
 
 
 

 
CRIMINAL HISTORY RECORD CHECK AND EMPOYEE  

SELF-REPORTING REQUIREMENT 
 

CRIMINAL HISTORY RECORD CHECK 
 
To more adequately safeguard students and staff members, the Board requires an inquiry into 
the background of each applicant the District Administrator recommends for employment.  Any 
contracts with outsourced services, employment agencies, or temporary services must require 
such providers to conduct and retain a criminal history record check of individuals providing 
service to the District. 
 
Such an inquiry shall also be made for substitutes who may be employed by the District and for 
volunteers assisting District staff. 
 
The District Administrator shall establish the necessary procedures for obtaining any criminal 
history on the applicant. 
 
Should it be necessary to employ a person in order to maintain continuity of the program prior to 
receipt of the report, the District Administrator may employ the person on a provisional basis 
until the report is received. 
 
All information and records obtained from such inquiries are to be considered confidential and 
shall not be released or disseminated to those not directly involved in evaluating the applicant’s 
qualifications. 
 
EMPLOYEE SELF-REPORTING REQUIREMENT 
 
All District employees shall notify the District Administrator as soon as possible, but no more 
than three (3) calendar days, after any arrest, indictment, conviction, no contest or guilty plea, or 
other adjudication of the employee for any criminal or municipal offense. 
 
The District Administrator, as soon as possible, but no more than three (3) calendar days, after 
any arrest, indictment, conviction, no contest or guilty plea, or other adjudication shall notify the 
Board President for any criminal or municipal offense. 
 
The requirement to report a conviction or deferred adjudication shall not apply to minor traffic 
offenses (e.g. non-moving violations, failure to yield, failure to obey a traffic signal, unattended 
vehicle, illegal parking). However, an offense of operating under the influence, revocation or 
suspension of license, and driving after revocation or suspension or any moving violation must 
be reported if the employee drives or operates a District vehicle or piece of mobile equipment or 
transports students or staff in any vehicle.  Failure to report under this section may result in 
disciplinary action, up to and including termination.  All employment decision by the District 
based on such information must comply with Wisconsin’s arrest and conviction discrimination 
law. 
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