wisconsin’s rule for identifying students with specific learning disabilities (SLD) has changed.  No later than December 1, 2013, all initial SLD evaluations of public school students will use information from interventions to make eligibility decisions.

This article is to notify you that beginning on September 3, 2013 initial SLD evaluations at Westfield schools will begin using information from a student’s response to intensive, scientific research based or evidenced based interventions when making special education eligibility decisions.

This change in qualification procedures will be implemented in our district by using a system known as ‘Response to Intervention (RTI)’.  RTI encompasses academics and behaviors for all students. RTI is designed to catch student struggles, in academics and behaviors, early on and to provide interventions that have been proven to work.  

If you have any questions or would like more information, If you have any questions or would like more information, please refer to our webpage at http://www.westfield.k12.wi.us or contact Tammy Stowers-Tonn, Director of Special Education and School Psychologist at 608-296-2141, ext. 1028, or Brenda Dahlke, Curriculum Director, ext. 1010.

PUBLIC NOTICE OF 

NON-DISCRIMINATION POLICY

The School District of Westfield, in compliance with the executive order 11246; Title IX of the Educational Amendment of 1976; Title VI of the Civil Rights Act of 1964, as amended by Equal Employment Opportunity Act of 1972; Section 504 of the Rehabilitation Act of 1973; the Age Discrimination Act of 1975; Wisconsin Statue 118.13; and the Wisconsin Fair Employment Standards and all other Federal, State, and School rules, laws, regulations, and policies, hereby affirms that the School District of Westfield shall not deny admission to any student to participate in, or enjoy the benefits of, any program or activity on the basis of sex, race, ancestry, creed, pregnancy, marital or parental status, sexual orientation or physical, mental, emotional or learning disability in the education programs, and shall not discriminate against any person in employment on the basis of sex, race, color, national origin, age handicap, or membership in the military forces in the educational programs or activities which it operates.

All students shall have an equal opportunity to participate in, and benefit from, all academics and co-curricular activities and services.  Grievance procedures for Title IX, Section 504 Title VI, and SS118.13 have been established for students, their parents, and employees who feel they may have been discriminated against within the confines of the School District of Westfield.

The district encourages informal resolution of complaints under this policy, but formal complaints of alleged discrimination under Title IX (sex), Section 504 (handicap), and Title VI (race, color, or national origin) should be referred to: David Moody, or Brenda Dahlke, Civil Rights Coordinators, School District of Westfield, N 7046 County Road M, Westfield, WI  53964 or by telephoning (608) 296-2141 ext. 1004 for David or ext. 1010 for Brenda. 

SCHOOL YEAR NOTIFICATION – 
ABESTOS REMOVAL

As a result of recent federal legislation (Asbestos Hazard Emergency Response Act – AHERA), each primary and secondary school in the nation is required to complete a stringent inspection for asbestos and to develop a plan of management for all asbestos – containing building materials.  The School District of Westfield has a goal to be in full compliance with this law and is following the spirit, as well as, the letter of the law.  As a matter of policy, the district shall continue to maintain a safe and healthful environment for our community’s youth and employees.

In keeping with this legislation, all buildings, (including portable and support buildings) owned or leased by the School District of Westfield were inspected by EPA accredited inspectors and an independent laboratory analyzed samples.  Based on the inspection, the school prepared and the state approved a comprehensive management plan for handling the asbestos located within its buildings safely and responsibly.

Furthermore, the School District of Westfield has completed their 3-Year Re-inspection required by ABERA.  Our district buildings, where asbestos-containing materials were found, are under repair, removal and Operations and Maintenance.  

The School District of Westfield conducted the following with respect to its asbestos containing building materials:

Implemented our Operations and Maintenance Program

Federal law requires a periodic walk-through (called “surveillance”) every six months of each area containing asbestos.  In addition, the law requires all buildings to be re-inspected three years after a management plan is in effect.  MacNeil Environmental, Inc. accomplished this under contract.

Short-term workers (outside contractors – i.e., telephone repair workers, electricians and exterminators) must be provided information regarding the location of asbestos in which they may come into contact.  All short-term workers shall contact the lead maintenance person before commending work to be given this information.

The School District of Westfield has a list of the location(s); type(s) of asbestos containing materials found in that school building and a description and timetable for their proper management.  A copy of the Asbestos Management Plan is available for review in the school office.  Copies are available at 25 cents per page.  Questions related to the plan should be directed to MacNeil Environmental, Inc. Madison WI at 800-232-5209 or by contacting the School District of Westfield at 608-296-2136.

Notification of Rights under FERPA

The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18 years of age ("eligible students") certain rights with respect to the student's education records. These rights are:

(1) The right to inspect and review the student's education records within 45 days of the day the School receives a request for access. 

Parents or eligible students should submit to the School principal a written request that identifies the record(s) they wish to inspect.  The School official will make arrangements for access and notify the parent or eligible student of the time and place where the records may be inspected. 

(2) The right to request the amendment of the student’s education records that the parent or eligible student believes are inaccurate, misleading, or otherwise in violation of the student’s privacy rights under FERPA.

Parents or eligible students who wish to ask the School to amend a record should write the School principal, clearly identify the part of the record they want changed, and specify why it should be changed. If the School decides not to amend the record as requested by the parent or eligible student, the School will notify the parent or eligible student of the decision and advise them of their right to a hearing regarding the request for amendment. Additional information regarding the hearing procedures will be provided to the parent or eligible student when notified of the right to a hearing.

(3) The right to privacy of personally identifiable information in the student's education records, except to the extent that FERPA authorizes disclosure without con​sent.

One exception, which permits disclosure without consent, is disclosure to school officials with legitimate educational interests.  A school official is a person employed by the School as an ad​ministrator, supervisor, instructor, or support staff member (including health or medical staff and law enforcement unit personnel); a person serving on the School Board; a person or com​pany with whom the School has outsourced services or functions it would otherwise use its own employees to perform (such as an attorney, audi​tor, medical consultant, or therapist); a parent or student serving on an official committee, such as a disciplinary or grievance committee; or a parent, student, or other volunteer assisting another school official in performing his or her tasks.

A school official has a legitimate educational interest if the official needs to review an educa​tion record in order to fulfill his or her professional responsibility.

(4) The right to file a complaint with the U.S. Department of Education concerning alleged failures by the School to comply with the requirements of FERPA.  The name and address of the Office that administers FERPA are:

Family Policy Compliance Office  

U.S. Department of Education

400 Maryland Avenue, SW

Washington, DC  20202-8520
Family Educational Rights and Privacy Act (FERPA)

Notice for Directory Information

The Family Educational Rights and Privacy Act (FERPA), a Federal law, requires that the School District of Westfield, with certain exceptions, obtain your written consent prior to the disclosure of personally identifiable information from your child’s education records.  However, the School District of Westfield, may disclose appropriately designated “directory information” without written consent, unless you have advised the District to the contrary in accordance with District procedures.  The primary purpose of directory information is to allow the School District of Westfield to include this type of information from your child’s education records in certain school publications.  Examples include:

· A playbill, showing your student’s role in a drama production;

· The annual yearbook;

· Honor roll or other recognition lists;

· Graduation programs; and

· Sports activity sheets, such as for wrestling, showing weight and height of team members.

Directory information, which is information that is generally not considered harmful or an invasion of privacy if released, can also be disclosed to outside organizations without a parent’s prior written consent.  Outside organizations include, but are not limited to, companies that manufacture class rings or publish yearbooks.  In addition, two federal laws require local educational agencies (LEAs) receiving assistance under the Elementary and Secondary Education Act of 1965 (ESEA) to provide military recruiters, upon request, with three directory information categories – names, addresses and telephone listings – unless parents have advised the LEA that they do not want their student’s information disclosed without their prior written consent. 

If you do not want the School District of Westfield to disclose directory information from your child’s education records without your prior written consent, you must notify the District in writing.  The School District of Westfield has designated the following information as directory information:  

-Student’s name

-Address
      

-Telephone listing
   

-Electronic mail address
  

-Photograph

-Degrees, honors, and awards received

-Date and place of birth

-Major field of study

-The most recent educational agency or institution attended

-Dates of attendance

-Grade level

-Participation in officially recognized activities and sports

   -Weight and height of members of athletic teams

-Student ID number, user ID, or other unique personal identifier used to communicate in electronic systems that cannot be used to access education records without a PIN, password, etc. 

 (A student’s SSN, in whole or in part, 

cannot be used for this purpose.)

Notification of Rights Under the

 Protection of Pupil Rights Amendment (PPRA)

PPRA affords parents certain rights regarding our conduct of surveys, collection and use of information for marketing purposes, and certain physical exams.  These include the right to:

( Consent before students are required to submit to a survey that concerns one or more of the following protected areas (“protected information survey”) if the survey is funded in whole or in part by a program of the U.S. Department of Education (ED)– 

1.  Political affiliations or beliefs of the student or student’s parent;

2.  Mental or psychological problems of the student or student’s family;

3.  Sex behavior or attitudes;

4.  Illegal, anti-social, self-incriminating, or demeaning behavior;

5.  Critical appraisals of others with whom respondents have close family relationships;

6.  Legally recognized privileged relationships, such as with lawyers, doctors, or ministers;

7.  Religious practices, affiliations, or beliefs of the student or parents; or

8.  Income, other than as required by law to determine program eligibility.

 (Receive notice and an opportunity to opt a student out of –

1. Any other protected information survey, 

      regardless of funding;

2.  Any non-emergency, invasive physical exam or screening required as a condition of attendance, administered by the school or its agent, and not necessary to protect the immediate health and safety of a student, except for hearing, vision, or scoliosis screenings, or any physical exam or screening permitted or required under State law; and

3.  Activities involving collection, disclosure, or use of personal information obtained from students for marketing or to sell or otherwise distribute the information to others.

(Inspect, upon request and before administration or use –

1. Protected information surveys of students; 

2. Instruments used to collect personal information from students for any of the above marketing, sales, or other distribution purposes; and

3. Instructional material used as part of the educational curriculum.

These rights transfer from the parents to a student who is 18 years old or an emancipated minor under State law.

The School District of Westfield has developed and approved policies, in consultation with parents, regarding these rights, as well as arrangements to protect student privacy in the administration of protected information surveys and the collection, disclosure, or use of personal information for marketing, sales, or other distribution purposes.  The School District of Westfield will directly notify parents of these policies at least annually at the start of each school year and after any substantive changes.  The School District of Westfield will also directly notify, such as through U.S. Mail or email, parents of students who are scheduled to participate in the specific activities or surveys noted below and will provide an opportunity for the parent to opt his or her child out of participation of the specific activity or survey.  The School District of Westfield will make this notification to parents at the beginning of the school year if the District has identified the specific or approximate dates of the activities or surveys at that time.  For surveys and activities scheduled after the school year starts, parents will be provided reasonable notification of the planned activities and surveys listed below and be provided an opportunity to opt their child out of such activities and surveys.  Parents will also be provided an opportunity to review any pertinent surveys.  Following is a list of the specific activities and surveys covered under this requirement:

(Collection, disclosure, or use of personal information for marketing, sales, or other distribution. 

(Administration of any protected information survey not funded in whole or in part by ED.

(Any non-emergency, invasive physical examination or screening as described above.

Parents who believe their rights have been violated may file a complaint with:  Family Policy Compliance Office

School Medication

Pupils requiring medication at school shall be identified by parents to the building principal.  He/she in turn, shall assume the authority for involving designated school personnel in the administration of the medication.
After identification of the pupil, the properly appointed representative for the school shall make direct contact with the physician (by letter or telephone) to identify the type, dosage, and purpose of said medication.  The physician must express a willingness to accept direct communication from the person dispensing or administering the medication.
Before medication is dispensed a written statement shall be required of:

1. The parents/guardian who shall request and authorize the designated school personnel to give medication in the dosage prescribed by the physician.

2. The physician must state in writing (either on the prescription or in his letter) the specific conditions under which he/she should be contacted regarding the conditions or reactions of the students receiving the medication.

It is important that an accurate and confidential system of record keeping be established for each pupil receiving medication.  It is advisable to have in the office a list of pupils needing medication during school hours.  This should include the type of medication, the dosage, and the time to be given.

The classroom teacher and other school personnel may be asked to record unusual behavior of a pupil on medication.  An individual record for each pupil receiving medication shall be kept and will include the dosage, changes, continuance or disruption.

School personnel should, under no circumstances, provide aspirin or any other medicine to students without meeting the conditions of this policy.  Diagnosis and treatment of illness and the prescribing of drugs are the responsibilities of the professional medical doctor.

STUDENTS’ ATTENDANCE

Compulsory Attendance Age: 

a) In accordance with Wisconsin Statutes, Section 118.15, all children between 6 and 18 years of age must attend school full-time until the end of the term, quarter, or semester in which they become 18 years of age unless they have a legal excuse. 

b) Any child who has reached the age of 16 may be excused by the school board from regular school attendance if the child and his or her parent or guardian agree, in writing, that the child will participate in a program or curriculum modification under Wis. Statute 118.15 (1) (b) or (d) leading to the child's high school graduation or when 17 years of age, a high school equivalency diploma. Any student who withdraws from regular school attendance under the law, has the right to be readmitted to school upon request so long as the student remains of school age. The board shall specifically inform the student who withdraws from school of this right for readmittance.

c) A child requesting withdrawal from regular school attendance must remain in school until approval has been granted by the school board. A child requesting readmittance must wait until the beginning of the next semester to return to regular school attendance. 

School Attendance Officer: 

a) The building principal or the principal's agent at each of the district's schools is designated to deal with matters relating to school attendance and truancy. 

b) The School Attendance Officer of each school shall determine daily which pupils enrolled in the school are absent from school and whether the absence is excused. 

c) Annually, on or before June 15, each building principal shall determine how many pupils enrolled in their school were absent in the previous year and whether the absences were excused. This information will be submitted to the district administrator who shall notify the state superintendent of determination. 

d) The School Attendance Officer in each school shall notify the parent or guardian of a child who has been truant, of the child's truancy and direct the parent or guardian to return the child to school no later than the next day on which school is in session or to provide an excuse.  The District Administrator in cooperation with each of the Attendance Officers will visit any place of employment in the school district to ascertain whether any minors are employed there contrary to law. The District Administrator will provide information regarding the attendance of any child between 6 and l8 who is a resident of the school district or who claims or is claimed to be in attendance at a private school located in the school district. 

School Day of Attendance:

 a.  Elementary: 

     An absence of 30 minutes or less constitutes a tardy. 

     An absence greater than 30 minutes but less than four hours constitutes a "half day" 

     An absence greater than four hours will be considered a full day. 

b.  High School/Middle School: 

An absence of up to and including four instructional periods will be considered a "half day",    An absence of more than four instructional periods will be considered a "full day”.

c.  Variations of "a" and "b" above will be determined by the building principal. 

Student Absences and Excuses: 

a. Regular attendance is a responsibility that should be shared by parents, student, and school.

b. Acceptable absences include illness, trip sponsored by the school, and pre-arranged 

      absences previously approved by the building principal or the principal's agent. 

Parents’ Responsibility: 

a. When a student is absent, his/her parents or guardians shall contact the school during the day
   by the time established at each school. Failure to contact the school will result in a telephone call to the home or place of employment. 

b. Parents or guardians are expected to provide a written explanation of absences at the time the student returns to school, unless notice of the absence has been received earlier and has prior approval of the building principal or the principal's agent. 

Students' Responsibility: 

a. Students are required to attend all their scheduled classes and study halls, unless they have obtained parental permission and a pass approved by the building principal or the principal's agent. 

b. Upon returning to school, students who have been absent are required to bring a written explanation of the absence from their parents or guardians, unless the absence has received prior approval from the building principal or the principal's agent. 

c. Students with acceptable absences are entitled to make up the work missed and are responsible for doing so. 

School Responsibility: 

a. When a student has been absent a total of five days of unexcused absences or ten days of excused absences, an attendance notification letter will be sent to his/her parents or guardians. A statement quoting the state law governing school attendance will also be enclosed. 

b. When a student has been absent a total of ten unexcused absences or fifteen excused absences an attendance notification letter will be sent to his/her parents or guardians. 

1. An administrative review of the case will be held and will consider the following: 

a. Parent input; in person, telephone, or by e-mail.

b. School input; academic, social, emotional. 

c. Medical input. 

2. If necessary, a personal parent conference will be requested by the building principal or the principal's agent to discuss the following options:

a. Educational counseling. 

b. Evaluation of the student to determine possible learning problems. 

c. Evaluation of the student to determine possible social problems. 

d. Home visitation. 

Legal Referral: 

A legal referral may be initiated if a poor attendance pattern has continued and if the building principal or the principal's agent has completed the following: 

a) Met with the child's parent or guardian to discuss the child's truancy or has attempted to meet with the child's parent or guardian and been refused. 

b) Provided an opportunity for educational counseling to the child to determine whether a change in the child's curriculum would resolve the child's truancy and have considered curriculum modifications under section 118.15 (1) (d) of the Wisconsin statutes.

c) Evaluated the child to determine whether learning problems may be a cause of a 

      child's truancy, and, if so, have taken appropriate action or made appropriate referrals. 

Teacher Responsibility: 

Teachers are required to emphasize the importance and the necessity of good attendance. Classroom procedures and grading requirements will be developed which reflect the effect attendance has on progress.

School Lockers

School lockers are the property of the School District of Westfield. At no time does the School District relinquish its exclusive control of lockers provided for the convenience of students. Periodic general inspections of lockers may be conducted by school authorities for any reason at any time, without notice, without student consent, and without a search warrant. 

The School Police Liaison Officer is an authorized agent of the school. 

STUDENT ELECTRONIC COMMUNICATION POLICY 

Electronic devices and personal entertainment units such as MP3 players, I Pod’s, cell phones, lap top computer and CD players cannot be used during the school day and must remain in the student’s locker and must remain off.  Pagers and laser pointers are not allowed in the building.  No walkie-talkies or other devices that the administration feels is disruptive are allowed in the building.  No cell phones, cameras or other recording devices are allowed in locker rooms/restrooms.

Steps

1st violation:
Cell phone will be taken away until the end of the day. Student must meet with Principal/Assistant Principal/Dean in order to get it back.

2nd violation:
Cell phone will be taken away until the end of the day. The student’s parent or guardian must meet with the Principal/Assistant Principal/Dean in order to retrieve it.

3rd violation:
Student is banned from bringing the cell phone on school grounds for the rest of the year.

School Visitors

Parents and local citizenry are encouraged to visit the schools in the School District of Westfield as often as they deem it necessary to confer with the teacher(s) and/or to check out certain matters with members of the school support staff. 

Certain restrictions regarding school visitation must be set forth and implemented by all school staff personnel. They are: 

1. Adults (parents, guardians, salespeople, etc.) should register their presence at the main office as soon as they enter the school building.  Administrative/office personnel shall handle each person's visitation request as promptly as possible. 

2. School age youth (relatives, friends, or students who had previously attended any of the schools of the district) may be restricted by the principal from attending school classes. 

While some close ties may exist between students living in and those moved out of the school district, it is felt that neither the school, the teacher, nor the students currently attending the facility should be held responsible for entertaining and/or providing such students with a "holding area" away from their own homes. 

It is the responsibility of those desiring to make a visit to the classroom to request such permission at least a day prior to the visit. 

Usual student visitations will be scheduled by the principal on a half-day basis. Exceptions may also be granted by building principal. 

Communicable Diseases

It is the policy of the School District of Westfield, pursuant to federal, state, and local laws and regulations, and in cooperation with state and local public health agencies, to establish and maintain appropriate health standards for the school environment, to promote the good health of students and staff, and to educate students and staff in disease prevention methods and sound health practices. 

In an effort to maintain a safe and healthful school environment, the District will provide educational awareness opportunities to students and staff regarding measures that can be taken to reduce the risk of contraction or transmitting communicable diseases (including HIV infection) at school and in school-related activities. 

In recognition that an individual's health status is personal and private, the District will handle information regarding students and staff with suspected or confirmed communicable diseases in accord with state and federal law and Board policies regarding the confidentiality of student and staff records, while at the same time complying with applicable public health reporting requirements. 

Students and staff may be excluded from school and/or school-related activities if they are suspected of or diagnosed as having a communicable disease as defined in the administrative interpretation that poses significant health risk to others or that renders them unable adequately to perform their jobs or pursue their studies. Students and staff excluded from school pursuant to this policy may appeal their exclusion as set forth in the administrative procedure.

Harassment and/or Bullying Policy

Introduction

The School District of Westfield is committed to a safe and civil educational environment for all students, employees, volunteers and patrons, free from harassment, intimidation or bullying. Bullying/Harassment is prohibited and this policy applies to any bullying or harassment that occurs on all property owned, leased or used by the district, and all transportation methods used by the district.  This policy also applies to all school events, including events that take place off of school property.  

The Principal/Counselor/Designee, the Superintendent and/or School Board reserves the right to refer matters of harassment or bullying to appropriate legal authorities in such cases where abuse may be a factor or in such cases where reasonable belief exists that a criminal act may have occurred.

Definition
“Harassment or bullying” means any intentional written, verbal, or physical act that:

   *Is severe, persistent, pervasive and may be repeated, that it creates an 

      intimidating or threatening educational environment; or 

   *Has the effect of substantially disrupting the orderly operation of 

      the school; or

   *Between students and students or students and adults or adults and adults.

Forms of bullying can include but are not limited to:

*Physical (e.g. assault, hitting, kicking, theft)

*Verbal (e.g. threatening or intimidating language, name-calling, racist remarks,)

*Electronic (using technology in a hurtful manner – electronic aggression commonly referred to as cyber bullying)  Cyber bullying includes but 

is not limited to the use of e-mail, instant messages, text messages, digital pictures or images, cell phones, or website postings to 

threaten, harass or intimidate the victim.

*Indirect (e.g. spreading cruel rumors, social exclusion and isolation.)

Nothing in this policy requires the affected student to possess a characteristic that is a perceived basis for the harassment or bullying, or other distinguishing characteristic.

Employees that have participated in bullying behavior or have become aware of bullying and failed to report the behavior, are considered to be in violation of the prohibition expressed by the policy.  Employees may be subject to disciplinary action consistent with the collective bargaining agreement or disciplinary action established by policy or practice.

This policy is not intended to prohibit expression of religious, philosophical, or political views, provided that the expression does not substantially disrupt the educational environment.  Many behaviors that do not rise to the level of harassment or bullying may still be prohibited by other district policies or building, classroom or program rules.  

Counseling, corrective discipline, suspension, expulsion and/or referral to law enforcement may be used to change the behavior of the perpetrator and remediate the impact on the victim.  This includes appropriate intervention(s), restoration of a positive climate, and support for victims and others impacted by the violation.  

False reports or retaliation for harassment or bullying also constitutes violations of this policy and these individuals are subject to disciplinary action.  

The district shall keep the complaint confidential to the extent permitted by law for both the accused and accuser, until such time as the misconduct is confirmed and sanctions are imposed.

Staff:

In order to minimize bullying staff should:

1. Address disruptive or threatening behavior.

2. Address complaints of targets or bystanders of bullying or harassment.

3. Provide active supervision of students in the hallways, restrooms, cafeteria and school grounds.

4. Address threatening or intimidating statements by students toward another student or adult.  

5. Address threatening or intimidating statements or behavior by staff toward students or other staff.

6. Believe that dealing with violence is part of their role in the school.

7. Have clear, acceptable rules of conduct.

8. Use non-violent strategies in response to student aggression.

9. Not let any students express problem behaviors.

10. Not fail to admit the true extent of physical, verbal and/or relational violence to protect a school or agency’s image.

STUDENTS – PROHIBITION OF HARASSMENT AND BULLYING

*Informal and Formal Reports can be made anonymously by using the tip line or report forms found in L.M.C.s.

Informal Complaint Process:

Anyone may use informal procedures to report and resolve complaints of harassment and bullying.  At the building level, programs may be established for receiving anonymous complaints.  Such complaints must be appropriately investigated and handled consistent with due process requirements.  

Step 1:
The person who believes he/she is being subjected to harassment and/or bullying is encouraged to advise the person who is engaging in such conduct of his/her objection to the acts of harassment and/or bullying.

Step 2:
If a person being harassed or bullied is unable or unwilling to discuss the matter of his/her objections with the person committing the harassment or bullying or the harassment/bullying continues after completion of Step1, the person should report this information to a staff member, or the building principal.  In the case of an employee the person shall advise  his/her direct supervisor of the allegations.  The supervisor shall discuss

the allegations with the other person to attempt to affect relief.

a. If the person who is alleged to be engaged in the acts of harassment

or bullying is the supervisor, the person to be advised is the person

who is responsible of the oversight of the supervisor.  In the case of principals and other central office administrators, this person would be the Superintendent.  In the case of the Superintendent or Board of Education Members, complaints should be made to the Board President.

b. In the case of students who believe they are victims of harassment or 

bullying, the conduct should be reported to a staff member, the building

principal, or school counselor.  Both the complaining students and the alleged harasser/bullier, if a student, may be accompanied by a person of their choice for support and guidance when making or responding to a bullying/harassment report.

c. If a complaining student or the alleged harasser/bullier is a student 

under the age of 18, the employee receiving the report should notify the student’s parent(s)/guardian(s) if, after initial consultation with the student, it is determined to be in the best interest of the student.

Step 3:
If, in the judgment of the complainant, Step 2 would be ineffective or the complainant does not wish to discuss the matter with the supervisor, counselor or the principal, or the results of Step 2 are unsuccessful, the person may report the complaint directly to the Superintendent or his/her designee.  The individual who receives the report will meet with the complainant within 10 school days to discuss the complaint.  If in the judgment of the Superintendent or his/her designee and/or the complainant the matter warrants formal action, the complaint shall be filed according to the formal complaint procedure.  The formal complaint procedure shall be processed in a timely and orderly manner according

to the complaint procedure outlined in the formal complaint procedure. 

Informal remedies can include, but are not limited to:  referring to counselor or his/her designee, talking with principal or his/her designee, and meeting with parents and/or staff.   Administration/Designee and staff will educate students on appropriate behaviors and make general reminders of this policy to the student body twice throughout the school year.   Staff will review this harassment and bullying policy at the beginning of each school year with principal, counselor and/or his/her designee.  Parents/Guardians will be informed yearly of this policy.  The policy will be included in student handbooks.

Formal Complaint Process:  

Anyone may initiate a formal complaint of harassment or bullying, even if the informal complaint process is being utilized.  Complainant(s) should not be promised confidentiality at the onset of an investigation.  It cannot be predicted what will be discovered or what kind of hearing may result.  

Step 1:
The formal complaint shall be submitted in writing to the Principal,Counselor or his/her designee using the Discrimination/Harassment/

Bullying Complaint Form.  If the complaining students or the alleged harasser is a student under the age of 18, the employee receiving the

report should notify the student’s parent(s)/guardian(s) if, after initial

consultation with the student, it is determined to be in the best interestof the student.

Step 2:
The Principal/Counselor or their designee shall thoroughly investigate the

complaint.  In doing so, he/she will notify the person accused of the complaint and the specifics thereof.  The accused individual shall be permitted to respond to the allegations either verbally or in a signed statement at his/her discretion.  If in the judgment of the Principal/

Counselor/Designee, a meeting of involved parties is necessary or appropriate to clarify or resolve the matter, a meeting will be conducted

within ten school days of the filing of the formal complaint.

The Principal/Counselor/Designee shall respond in writing to the complainant and the accused within 15 school days of the receipt of a written complaint. The response shall advise the findings of the investigation and spell out actions, if any, taken to resolve the matter.

Step 3:
If the complainant is not satisfied with the response to the complaint in Step 2, he/she may submit a written appeal to the Superintendent. The appeal shall be filed within ten school days of the response received

in Step 2.  The Superintendent shall meet with all parties involved, formulate a conclusion, and respond in writing to the complainant within 

ten school days.

Step 4:
If the complainant is not satisfied with the response to the complaint in Step 3, he/she may submit a written appeal to the Board of Education within ten school days of his/her receipt of the Superintendent’s response in Step 3.  In an attempt to resolve the complaint, the School Board shall meet with the concerned parties and their representatives within 15 school days of the receipt of such an appeal.  The Board Secretary shall send a copy of the Board’s disposition of the appeal to each concerned party within ten school days of the meeting.

Step 5:
If the complainant is not satisfied with the response to the complaint in Step 4, he/she may file a complaint with proper legal authorities or may file an appeal with the applicable state or federal agency (e.g., State Superintendent of Public Instruction, Equal Rights Division of the 

Wisconsin Department of Workforce Development, U.S. Office of Civil Rights) pursuant to state and federal nondiscrimination laws and regulations.  The Principal/Counselor/Designee, the Superintendent and/or School Board reserves the right to refer matters of harassment or bullying to appropriate legal authorities in such cases where abuse may be a factor or in such cases where reasonable belief exists that a criminal act may have occurred.

Informal Complaint:  Administrator will document any informal complaints.

Maintenance of Complaint Records for Formal Complaints:
Records will be maintained in accordance with relevant State Statutes and/or DPI requirement.

The maintenance of complaint records is recommended for the purpose of documenting compliance with the District’s harassment and bullying policy and complaint procedures.

Records should be kept for each complaint filed and, at minimum, should include:

1. The name and address of the complainant and his/her title or status.

2. The date the complaint was filed.

3. The specific allegation made and any corrective action requested by the

complainant.

4. The name and address of the respondents.

5. The levels of processing followed, and the resolution, date and decision-making

authority at each level.

6. A summary of facts and evidence presented by each party involved.

7. A determination of the fact, statement of the final resolution, and the nature

and date(s) of any corrective or remedial action taken.

Resources/Prevention/Data
The District administration and counselors will establish harassment and bullying curriculum to be used in classrooms.  Counselors/Principals will inform students, adults and parents of bullying and harassment resources available to them.

The District will collect data based on behavioral forms used by the office to collect and analyze data on harassment and bullying.
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