Every Student, Every Day

PUBLIC RECORDS NOTICE
The Board recognizes its responsibility to maintain the public records of this District and to make such records
available for inspection and reproduction. Records may be exempted from disclosure as a matter of statute or
common law or, under the balancing test, the public interest in disclosure may be outweighed by the public
interest in non-disclosure.
Any person may make an oral or written request for any public records of the District. The person may inspect or
receive copies of the public record requested. The District will respond as soon as practicable and without delay.
The District will either provide the requested documents, subject to any redactions, or inform the requestor of
the District's decision to deny the request.
The District will comply with the Safe at Home/Address Confidentiality Program administered by the Wisconsin
Department of Justice. (See Policy 5111 - Eligibility of Resident/Nonresident Students, Policy 8320 - Personnel
Records and Policy 8330 - Student Records.)
The District may impose a fee upon the requester of a copy of a record of $0.25 per page, which represents the
actual, necessary, and direct cost of reproduction of the record. In addition, the District may impose a fee upon
a requester for the actual time spent by District employees in locating a record, if the cost is $50.00 or more. In
calculating location costs, the District will use the applicable employee's hourly rate for salary and benefits. The
District may also charge the requester for any equipment required to fill the request (such as videotapes,
computer disks, etc.) The District may impose a fee upon a requester for the actual, necessary, and direct cost
of mailing or shipping of any copies which are mailed or shipped to the requester. The District may require
prepayment of fees if the total amount exceeds $5.00. If payment is required, the District will calculate the
actual cost and charge the requester. If advance payment is required, the District will either invoice the
requester for the difference between the estimate and actual cost or refund any overpayment.
No public record may be removed from the office in which it is maintained except by a Board officer or
employee in the course of the performance of his/her duties.

