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SCHOOL VISITORS 

 
As professionals interested in gaining support for our schools, we should encourage citizens, 
taxpayers, and parents to spend time in the schools learning about the programs being offered for 
students we serve and about the problems we face.  We need to urge our constituents to visit our 
school facilities in accordance with reasonable controls so that they can evaluate the quality of the 
district’s programs, so that they can assist in the determination of needs and in the improvement of 
the system. 
 
Principals and teachers are requested to continue strong efforts to ensure that parents are made aware 
of our “open door” policy and that when they do visit we do as much as we can to make their stay 
enjoyable and enlightening. 
 
Any outsider visiting a school must report to the building office and sign the visitor’s register.  This 
will not be necessary for regularly scheduled parent conferences.  The principal or a secretary will 
then direct the visitor to the teacher or classroom to be visited. 
 
Salespersons and others not identified as parents or regular visitors must also report to the building 
office and sign the register.  Those who have prearranged meetings with curriculum committees, 
administrators, or custodial and maintenance personnel will be allowed to meet with teachers during 
planning or work periods.  At no time will salespersons be allowed to interrupt a regularly scheduled 
class period. 
 
Visitations from professional staff members from other districts must be arranged in advance with 
the building administrator.  Care will be taken to insure the visitations do not disrupt the regularly 
scheduled program. 
 
Student visitors from other schools within the district should not be allowed into a building unless 
they have a specific purpose for being there.  Unauthorized visitors should be asked to leave the 
building.  In the event an unauthorized visitor refuses to leave, the police department should be 
called. 
 
Student visitors can visit the schools for one day provided they complete the school visitation form 
in advance of the visit. 
 
 
 
Approved:  8/18/04 
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DISTRIBUTION OF NON-SCHOOL SPONSORED INFORMATION 
 
 
It is the intent of this policy to facilitate the display and distribution of information regarding 
community organizations, activities and events that are relevant to students and their families.  The 
display and distribution of information should not be understood to constitute the endorsement or 
approval of the school district.  The primary mission of the district, however, is to meet the 
educational needs of its students; therefore, the district reserves the right to disallow any display or 
distribution which is inconsistent or interferes with this mission. 
 
Materials shall not be displayed or distributed on school property by any person or group without 
prior approval of the superintendent or his/her designee and is subject to he following guidelines and 
procedures: 
 

A. Materials may be displayed in the schools and/or distributed to students if the information 
contained in those materials identify educational, cultural, civic and/or recreational 
activities, subject to the other provisions contained in this policy. 

 
B. Materials must contain the name of the sponsoring organization or individual. 
 
C. Materials must contain the phrase “The opinions expressed (information provided) are 

not sponsored or endorsed by the school district or its personnel.” 
 
D. Material which will not be posted or distributed include, but is not limited to, that which: 

 1. promotes a political agenda/candidacy; 
 2. defames or slanders other individuals or groups; 

 3 serves the primary purpose of promoting the commercial gain of the sponsoring for 
profit individual or group; 

 4. disrupts the instructional process or educational mission of the school; 
 5. is lewd, lascivious or obscene as determined with respect to school age students; or 
 6. encourages illegal activities. 

 
E. The principal will determine the method through which material will be distributed. 
 
F. Materials may be posted only in areas designated by the principal. 
 
G. Material that is approved for distribution must be provided to the school by the 

sponsoring organization in appropriate bundles as specified by the principal. 
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H. Parents wishing not to have materials of the nature covered in this policy sent home may 
contact the school.  The school will make every reasonable effort to honor these requests 
in writing or verbally which will be documented by school personnel. 

 
I. A list of activities and programs for which materials may be posted and/or distributed in 

the schools will be developed and reviewed prior to the start of each school year by the 
Administrative Council. 

 
J. Any persons denied approval may appeal to the Board of Education. 

 
 
 
 
 
 
Approved:  8/18/04 
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ADVERTISING AND COMMERCIAL MESSAGES 

 
 
The purpose of this guideline is to provide direction for the school district in the approval of 
advertising and commercial messages as referenced in Board policy 9700.  The Superintendent and 
Director of Business Services may make decisions relative to this guideline using the following 
criteria or refer to the Board as deemed appropriate: 
 
Nonprofit Port Washington/Saukville Community Service Groups 
 

A. This category includes community service groups such as Rotary, Lions, Kiwanis, 
Jaycees, Women’s Club, United Way, parent groups, booster clubs, etc. 
 

B. The Superintendent and Director of Business Services may approve service group names, 
logos, and information on brochures, schedules, materials, plaques/displays, equipment, 
flag poles, and other district-owned items and property provided: 

 
1. The primary beneficiaries are the students and the school district. 
2. The advertising does not contain drugs, alcohol, violence, or suggested sexual 

content and are appropriate for students. 
3. The advertising does not promote a political agenda/candidacy; or defame or 

slander individuals or groups. 
4. The advertising does not disrupt the instructional process or school mission; be 

lewd, lascivious, or obscene. 
5. Also, the names, logos, and information must be of a scale that is neat and well 

organized. 
 

C. There will be no advertising or recognition on any of the school district fences, buildings,  
or doors unless approved by Board action. 

 
Private or Public Profit Organizations or Non-Community Service Groups 
 

A. This category includes financial institutions, department/discount businesses, gas 
stations, hotels, restaurants, and other for profit businesses. 
 

B. The Superintendent and Director of Business Services may approve profit organizations’ 
names, logos, and information on brochures, schedules, materials, plaques/displays, 
equipment, flag poles, and other district-owned items and property provided: 

 
1. The primary beneficiaries are the students and the school district. 
2. The advertising does not contain drug, alcohol, violence, or suggested sexual 

content and are appropriate for students. 
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3. The advertising does not promote a political agenda/candidacy; or defame or 
slander individuals or groups. 

4. The advertising does not disrupt the instructional process or school mission; be 
lewd, lascivious, or obscene. 

5. Also, the names, logos, and information must be of a scale that is neat and well 
organized. 

 
C. There will be no advertising or recognition on any school district scoreboard, fence, door, 

team apparel, cable channel, Website, painted wall murals, or buildings unless approved 
by Board action. 

 
All recognition through advertising and commercial messages must be the result of donations and 
contributions that are of direct benefit to the students or the school district and focus on appropriate 
school related activities as determined by the Superintendent and Director of Business Services. 
 
 
Adm. Council Approved:  1/24/06 
Board Approved:  2/13/06 
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FUND RAISING RAFFLES 

 

I. Raffles must meet the following criteria and organizing groups must follow the District 

defined steps in conducting a raffle.  All forms must be submitted and have signed approval 

from the Activities Director and the Director of Business Services before the raffle take 

place. 

 

II. Raffle Criteria 

 

A. All raffles must meet the criteria established by the State of Wisconsin in Statute 563 

(www.doa.state.wi.us/gaming/ ). 

 

B. Raffle licenses must be acquired by the 501(c)3 organization. 

 

C. The Port Washington-Saukville School District’s tax exempt number cannot be used 

in purchasing anything in association with the raffle. 

 

D. The proceeds from sales will be collected and accounted for by the 501(c)3 

organization. 

 

E. A Raffle Information Form must be filled out and approved to sell tickets on District 

property. 

 

F. All raffles proceeds must benefit students of the District, minus reasonable expenses.  

Probable expenses must be listed on the form approved by the building Principal, 

Assistant Principal, or Activities Director and the Director of Business Services. 

 

G. The District’s disclaimer statement* must be present on all raffle tickets when the 

501(c)3 organization’s benefactors include recipients outside of the District.  *The 

PWSSD disclaimer statement outlined by PWSSD Board Policy 9700 with regard to 

raffles is, “The raffle is not sponsored or endorsed by the school district or its 

personnel”. 

III. Raffle Ticket Marketing and Sales 

 

A. District students will not be required to sell raffle tickets. 

 

www.doa.state.wi.us/gaming/
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B. If a District student volunteers to sell raffle tickets, the proceeds from the ticket sales 

will benefit the intended group listed on the ticket. 

 

C. Sales of raffle tickets cannot be directly associated with amount that a student pays in 

fees for the activity. 

 

D. At events, tickets cannot be directly marketed to attendees.   

 

E. Statement(s) can be read at an event by the PA announcer, at designated times, if pre-

approved by the building Principal, Assistant Principal, or Activities Director. 

 

F. Sign(s) approved by the building Principal, Assistant Principal, or Activities Director 

can be posted in designated spots in the high school promoting the raffle. 

 

G. Sales of tickets can only take place at a separate table near the concession stand.  If a 

concession area is not available, the administrator will determine the location. 

 

H. A “Raffle Information Form” must be completed. 
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Raffle Information Form 

 

Please complete the following information sheet regarding your raffle.  This form must be approved by the building Principal, 

Assistant Principal, or Activities Director and the Director of Business Services before you can market and sell raffle tickets on 

Port Washington-Saukville School District Property. 

 

501(c)3 Organization sponsoring the raffle  ________________________________________ 

Benefiting District group or activity  ________________________________________ 

Time frame for raffle sales (dates)   ________________________________________ 

Date of drawing    ________________________________________ 

Cost of raffle ticket(s)    _______________________________________ 

Purpose of raffle    ________________________________________ 

Raffle’s format    ________________________________________ 

Raffle’s projected gross revenues   ________________________________________ 

Raffle’s projected total value of prizes  ________________________________________ 

Projected donation    ________________________________________ 

I have read and understand the Raffle Criteria and the Raffle Marketing and Sales guidelines required by the Port Washington-

Saukville School District and agree to adhere to the guidelines.  I have also read Board Policy 9211 –  Parent Groups and Other 

Community Support Organizations, and agree to collect funds associated with the raffle accounted for in the District’s policy 

recommended framework.  

_____________________________________ 501(c)3 organization president’s signature and date 

_____________________________________ Contact number and/or e-mail address 

_____________________________________ District group representative (if applicable) 

_____________________________________ Contact number and/or e-mail address (if applicable) 

 

 

(For Office Use Only) 

Building Administrator signature for initial approval        Date ___________ 

Director of Business Services signature         Date ___________ 

____ 501(c)3   _____ Raffle License Number 

____ District Disclaimer  _____ Sales Location Approval 

____ Sign Approval  _____ Announcement Approval 

 

Building Administrator signature for sales on district property       Date ___________ 

 
Approved:  12/18/08 
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