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I NDEX
To The

SCHOOL BOARD POLICY CLASSIFICATION SYSTEM

The

descrptors.

index
classification system.

includes many
These are underéid and crosgeferenced to appropriate
In addition, major descriptors appear in several places.

terms that do not appear in the policy

This again

is to facilitate the user's search for correct term placement in the system.

The purpose for indexing many terms not appearing inigo is to be
able to adapt both the index and the policy classification system to the wide
diversity of school districts that are using this KASB contracted service.

GBRG
JBD
BCBG
GAAD
JF

JF

IAA
JGFG
MK

JH
JHF-R
JH, JHC
JH, JHC
JH, JHA
JH

CA
CMA
CcC
JGFGB
CJ

CG
DJFAB
CG

CG

CG

CGl
CD

CG

CG

CK (See CG)
CG

A

Absence from Dutyi Non-School Employment
Absences, Students KSA 72-1111, 721113
Abstaining Vote

Abusei Child (See JCAC)

Academic Achievement

Academic Achievement Reporting

Academic Freedom

Accidents and lllness KSA 72-8404

Accreditation-

KSA 72-1114 to 721116

Activity Fund Management (See DK)

Activity Trips

Activities, Co-curricular

Activities, ExtraCurricular

Activities, Fees- KSA 72-5389 to 725391

Activities, Students- KSA 72-130 to 72134,
See KSHSAA BylLaws

GBRE (See GBRDAdditional Duty

Administration
Administrative
Administration
Administration
Administrative
Administrative
Administrative
Administrative
Assignment

Goals and Objectives
Rules

Organization Charts
of Medication
Consultants

Intern Program
Leeway

Personnel

Compensation Guides and ContractKSA 72-5412
Evaluation- KSA 72-9001 et seq

Line and Staff Relations

Orientation

PartTime Administrators

Professional Deelopment Opportunities
Qualifications and Duties
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CG

CEK
CGO
CG, GBH
CG

CEF

CN

CN

CN

CcoO
CMA
CMA
CMA
CMA
CMA
CMA
CMA
CMA
CGOA
JBC
Kl

BBC, BCBD

HAI
BCBD
HAI
HAJ
HAL
ING
DC
CcoO
IKE
GACE
CG
JBE

IDFA

AD
JB

BDA
BBE

JGFF

Recruitment
Resignation
Retirement
Supervision
Time Schedules
Travel Expenses
Administrative Records
Central Office Records
Building Records
Administrative RegulationgSee "Administrative Rules")
Administrative Reports
Administrative Rules
Adoption (See CM)
Community Involvement (See CM)
Dissemination (See CM)
Drafting (See CM)
Review (See CM)
Staff Involvement (See CM)
Student Involvement (See CM)
Administrative Sick Leave Bank (See GCRGA)
Admissions
Advertising in the Schools
Advisory Committees Agenda
Negotiations
School Board Meetings
Agreement, Procednal (See "Procedural Agreement")
Agreement, Preliminary
Agreement Announcement
Animals and Plants in the School
Annual Operating Budget
Annual Reports (See EBI, DJB)
Assemblies
Assignment and Transfer
Administrative Personnel
Students (See "Student Assignment")
Assistant PrincipalSee "Administrative Personnel
Positions")
Assistant SuperintendentsSee "Administrative
Personnel Positions")
Associate SuperintendentsSee "Administrative
Persomel Positions")
Athletics - KSA 72-130 to 72134 - See KSHSAA bylaws
Attendance- KSA 72-1111; 721113; 727204
Attendance Areas KSA 72-8212
Student Attendance KSA 72-1111; 721113;727204
Attendance Officer(See "Administrative Pemsnnel
Positions")
Attorney - KSA 72-8205
Policy Development, Attorney
School Board Attorney KSA 72-8205
Audiovisual Aids(See "Instructional Materials Centers")
Audiovisual Personne(See "Certified Personnel
Positions")
Automobile, Use by Students KSA 72-9101
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JGCBA
JGHB
JN

ID
JCDA
DFK
GCRG
DJED

GARA
DH

DC (See
DC (See
DC (See
DC (See
DC (See
DC (See

DC (See
DC (See
FB (See
EB

EBA
EBE
EBA
EBA
EBI
EB

EBJ (See EBI)

EBB
EBB
EBC
KG
JDDC

EDAA

DB)
DB)
DB)
DB)
DB)
DB)

DB)
DB)
FA)

Automated External Defibrillators
Automated Play Machines
Awards and Scholarships KSA 72-6810 to 726815

B

Basic Instructional Program KSA 72-8205; 728212
Behavior Code
Bequests- KSA 12-1252 to 121253; 728210-8212
Bereavement

Bids and Quotations RequirementsKSA 72-6760; 72
8404;753740a
Blood Borne Pathogen Exposure Control Plan
Bonded Employees KSA 72-8202d
Bond Election CampaignéSee "Information @mpaigns")
Book Complaints(See "Public Complaints")
Bookkeepers(See "Noncertified Personnel Positions")
Boycotts (See "Strikes")
Broadcasting and Taping
Annual Operating Budget KSA 72-7053; 728204a

Deadlines and Scheduse

Encumbrances

Goals and Objectives

Hearings and Reviews KSA 79-2927; 792929; 792933

Preliminary Adoption Procedures KSA 79-2927;
79-2929; 792933

Priorities

Publicaion of Recommendations KSA 79-2927
Building Committees
Building and Grounds KSA 58-1301 to 581305;

12-1769; 728212

Casualty- KSA 72-8401 et seq

Cleaning Program

Insurance Program KSA 72-8401 et seq.

Liability - KSA 72-8401 et seq

Long-Range Maintenance Program

Management
Records

Repairs

Safety

Security- KSA 72-8222

Buildings, Use of
Bullying (See GAAB, JCE, JGEC, JGECA, JDD & EBC)
Bus Drivers(See "Noncertified Personnel Positions")
Buses(See "Student Transportation")
Buses, School Owned
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C

Cabinets(See "Councils, Cabinets and Committees")
Cafeteria WorkergSee "Noncertified Personnétositions")
AEA Calendar

DJFA Purchasing Authority- KSA 10-1113; 728212,
75-3315 to 753322

JQLA Caseload Review, Special Education Clsizge/Limits for Exceptional
Students
Censorship(See "Public Complaints")

ADA Census- KSA 72-5333d

IKD Ceremonies and Obsermaes- KSA 72-5308; 725308a

IEB Charter Schools

GBRGA (See GBRYonsulting

GAD Development Opportunities

GBU Ethics

GBRE (See GBRDAdditional Duty - KSA 72-5412a

HAI Negotiations- KSA 72-5413 et seq

GBRG Non-School Employment

GBO Resignation

GBN Separation- KSA 72-5435et seq

GBRD (See GBR) Staff Meetings

GBH Supervision

GBK Suspension

GBR Time Schedules

GBRGB(SeeGBRG)Tutoring for Pay

GBR Working Conditions

GBR Work Load

GAAD Child Abuse (See JCAC)

IIBGA Chil dr ends Il noreAch e t Protect.

IE Class Size

JQLA Classsize/Caseload Limits for Exceptional Students

GCRGA Classified Personnel Sick Leave Bank

EBE Cleaning Program KSA 65-202; 728212; 721033
Closed Board Meeting$See "Executive Sessions")

EBBD Closing, Emergency

AG Closing Schoolss KSA 72-8213, 728213(a)
Coaches(See "Certified Personnel Positions™")

JH Co-curricular Activities- See KSHSAA BylLaws

Collective Bargaining(See "Negotiations")
College Bound Guidanc¢See "Educational Guidance")
College Preparatry Program(See "Basic Instructional

Program™")
IDCE College Classes
MF(See MA) Colleges and Universities
Committees
CL Councils, Cabinets and Committees
BBC School Board Committees
JGCC Communicable DiseasesKSA 65-122; 65118, 725208,
72-5210, 725211
GAR Communicable DiseasesEmployees
Community
LB SchooltCommunity Cooperation
LC SchootCommunity Program
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CMA Administrative Rules, Community Involvement

IFC Community Resource Persons

KG Community, Use of School FacilitieKSA 72-8212
72-5389-5391

GAH Community, Staff Relations and District Residency

KSA 72-1046; 728211
Compensation

CG Administrative Personnel Compensation Guides
and Contracts KSA 72-5412

GCA Noncertified Personnel Compensation Guides andhtCacts

CEE School Superintendent Compensation and Benefits

KSA 72-8202b; 725412
Complaints

BCBI Handling Complaints (See KN)

GAE Personnel Complaints and Grievances

JCE Student Complaints and Grievances

I1BG Computer Assisted Instruction and Cpmter Materials
Conferences

JFAC (See JFAB) Parent Conferences

JFAB Student Conferences

KBC News Conferences and Interviews

GAG, BCBG, GACCA Conflicts of Interest- KSA 75-4301 et seq.

BCBG Abstaining Vote- KSA 72-8205a

Conservation EducatiofSee "Basic Instretional Program™")
Consultants

CJ, GBRGA Administrative Consultants

BBG (See CJ) Consultants

GBRGA Certified Personnel Consulting

BBG School Board Consultants (See CJ)
GBRGA School Superintendent Consulting

JM Contests for Studets - See KSHSAA BylLaws
DJEG Contracts and Purchasing

KGD Control, Crowd Disturbances

IKB Controversial Issues Teaching

Cooks(See "Noncertified Personnel Positions")
Coordinators(See "Administrative Personnel Positions")
ECH Copyright

JDA Corpord Punishment

CL Councils, Cabinets and Committees

CL Dissolution

CL Financial

CL Liaison

CL Material

CL Method of Appointment

CL Organization

CL Personnel

CL Reporting

CL Resources

CL Types and Functions
Counseling(See "Guidance")

CEB County Treasurer, Effecting agreement with, on interérstm

school funds- KSA 12-1678a
ITA Creditsi PerformanceBased
EBBF Crisis Planning (See EBBP
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KGD Crowd Control
Culture-Free Tests(See "Test Selection and Adoption")
Curriculum

ID Adoption- KSA 72-8205
ID Development

ID Development Resources
ID Finances

ICFA Guides and Course Outlines
ID Materials

ID Personnel

ID Pilot Project Evaluation
ID Pilot Projects

ID Planning

ID Research

ID Resources

Curriculum Libraries(See "Curriculum Development
Resources")

Custodians(See "Noncertified Personnel Positions")

Custody Record of StudentSee "Release of a Student
During a School Day")

D
EF Data Collection and Retrieval MethodsKSA 75-4707,
72-8227, 727527, 727528, 45215 et seq
EF Data Dissemination
EF Data Management
AF Day, School- KSA 72-1106
JCEC Demonstrations by Students

Demonstration SchooléSee"Pilot Projects")
Department ChairmerfSee Administrative Personnel
Positions")

JDB Detention
Development Opportunities
CK Administrative Personnel
CEG School Superintendent
GAD Staff
IHF Diplomas- KAR 91-31-12(f)
Directors(See "Adminidrative Personnel Positions")
GBRIBA Disability Leave
AD District (School) Attendance AreasKSA 72-72041 72 8212
DIC District (School) Inventory- KSA 72-126 to 72129
AC District (School) Organization Plan
KGD Disturbances, At Activities
CAN Document Production, Including Electronic Information
(See BCBK, BE, CN, Il, JGGA, JR ex seq. and KBA)
AF Double Sessions (See AEBA)
JCDB Dress Code
IDAB Drug Education- KSA 65-2892a, 214109; 728205; 72 8212
GAOB,JDDA,LDDDrug Free Schooland Communities
GAOA Drug Free Workplace
GAOD Drug and Alcohol Testing of bus drivers
JQ Due Process for Special Education Students
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KSA 72-977 etseq; 72-933 et seq

IDCE Dual Credit (College)

ECH Duplicating Services

CEB Duties

GBRE Duty, Extra- KSA 72-5412a

Dyslexia (See "Physically Handicapped Programs")

E
JFCA Early Graduation
MK (See MA) Educational Agencies Relations
GCRG Emergency and Legal Leave
EBBD Emergency Closing
EBBE Emergency Drills
DH Employee Bond- KSA 72-8202d
GAOC Employee Smoking KSA 21-4009 et seq
GACD Employment Eligibility Verification
JJ Employment of Students KSA 38-601 et seq
JJ Employment, Outside
JHC Equal Access Title VIII
GAAA (See GAA) Equal Opportunity Emplosnent- KSA 44-1030; 44 1031
EC Equipment and Supplies
EC Equipment Maintenance
EC Management
EC Receiving
DFM (See DFG) Sales- KSA 72-8212
HAHBB Use by Negotiating Teams KSA 72-5413 et seq
CB Ethicsi Administration
Evaluation
CGl Administrative Personnel KSA 72-9001 et seq;
72-5451 et seq
1J Instructional Program
GClI Noncertified Personnel
CEI School Superintendent KSA 72-9001 et seq
AF Evening Sessions (See AEBA)
JQ Exceptional Students KSA 72-933 et seq; 72-977
BCBK Executive Sessions (See KB)KSA 75-4317 et seq
JDD Expulsion, Suspension KSA 72-8901 et seq
AEB Extended School Year (See AEBA)
JH Extracurricular Activities

Extra Duty (See "Additional Duty")
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HAHBA

KG, KGA
FA

FDB

FD (See FA)

GARI
LED
GAAB
DFG
JS
EBB
LDDA
EE

EE
EE
Kl

DK
CEB

DFE

JHCAA

GAJ, JL, KH

DFK (See DFG)

GAJ

GAJ, KH, JL
KH

JL

JL

CA
DC
EA
HAB

ABE
FA
DA
LA
GAA
KA
MA
BA

F

Facilities, Use by Negotiating TeamsKSA 72-8212(d)
Facilities, Use by Public KSA 72-8212(d)
Goals and Objectives
Long-Range Needs Determination
Long-Range Planning
Family Life Education(See "Sex Education")
Family Medical Leave
Family Night
Federal Program Administration
Fees, Payments and RentalKSA 72-5389 to 725391
Fees, Fines and ChargesKSA 72-5389 to 725391
Fire Prevention- KSA 31-150 and 31133
Fiscal Managementf Federal Grants
Food Service ManagementKSA 72-5112 et seq
72-5213; 725113
Records
Sanitation Inspections
Foreign Countries, Trips t¢See "Field Trips

and Excursions")
Free Materials Distribution in Schools
Fringe Benefits(See "Compensation")

Fund Raising

Funds, Agreement About Interest on Funds With
County Treasurer KSA 23-1678a

Funds, Investment of KSA 9-1402et seq; 17-5002

G

Gang Activityi KSA 72-5311
Gate Receipd (See "Fees, Payments and Rentals")

Gifts
Gifts and Bequests KSA 12-1252; 728210; 728212
Gifts by Staff Members
Gifts to Students
Public Gifts to School KSA 12-1252; 728210; 728212
Student Gifs to School- KSA 12-1252; 728210; 728212
Student Gifts to Staff Members
Goals and Objectives

Administration

Budget- KSA 72-8156; 728204; 728204a; 727053

Business Management

Certified Personnel Negotiations

KSA 72-5413 et seq

District

Facility Expansion

Fiscal Management

Organizational Relations

Personnel Policies KSA 72-8205

Public Relations

Relations With Other Education Agencies

School Board
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JA
DJED

DJEB
DJEE
DJEJ

DJEG

DJE
DJEB
DJEB
DJEB
DJEB
DJEB

JHC

IHA

JBD

JFC

JECA

IHE (See IHEA)

GAE
JCE

JQA

BCBI, KN
GAAC, JGEC
GAACA, JGECA
EBBA

JGC

GCRI

KGA-R

IDAB

JBC

JBCA

IHB (See IHA)
IHD (See IHA)

IKCA

Student Policy- KSA 72-8205
Goods and Services
Bids and Quotations KSA 72-6760; 728404;
75-3740a
Cost Control
Local Purchasing
Payment Procedure
Purchase Orders and ContractXSA 10-1113;
60-1111;726760; 753317; 753322; 728212
Purchasing- KSA 72-8212
Quality Control
Quality Purchasing KSA 72-8212, 101113
Requisitions
Specifications
Standardization
Government, Student
Grading System
Grades- Reduction
Graduation- KSA 72-116, KAR 91-31-12(h)
Graduation, Early
Graduation Requirements KSA 72-8205,
KAR 91-31-12(f), (g), and (h)
Grievance Procedures
Personnel Complaints KSA 72-5424
Student Grievance Procedures
Grounds Managemen(See "Buildings and Grounds
Management")

H

Handicapped Students KSA 72-933 et seq; 72-977

Handling Complaints

Harassment, Sexual

Harassment, Racial

Hazardous Waste Inspection and Pissal

Hazing - KSA 21-3434

Health Services

Noncertified Personnel Paid Holidays

Hold Harmless and Release From Liability

Homebound Instruction KSA 72-933 et seq

Homeless Student§Admission Procedures)

Homeless Students

Homework

Honor Rolls

Hospitalization InsurancéSee "Compensation")

Human Relations EducatiofSee "Basic Instructional
Program")

Human Sexuality and AIDS Education
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JBC
GCRG

IEH
KB

JGCB (See JGC)
GBRC

IE

ICAA
ICA

IB
A
ID
IF
IF
IF, IFB
IF

EBA

EBA

JGA
MD (See MA)
CEB

CG

JCAC
JCAC
JCAC

IIBGA
DIC

DFE

Identity of Students
[lIness (Sick Leave)
Inclement Weather ProcedurdSee "Dismissal
Precautions")
Incentive Pay System
Independent Study
Information Program
Inoculations- KSA 72-5209
In-Service Education (See GAN)
Instructional Arrangements
Class Size
Scheduling for Instruction
Pre-Enrollment
Instructional Methods
Instructional Pilot Projects
Planning
Research
Pilot Project Evaluation (See 1J)
Instructional Program Goals and Objectives
Instructional Program Philosophy
Instructional Program KSA 72-8205; KSA 728212
Instructional Resources
Resource Teachers
Services
Textbook Selection and AdoptionKSA 72-8205;
72-4107 et seq; 10-1113; 793606; 725386
Use of Textbmks
Insurance- KSA 72-8401 et seq
Buildings and Grounds Insurance Program
KSA 72-8401et seq
Employees- KSA 12-2616 et seq
KSA 72-8401et seq
Life, Hospitalization and Medical Insurance
(See "Compensation")
Student Insurane Programs- KSA 72-8401 et seq
Interdistrict Relations
Interest, From School Funds With County Treasurer
KSA 12-1678a
Intern Program
Interrogation and Investigations in the School
By Police
By School Officials
Interviews With Staff(See "News Conferences and
Interviews")
Chil dr ends I nternet Protect
Inventories- KSA 72-126 to 72129
Investigations (See "Interrogation and Investigations
in the School")
Investment of Funds KSA 9-1402et seqg; 17-5002
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K
EC Keys, equipment
L
KG Leasing and Renting (See DFG; ECE)

KSA 52-211 to 55211a; 121765; 728225
Leaves and Absences (See Specific Titles in This Index)

GCRG Noncertified Personnel
GCRG Legal (Emergency) Leave

Legal Counsel (See "Attorney")
IKI Lesson Plans

Librarians (See "Certified Personnel Positions")
Library Materials Selection and Adoption (See "School
Libraries")
IFBDA Libraries- Professioml
Life Insurance (See "Compensation")
KSA 72-8401et seq

CD Line and Staff Relations

GBO Liguidated Damages

DJEE Local Purchasing KSA 75-3317 to 753322;
72-8212; 101113

JGCA Local Wellness Policy

Locker Searches (See "Searches of Lockers andd8nhts")
Lunch Service (See "Food Service Management")
Lunch Workers (See "Noncertified Personnel Positions")

M
JGHB Machines, Automated Playing and Vending
Maintenance
EBI Buildings and Grounds LondgRange Maintenance
EC Equipment Maintenance

Maintenance Workers (See "Noncertified Personnel Positions")
IHEA (See IHA) Make-Up Opportunities

JGFGB Medication, Supervision of, to Students
Meetings
GBRD Professional Personnel Staff Meetings
BG (See BE) Memberships- KSA 72-5326
GARID, GCRG Military Leave, U.S. Code, PL 9486, Title 38, Part Ill
Sec. 2021et seq; KSA 48-222; KSA 743747,
KAR 1-5-1
BCBH Minutes - KSA 72-8202

Modular SchedulegSee "Local Government")
Municipal GovernmentSee "Local Government")
JGFF Motorized Vehicles, Use by StudentsKkSA 72-9191
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HAL Announcement of Agreement
HAE (See HAB) Board Negotiating Agents
HAA Legal Status of Negotiations
HAJ Preliminary Agreement

HAK (See HAJ) Ratification Procedures
HAC (See HAB) Scope of Negotiations
HAF (See HAB) Superintendent's Role
HAHBA (See HAB)Use of School Facilities
HAHBB (See HAB)Use of School Equipment

HAI Negotiations Meeting ProcedureKSA 72-5413 et seq
HAI Agenda Notification
HAI Distribution of Information
HAI Minutes and Records
HAI Notification
HAI Quorum
HAI Reporting to Press and Public
HAI Reporting to Staff and Board
HAI Research Assistance
HAI Rules of Order
HAI Time and Place
HAI Time Limits
Neighborhood School¢$See "Attendance Areas")
GACCA Nepotism
JBC New Resident Students KSA 72-1046
BBBB New Board Member Orientation
News Coverage
BCBJ Board Meetings News CoverageKSA 75-4317
et seq
KBC News Conferences and Interviews
KBC (See KB) News Media Relatioa
KBC News Releases

Non-certified Personnel

GCA Compensation Guides and Contracts

GClI Evaluation

GCRG Leaves and Absences

GCRF Non-School Employment

GCRI Paid Holidays- KSA 72-1106; 35107

GCK Suspension

GCRH Vacations

GAAA Nondiscriminmation

JBC Nonresident Students KSA 72-6757; 727201 et seq
Non-School Employment

GBRG Administrative Personnel

GCRF Non-certified Personnel

GBRG Professional Personnel

IFCB Non-School Supported Trips
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LA

CccC
CG
BBBB
GCRD

@)

Objectives(See "Goals and Objectives")
Order of BusinesgSee "Agenda")
Organizational Relations Goals and Objectives
Organizational Charts

Administration

Administrative Personnel

New School Board Members
Overtime Pay

P

JFAC (See JFAB) Parent Conferences

JCDA
BCBG

CG

Paraprofessionals and Teacher's Aides
Abstaining Vote

Parochial School{See "Private School Relations")

PartTime Administrators

DJEJ (See DJEE) Payment Procedures (See DFG)

1A
GAM
CG
GAE

GA
GAK
DJB

JQA

ICA

1B
DB
DB
ING

CMA

BDA,

BDA

CM

GAHB, GCRK
Kl

GACA

Performarce-Based Credits
Personal Appearance
Administrative Personnel
Personnel Complaints and Grievances
Personnel Directo(See "Administrative Personnel
Positions")
Personnel Policy Organization
Personnel Records
Petty Cash Acconts - KSA 72-8208
Physical EducationSee "Basic Instructional Program")
Physical ExaminationgSee "Health Examinations")
Physically Handicapped StudentsKSA 72-933 et seq.
72-977
Pilot Projects
Planning
Research
Pilot Project Evaluéion (See 1J)
Planning for Quality Education
Planning Programming Budgeting System
Program Structure
Plants and Animals in the School
Policy Development KSA 72-8205
Administration in Policy Absence (See DJFAB)
Policy Dewlopment, Staff Involvement (See CMA)
Policy Development System Adoption
Policy Implementation
Political Activities by Staff
Political Campaign Materials Distribution
Positions
Administrative Personnel
Noncertified Persennel
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JQI
JQE

KB
ECH

JDC (See JDB)
HAI
HAI
HAI
HAI
HAI
HAI
HAI
HAI
HAI
HAI
HAI
HAI
HAK

JFB
DJEJ
JBC
JS
JGD
KN
KN
KN
KN
KN
KH
BCAE, DC

FC, KB
BCBI

KK

Jl

KG, KGA
KB

JDA

DJE (See DJB)
DJE (See DJB)

Professional Personnel
Post Secondary Students
Pregnant Students
Press Service
Sports and Special EventsSee KSHSAA BylLaws
Principals(See "Administrative Personnel Positions")
Printing and Duplicating Services
Probation
Students
Procedural Agreement KSA 72-5413 et seq.
Agenda Notification
Distribution of Information
Minutes and Records
Notification
Quorum
Reporting to Press and Public
Reporting to Staff and B8ard
Research Assistance
Rules of Order
Time and Place
Time Limits
Procedures in Ratification KSA 72-5413 et seq.
Program Developmen¢See "Curriculum Development")
Program Development OfficefSee "Administrative
Personmrel Positions")
Promotion of Staff
Promotion and Retention of Students
Prompt Payment KSA 75-6401 et seq
Proof of Identity
Property Damage Claims
Psychological Services KSA 72-961 et seq
Public Complaints
About Curriculum
About Instructional Materials
About School Facilities and Services
About School Personnel
Public Gifts- KSA 12-1252; 728210, 728212
Public Hearings
Public Information Officer(See "Administrative
Personnel Position'y
Public Information Program
Public Participation at Board Meetings
Public Sale on School Property
Public Service, Student
Public Use of School Facilities KSA 72-8205d
Public's Right to Know- KSA 75-4317 et seq
Punishment, Corporal
Purchasing- KSA 75-3317 to 753322; 728212; 101113
Agent
Authority

DJEG (See DJEE)Purchase Orders and ContractKSA 10-1113; 601111;

72-6760; 753317 to 753322; 728212
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DJEB Quality Control
DJEB Cost Control
DJEB Quantity Purchasing
DJEB Requisitions
DJEB Specifications
DJEB Standardization
Quality Purchasing
DJED Quotations and BidRRequirements KSA 72-6760; 728404;
75-3470a
R

Racial Balance(See "Attendance Areas")

GAACA Racial HarassmenEmployees
JGECA Racial HarassmenStudents
IHC Ranking of Students
EC Receiving Equipment and Supplies
Records
CN Administrative
EBJ (See EBI) Buildings and Grounds (& CN)
GAK Central Office (See CN)
JRC Disposition (See CN)} KSA 72-5369 to 725373
GAK Personnel
GAK Public Use (See CN)} KSA 45-215-216
BE School Board- KSA 10-1117 to 161118
JR Student- KSA 72-5386; 726214
EE Student Lunch Service KSA 72-5112 et seq
72-5213
EDAA Student Transportation KSA 72-8301 et seq
GAK Types
Recruitment
CG Administrative Personnel
GACC Certified Personnel
GACC Noncertified Personnel
CEC School Superintendent
GBQA Reduction of Teaching Staff
Reemployment
GBO Certified Personnel
GBO Release from Contract
JBH Release of a Student During the School Day
IKD Religion in the Schools (See IKC)
IKD Beliefs and Customs
IKD Holidays - KSA 72-5308
IKD Religion in the Curriculum
IKD Dedications and Commencement
IKD (See IKA) Silent Meditation- KSA 72-5308a
JB Religious Exemption from Compulsory School Attendance
GCRG Religious Leave
IKDA Religious Objections to Activities
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EBE
JDDB
JF

CO
CO
BE
CO

DJEF (See DJEE)

GAH
JBC

GBO
GBO
CEK
IF
JFB
EBCA
CMA
CMA
BCBF

EBB
EDAA
EDAA

EBB
DFM
KK

HAN
EBE

CG
GBR

IE
EDAA

JBC
BE
BBE

BBC
BBG
BA
BG
HAE (See HAB)
HAB

Repairs
Reporting Crimes to Law Enforcement
Report Cards
Reports
Administrative Reports
Dissemination
School Board Annual Reports
Types
Requisitions
Research DirectofSee "AdministrativePersonnelPositions")
Residency for Staff KSA 72-8211
Resident Stdents- KSA 72-1046
Resignations
Administrative Personnel
Certified Personnel
School Superintendent (See GBO)
Resource Teachers
Retention of Students
Rewards, For Information About Vandalism KSA 12-1672a Rules
Administrative Rules (See CM)
Adoption
Rules of Order- KSA 72-8205

S

Safety- KSA 31-133
Buildings and Grounds Safety Inspections
Student Transportation SafetyKSA 72-8301 et seq
Student Transpaation Safety Inspections
KSA 72-8301etseq
Warning Systems- KSA 31-133
Equipment and Supplies KSA 72-8212
Public Sales on School Property
Salesman(See "Vendor Relations")
Sanctions
Sanitation
Schedules, Time
Administrative Personnel
Certified Personnel
Scheduling
Scheduling for Instruction
Student Transportation Scheduling and Routing
KSA 72-8301etseq
School Admissions KSA 72-6757; 7253,106
Annual Reports (See CO)
Attorney - KSA 72-8205
Budget (See "Budget")
Committees
Consultants
Goals and Objectives
Memberships- KSA 72-5326
Negotiating Agentss KSA 72-5413 et seq
Negotiation Rights and Duties KSA 72-5413 et seq
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BE

BCBG
BCBD
BCBJ
BCBK
BCBH
BCBJ
BCAE
BCBI
BCBJ
BCBF
BCAC
BCBG

BBBF

BBBB (See BA)

BK
BG

EDAA
EDDA

AEA

ADA

IKD

AG

LB (See LA)

LC (See LA)
AF

AD

JJ
HAHBA
DIC

A

AC

KG

LA

JGH

1B
KB

Positions")

CED (See CEC)
CEE (See CEC)

CEB
CEl

Records- KSA 10-1117 to 101118;
45-216 et seq; 72-5369 et seq
School Board Meetings- KSA 72-8205
Abstaining Vote- KSA 72-8205a
Agenda- KSA 75-4317 et seq.
Broadcasting and Taping KSA 75-4317 et seq
Executive Sesions (See KB)- KSA 75-4317 et seq
Minutes - KSA 72-8202
News Coverage KSA 75-4317 et seq
Public Hearings
Public Participation
Regular Meetings KSA 72-8205
Rules of Order- KSA 72-8205
Special
Voting Method- KSA 72-8205
School Board Members
Reimbursement
Orientation
Self-evaluation
School Boards Associations
State School Boards Association and National School
Boards Association KSA 72-5326
School Bw Driver Licensing
School Buses Special Use
School Bus ProgranfSee "Student Transportation")
School Calendar
School Census KSA 72-5333d
School Ceremonies and Observances
School Closings KSA 72-8213, 728213(a)
SchooltCommunity Coordinator{See "Certified
Personnel Positions")
SchootCommunity Programs
School Day- KSA 72-1106
School Directories(See "SchoodlSponsored Information
Media")
School District Attendance Areas KSA 72-8212;
72-7204
School District Employment
School District Facilities, Use of KSA 72-8212d
School District Inventory- KSA 72-126 to 72129
School District Organization
School District Organization Plan
School Facilities, Use of KSA 72-8212d
School, General Government Relations
School Lunch ServicdSee "Food Service Management")
"Certified Personnel Positions")
School Site Councils
SchootlSponsored Information Media
School Social WorkergSee "Certified Personne

Appointment- KSA 72-8202b; 725412
Compensation and BenefitsKSA 72-8202b

Duties

Evaluation (See GBI, GBIR) - KSA 72-9001 et seq
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CEG (See CEE)

HAF

CEA (See CEC)

CEC
CEK
CEK
CEJ

CEF (See CEE)

HAI
IFC
AE
AEB

HAC (See HAB)

JCAB
JCABB
EBC

IFAB

I
IF

GBN
GBN
CEJ
GAAC
JGEC

GCRGA
GCRG

1B

GAOC
JCDAA
KGA, GAOC

JHC

GAl, KDC, Kl
JK

GAl, KDC, Kl
JK

IFBH

Kl

JQ

IECA, JQLA

IDDAA

DJEB
KB

Growth Development Opportunities
Negotiations Role
Qualifications
Recruitment
Resignation
School Board Relations
Separation- KSA 72-5412
Travel Expenses
School Time Use in Negotiations
School Volunteers (See KFD)
School Year
School Year Extended
Scope of Certified Negotiations
Searches of Lockers and Students
Searches of Students
Security of Building and Grounds KSA 72-8222
Selection and Adoption of Instructional Resources
KSA 72-8205; 72-8212
Supplementary Materials (See IFA)KSA 72-8205;
72-8212
Tests
Textbooks (See IFAY KSA 72-8205; 728212;
72-4107 et seq
Administrative Personnet KSA 72-5412
Certified Personnel KSA 72-5436 et seq
School Superintendent KSA 72-5412
Sexual HarassmenrEmployees
Sexual Harassmen$&tudents
Shared Services
Sick Leave Bank for Classified/Administrative Prsnl.
Sick Leave, lllness
Site Councils
Smoking- Staff
Smoking - KSA 21-4009 et seq; 72-53,107
Smoking, Building and Grounds
Snow Days (See "Dismissal Procedures")
Social Events, Students
Solicitations
By Staff
By Students
Of Staff
Of Students
Speakes, Resource
Special Interest Materials Distribution
Special Education Due ProcessKSA 72-972 et seq
72-977; 72933
Special Education, Classze/Caseload Limits for Exceptional Students

Specialists (See "Professional PersonnelsRions")
Special Programs
Specifications
Goods and Services Specifications
Sports and Special Events Broadcasting and Taping
See KSHSAA BylLaws
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GAH Staff-Community Relations
Staff Involvement

CMA Administrative Rules (See CM)

IFBC Staff Libraries

GBRD Staff Meetings

GAH Staff Participation in Community Activities

GAHB Staff Political Activities

GAO Staff Protection

GBQA Staff Reduction

GAH Staff Residency- KSA 72-8211

GAF Staff-Student Relations
Standardization

DJEB Goods and Services

MA State Education Agency RelationsKSA 72-7501 et seq
Statistical ResearcliSee "Data Management")
Strikes

JCEC Demonstrations, Strikes and Walkouts by Students

HAN Strikes by Professional PersonneKSA 72-5413;

72-5413]j

DK Student Activities Funds Management(See JH)

JH, JS Student Fees, Fines and Charge&KSA 72-5389 to 72 5391

JHC Student Equal Access

JBD Student Grades Reduction

JFC, IHF Student Graduation (See IHA)

JFCA Student Graduation, Early

JHC Student Government

JGC Student Health Services See KSA Chapter 65;

72-5201 et seq

JGA Student Insurance ProgramKSA 72-8401 et seq
Student Involvement

CMA Administrative Rules (See CM)

JCB Policy Development (See BDA, BDBD)

JGH Student Lunch 8rvices- KSA 72-5112 et seq

EE Management KSA 72-5112 et seq; 72-5113

EE Records- KSA 72-5112 et seq

JA Student Policy Goals and Objectives

JHCA Student Publications

JGD Student Psychological ServicesKSA 72-961 et seq

JR Student Records KSA 72-6214; 725386; 45216 et seq.

JRA Types

JRB Public Use- KSA 45-216 et seq

JRC Disposition- KSA 72-5369 to 725373

JCAB Student Searches

JGG Student Transportation ServicesKSA 72-8301 et seq

EDAA Liability - KSA 72-8401 et seaq.

EDAA Records and Types 72-8301 et seq

EDAA Safety

EDAA Scheduling and Routing

EDAA SchoolOwned Vehicles- KSA 72-6761

JGG Student Conduct KSA 72-8305

Jl Student Volunteers

JBD Absences and ExcusesKSA 72-1111; 721113

JGFG Accidents

JH, IDA Activities and Activity Eligibility Guidelines
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JCDAA Alcohol Use- KSA 41-719; 41-715;
41-805; 41-710

JBC Assignment: To Classes, To Schools

JB Attendance- KSA 72-1111; 721113

JGFF Automobile Use

JN (See JM) Awards - See KSHSAA BylLaws

JCDA Behavior Code- KSA 72-8901 et seq

IHC Class Rankings

JHC Clubs- KSA 72-5311

JM Contests

JFAB Conferences

JFAB (See JFAC) Parent Conferences

JDA Corporal Punishment

JBH Custody Record of a Student

JCEC Demonstrations

JCDB Dress Code

IDAB Dropout Prevention Program

JQE Dropouts

IDA Drug Use- KSA 65-2892a

JJ Employment

IFCB Excursions, Field Trips and

JDD Expulsion- KSA 72-8901 et seq

JH, JS Fees, Fines and ChargesKSA 72-5389 to 725391;
72-130 to 72134

IFCB Field Trips and Excursions

DK Fund Raising

JQL Gifted

JL Gifts to School- KSA 72-8212

JL Gifts to Staff Members

JFC, IHF Graduation

JFCA Graduation, Early

JCE Grievances by Students

JRD Hearing Request

IHB Homework

IHD Honor Rolls

JBC Identity

JGCB (See JGC) Inoculations

JCAC Interrogations

IHEA Make-Up Opportunities

JQE Married Students

JGFF Motorized Vehicles, Student UseKSA 72-9101

JBC Nonresident- KSA 72-6757; 727201 et seq

JHC Organizations

Jl Performarces

JGGA Physical Examinations

JQA Physically Handicapped KSA 72-933 et seq

JQI (See JQE) PostSecondary Vocational Ed.KSA 72-4408 et seqg

JQE Pregnant Students

JDC (See JDB) Probation

JFB Promotion and Retention

JGD Psychological Serwes- KSA 72-961 et seq

JHC Publications

Jl Public Service

JDA Punishment, Corporal

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



JBH
JCAB
IDA

JGEC
JCDAA
JHC
JCEC
JDD
JBC
ED, JGG
IFCB
JBE
JBC
KB
JQE
JGGA
JJ

GBRJ
CE

CG, GBH
GBH
JGFGB

*IFAB
GBK

GCK
JDD

Release, During the School Day
Searches
Sex Education

Sexual Harassment
Smoking- KSA 21-4009 et seq; 72-53,107
Social Everns
Strikes- KSA 72-8901 et seq
Suspension KSA 72-8901 et seq
Transfers and Withdrawals
Transportation- KSA 72-8301 et seq
Trips
Truancy- KSA 72-1113
Tuition (See JS); KSA 727204
Use of Studentn Information Program
Unwed Mothers
Video cameras on buses and in buildings
Work Permits
Substitutes
Arrangements for Substitutes
Superintendent of Schools
Supervision
Administrative Personnet KSA 72-1111
Certified Personnel
Medication
Supervisors(See "Administrative Personnel Positions")
Supplementary Materials Selection and Adoption
Supplies(See "Equipment and Supplies")
Suspension
Certified Personnel
Noncertified Personnel
Students- KSA 72-8901 et seq

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



IKI

IKB
ICAA
IKD

I
I
I
I
I
IF

IF
IDAD
GAOC

JBC

CEF

JBE
GBRGB

JCDAA, GAOC
JGFF

KG

KGA (See KG)
KGA-R

GBRK
GCRH
EBCA
EBCA
EBCA
JGHB
JGGA

T

Teacher Lesson Plans

Teacher Observations (See "Certified Personnel Supervision")

Teachers (See "Certified Personnel Positions")
Teaching
Controversial Issues
Teaching Methods
Teaching About RIligion
Tenure
Testing
Test Administration
Test Selection and Adoption
Testing Program
Reporting test results to the boar&SA 72-8231
Use and Dissemination of Test Results
Textbook Selection and AdoptionKSA 72-8205;
72-4107 et seq.; 79-3606; 101113; 725389
Textbook Rental- KSA 72-5390
Title | Programs
Tobacco, use of
Tornado Warnings (See "Warning Systems")
Track System (See "Grouping for Instruction")
Traffic Guards (See "Noncertified Personnebd$itions")
Transfer (See "Assignment and Transfer")
Students
Transportation(See "Student Transportation")
School Superintendent
Trimester Schedules (See "Scheduling for Instruction")
Trips (See "Field Trips and Excursions")
Truancy- KSA 72-1113
Tutoring for Pay

U

Use of Tobacco Products
Use of Motorized Vehicles KSA 72-9101
Use of School Facilities
Personal Property and Equipment
Equipmenti Hold Harmless/Release from Liability

\Y

Vacations
Certified Personnel
Noncertified Personnel
Vandalism Protection
Vandalism: Restitution for DamagesKSA 72-5386
Offering a Reward- KSA 12-1672a
Vending Machines
Videotaping Students
Visiting Teachers (See "Resource Teachers")
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KM

IFC, KFD
Jl

BCBG
BCBG

EBB
JCDBB
KBA
JS

GBR
GBR
GCR

GAOE, EBBA

GBR
GBR
IDAA

Pl ease
designated

not e:

Visitors

Visitors to the Schools KSA 21-3721
Volunteers

Adult Volunteers

Student Volunteers
Voting Method

Abstaining Vote

w

Warning Systems- KSA 31-133
Weapons in School
Web Sitesi District or School (See IIBG and ECH)
Withholding Student Records KSA 72-5386
Working Conditions
Administrative Personnel
Certified Personnel
Noncertified Personal
Worker's Compensation
Work Load
Administrative Personnel
Certified Personnel
Work-Study Programs

X

Y

Yearbooks(See "Student Publications")

Whenever

representativeodo shalll
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A District Authority A

The governance of the district shall be vested in the board.

Home Rule

The board shall have authority¢onduct district business without specific statutory
delegation.
The board may transact all school district business and adopt policies the board deems
appropriate to perform its constitutional duty to maintain, develop and operate local public
schools.
BOE Approved: July 7, 2003; BOE Approved KASB Recommendation July 21,

Reviewed and Approved: February 4, 2008
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ABE District Goals and Objectives (See BK ABE

The board shall annually establish and review {margge goals and objectivasduide
district operations. All district personnel shall direct their efforts toward achieving district goals
and objectives. The superintient shall give the board periodic reports on progress made

towards achieving district goals.

The board shalarticipate in longange planning through an annual meeting with the
superintendent and designated staff to review progress on the implementation of board priorities,
initiatives, and longange plans. The board also shall consider and act upon olgeatide
major activities posposed by the superintendent to achieve district goals.

The superintendent shall develop necessary procedures to implement this policy.

BOE Approved: July 7, 200BOE Reviewed and Approved: February 4, 2008
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AC School District Organization Plan AC

The public schools of Haysville Unified School District are to be organized on the
5-3-4 plan for classification as follows:

Early ChildhoodKindergarten and Grades3

Middle School Grades 6, 7, and 8

Senior High School Grades 9, 10, 11 and 12

Special School UnitsAdult Education and Summer School, Alternative High
School ProgramGED tutorial,and Learning By Desigautside the regular Bool day tutorials.

BOE Approved: July 7, 200BOE Reviewed and Approved: February 4, 2008
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AD District Attendance Areas (See AG) AD

The board shall review school attendance areas as needed andhaages as
warranted.

The superintendent shall, annually, or as needed, prepare a written report for the board
concerning changes recommended for school attendance areas for the next school year and the
reasons for the recommendations. The board stradlider the recommendations following
receipt of the report. The recommended changes shall be made available to district patrons. The

board may schedule a public hearing to seek input on tpesed changes.

BOE Approved: July 7, 200BOE Reviewed ath Approved: February 4, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



ADA School Census ADA

The board may direct the superintendent to conduct a census of the following:
1 The number of potential studenigmg in the district under the age of 5 years;
1 The number of potential students and patrons residing in the district between the
ages of 5and 21,
1 The number between the ages of 17 and 21.
The census shall also obtain information related teldening of transportation services
and other information the superintendent considers necessary.

BOE Approved: July 7, 200BOE Reviewed and Approved: February 4, 2008
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AE School Year AE

The board shall provide a school year consisting of not less than:

(1) The minimum number of statutorily required school days for studef® K
consisting of not less than 2 1/2 hours for kindergarten students anoi6forstudents in
grades 112; or

(2) The minimum number of statutorily required school hours for studegtades K

12.

Virtual Schools

If the board sponsors a virtual school, it shall comply with all current regulations of the

Kansas State Departmieof Education, the school district and applicable state laws.

BOE Approved: July 7, 2003; BOE Reviewed and Approved: February 19, 2008; BOE reviewed

and adopted KASB Recommendation August 18, 2008.
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AEA School Calendar AEA

The board shall establish a calendar for each school year. On or before March 1 of each
year, the superintendent shall present amacended school calendar for the next school year.
District customs, comuomity interest, legal holidays, staff recommendations and other relevant

matters shallbecs i der ed. A copy of the current <cal en

BOE Approved: July 7, 200BOE Reviewed and Approved: February 19, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



AEB Extended School Year AEB

The board may extend the regular academic year. The superintendent shall be
responsible for preparing a plan to operate summer sesSibesdoard may extend the regularly
scheduled academic year because of the following types of circumstances which are stated by
way of illustration and not by way of limitation: adverse weather conditions, building

maintenance problems, personnel problgmslic health reasons, budgetary problems.

BOE Approved: July 7, 200BOE Reviewed and Approved: February 19, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



AF School Day AF
The board shall esblish the time of beginning and ending the school day and other time

schedules.

BOE Approved: July 7, 200BOE Reviewed and Approved: February 19, 2008
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AG Closing School Buildings(See AD) AG

Upon request of the board, the superintendent shall present to the board plans for
efficient use of all school attendance centers. The board reserves the right to close school
buildings as provided for in current law.

BOE Approved: July 7,@03 BOE Reviewed and Approved: February 19, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



B i1 School Board Operations
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Cameras

Recording Devices
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BA Goals and Objectives BA

Goals and Objectives shall be updated annually or as necessary.

BOE Approved: July 7, 2003BOE Reviewed and Approved: November 5, 2007

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



BBBB New Member Orientation BBBB

The board president, superintendent and selected central office administrators shall
conduct an orientatioprogram to acquaimew members with board policiedistrict operations,
and procedures. The orientation shall also describe the duties and responsibilities of board
members, the superintendent, the clerk, the treasurer and selected central office administrators.
Newly eleced and newly appointed board members shall be encouraged to attend workshops for
new board members.
Prior to the time they officially take office, newly elected board members shall be invited to
attend all board meetings, except when the board is in xesession. (See BCBK) They shall
receive copies of all agendas, reports and other communications received by current board

members except information or material of a confidential nature.

BOE Approved: July 7, 2003; BOE Revised and Approved: Noveip07
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BBBF Reimbursement for Expenses BBBF

No board member shall be reimbursed for expenses incurred for any travel unless the
travel has been approved by the board. Board members ewidgtheir own transportation
shall be reimbursed for each mile actually traveled out of district in the performance of district
busness. Any payments to board members must be in the form of a reimbursement for amounts
previously paid by the board menmpand receipts shall beguided by the board member in

accordance with the provisions of GAN.

BOE Approved: July 7, 2003BOE Reviewed and Approved: November 5, 2007

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



BBC Board Committees (See CF) BBC

The board shall operate at all times a®mmittee of the whole.

There shall be no standing or temporary board committees except as provided for in this
policy. Board members may serve on cotteais, which advise the board.

Subcommittees of the board may be assigned on a temporary baslsadirabssist of

no more than two board members. Board subcommittees are subjeabpierthaeetings law.

Advisory Committees

After considering administrative recommendations, the board mayisistadvisory
committees. The type and function of eadvisory comntiee shall be dictated by district
needs. After considering recommendations of the superintendent and other members of the

administrative staff, the board shall appoint all members of board advisory ttegsni

No financial assistance dhhe furnished any committee without prior board approval.
The superintendent shall monitor each committ
As requested, each committee shall report in writing to the superintendent and/or the board.

The board may dissolve any advisory committee at any time. iMmittee shall exist

longer than one year unless reappointed by board action.

BOE Approved: July 7, 2003BOE Reviewed and Approved: November 5, 2007

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



BBE Attorney BBE
The boardshall appoint an attorney to handle legal matters referred by the board.

BOE Approved: July 7, 2003BOE Reviewed and Approved: November 5, 2007

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



BBG Consultants (See CJ) BBG
The board may use consultants to advise the board. Neither the suoembteor any
staff member is authorized to engage a consultant for pay without prior board apgroval.

consultant is defined as someone who gives expert or professional advice.

BOE Approved: July 7, 2003; BOE Reviewed and Approved: November 19, 2007

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



BCAC Special Meetings(See BCBF) BCAC

Special meetings may be called at any time by the president of the board or by joint
action of any three board members. Written notice, stating the time and place of any special
meeting and the purpose fohich the meeting has been called shall, unless waived, be given to
each board member at least two clear days in advance of the special meeting. No business other
than that stated in the notice may be transacted at the special meeting.

BOE Approved:July 7, 2003; BOE Reviewed and Approved: November 19, 2007

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



BCAE Public Hearings (See BCBI) BCAE

The board may hold public hearings on matters, which the board deems
appropriate.

Public hearings will be held at a convenient time andtalsa place.

The board president or viggesident shall preside at public hearings and shall
request every participant to state name, residence and purpose for speaking. After a
hearing is called to order the board may delegate another inditaciua the actual
hearing.

BOE Approved: July 7, 2003; BOE Reviewed and Approved: November 19, 2007

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



BCBD Agenda BCBD

The board shall adopt an agenda at the beginriiegah meeting. The superintendent
shall distribute background material concerning agenda items to all board members prior to each
meeting, which then shall be referred to as the annotated agenda.

The board agenda shall be compiled by the superinteimdeabperation with the board
president. Other board members may request items to be placed on the agenda. The agenda
may include a period of time when the public may speak to the board.

The annotated agenda shall be sent to all board members §thesest calendar days
prior to any regular board meeting.

The agenda format may include:

monthly reports to the board;

a consent agenda containing routine business and information items;
financial reports including monthly listing of bills ready fuayment ;
important correspondence;

bids, specifications;

attendance center reports; and

requests for hearings and other such information

=4 =4 -4 -4 -4 -9

Other items and reports may be added to the agenda.

In the event that a board member brings up an item el meeting, that item may be placed on
the agenda for a future board meeting as a Report, First Reading or an Action Iltem. Ordinarily the
item will be placed on a future agenda as a First Reading if time is not of the essence.

BOE Approved: July 7, 2@) BOE Reviewed and Approved: November 19, 2007; BOE Reviewed

and Revised: October 18, 2010
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BCBF Rules of Order (See BCBH) BCBF

The board shall be governed by laws and rules addpt the boardcRober t 6 s Rul es

Ordershall not be adopted by the board.

The president (or vice president in the absence of the president) shall preside at all
meetings. The president shall present each agenda item for discussion or designate the
superintendent or other staff member to present the agenda item. If both president and vice
President are absent, the members present shall elect a prpsocemiporevho shall serve
only for that meeting or for that part of the meeting in whighpresident and vice president
are absent.

Any board member who wishes to make a motion, second a motion, or discuss pending
business shall first secure recognition of the board president.

All formal board actions shall be taken by ordinary mugionless a formal resolution is
required by law.

It shall not be necessary for a motion to be before the boarectigsdian agenda item
which has been presented by the board presidentfisidssation. In the ordinary course of
events, the bodrshall discuss all ntizers other than routine procedural questions prior to the
making of a motion so reaching of consensus may be facilitated.

The following motions shall be in order:

To recess;

To take action;
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BCBF Rules of Order (See BCBH) BCBF-2

To amend a motion to take action, but the amending motion shakgusdd of before
any other motion to amend the main motion shall beder

To defer action, either finally or to a specific timajel and place;

To go into executive session; and

To adjourn, either finally or to a specific time, date, and place

The president may call a meeting to order or, without objection from a majority of the
board, call for a break or adjourn the meetinthauit a notion.

BOE Approved: July 7, 2003; BOE Reviewed and Approved: November 19, 2007
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BCBG Voting Method BCBG

The board shall take action by way of motions. miation may be acted upon until it
has been seconded by a board member. The vote on all motions shall be by "yes" and "no" and
will be taken by a show of hands or other public voting method. Following each vote, the
president shall announce the motiorrieat or failed by a vote of ___ affirmative votesto
negative votes. The minutes shall indicate whether a motion passed or failed. Each board
member shall have the privilege of explaining any vote.

Any abstaining vote shall be counted as a "no" v@&ee KSA 728205)

Any member may declare a conflict of interest in a particular issue and shall leave the
meeting room until discussion and voting on the matter is concluded. The minutes shall note
that a particular member has declared a cordfiotterest and left. The minutes shall also
record the time the meber left the meeting and when the member returned to the board
meeting.

BOE Approved: July 7, 200BOE Reviewed and Approved: December 3, 2007
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BCBH Minutes BCBH

Accurate minutes of each board meeting shall be taken amettilaed. The clerk shall
be responsible for taking and transcribing minutes of each board meeting. The board shall
designate an acting clerk if the clerk is absent. Neither the superintendatbeard member
may serve as acting clerk. Unafal minutes shall be sent to the board as soon as possible after
each meeting. The board shall review minutes of each meeting as soon as
practicable, shall make any corrections or changes requiradke the nmutes accurately
reflect board actions taken, and then approve the minutes as presented or changed.

The minutes shall clearly reflect all motions voted on by the board, including board
actions taken on motions, which did not pass. The m&will not contain a summary of each
statement, either written or oral, made by a board member, a guest or a member of the staff
unless the board chooses to have written remarks made part of the minutes. If a request is
made, the board may direct tHer& to attach a copy of the written remarks to the original
minutes.

BOE Approved: July 7, 200BOE Reviewed and Approved: December 3, 2007
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BCBI Public Participation at Board Meetings BCBI

Open Forum

The president or presiding ofic may ask USD 261 District patrons attending if they

would like to speak during the open forum. Rules for the public forum will be available from

the clerk prior to the board meeting and at the meeting itself. Generally five minutes will be
alomed to individuals under fAHearing of Sched?u
wi || be all owed for speaker under HARemar ks [/
president may impose a limit on the time a visitor may address the boardhoditu president

may ask groups with the same interest to app
message. Except to ask clarifying giens, board members shall not interact with speakers at

the open forum.

PatronRequested Agenda ltems

Any USD 261 District patron may request addition of a specific agenda item and shall
notify the superintendent seven days prior to the meeting and statesthwe(sg for the request.
The superintendent shall determine whether the request can bd bglstaff without the
patronb6s appearance before the board. I f no
president, and the patronés reqguengéagenseay be p

Handling Complaints (See KN)

The sugrintendent may refer complaints to the board only if afaatory adjustment
cannot be made by a principal, the superintendent, or other appropriate staff members.

BOE Approved: July 7, 200BOE Reviewed and Approved: December 3, 2007
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BCBJ NewsCoverage BCBJ

At the beginning of each school year, all news media shall be invited and encouraged to
attend all board meetings, except executive sessions.

Broadcasting and Taping

All meetings for the conduct of the affairs of, and the tramsacif business by, the

school board shall be open to the public. Broadcasting and taping of the public board meeting
shall be subject to rules adopted by the board. At each meeting of the board, the board may
provide seating for all members of thews media present and shall give all such persons full
cooperation in explaining any action or consideration taken by the board. The superintendent
may provide copies of the board agenda to all news media prior to each meeting of the board
upon reuest or as required by law.

Broadcasting and Taping

The use of cameras, photographic lights and recording devices at any meeting of said

board shall be subject to the following rules, which are designed to ensure the orderly conduct
of the proceedigs.

Cameras

The use of cameras at any said board meeting shall be permitted only when, in the

judgment of the board, the use or proposed use of any camera will not be a disruptive influence
upon the proceedings, genuinely annoying or harassing tm#rd or any member thereof or
operated to attract undue attention to the camera or the proposed user thereof.

Recording Devices

Use of recording devices at any said board meeting shall be permitted when, in the

judgment of the board, the use orposed use of any recording device will not be a

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



BCBJ News Coverage BCBJ -2

disruptive influence upon the proceedings, genuinely annoying or harassing to the board or any
member thereof or operated to attract undue attentithreteecording device or the proposed

user thereof. All recording devices together with all appurtenances and paraphernalia,
including microphones, shall be kept in the area designated for the media; and recording
devices, microphones or other appuadnces shall be allowed on, under or in the immediate
vicinity of the board conference table only with board permission.

No cameras or recording devices shall be allowed at executive sessions of the board.

BOE Approved: July 7, 200BOE Reviewed ath Approved: December 3, 2007
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BCBK Executive Session BCBK

The board shall conduct executive sessions only as provided by law.
Sample Motion
| move that the board gato executive session for the purpose of discussing) (1a
statutorily approved reason and justification) and that the board return to the open meeting at
______ o6clock in this room.
1) Personnel matters for nonelected personnel;
*Justification: To protect the privacy interests of an identifiableviioial
2) Consultation with an attorney which would be deemed privileged imattalient
relationship;
*Justification: To protect attorneglient privilege and the publiaterest.
3) Matters relating to employaamployee negotiations whether or not in consultation with
the representative or representatives of the body or agency.
*Justification: To protect the distri
negotiating psition and the public interest.
4) Confidential data relating to financial affairs or trade secrets of corporations,

partnerships, trusts, and individual proprietorships;

*Justification: To protect the privacy rights of a corporation, pastrip, trust,
etc. with regard to their financiatfairs.

5) Matters relating to actions adversely or favorably affecting a person as a student, except
that any such person shall have the right to a public hearing if requested bysbat pe

*Judification: To protect the privacy rights of a student who is idiaibie.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



BCBK Executive Session BCBK-2

6) Preliminary discussion relating to the acquisition of reapgrty;
*Justification: T o peresttra bargaining ptsrd i st r i
7) Matters relating to the security of the board, the school, school buildings or facilities, or
the information system of the school.
*Justification: To ensure the security of the school, school buildings or
facilities and/or the information system of the school are not jeopardized.

*Explanation of reason for executive session.

NO BINDING ACTION SHALL BE TAKEN DURING CLOSED OR EXECUTIVE

SESSIONS

When a motion is made to go into executivesgas all blanks in the sample motion
must be filled in.

The purpose for the executive session will be one of the seven reasons stated in BCBK.

The time the board will return to the open meeting will be specifically stated. If
necessary, the executi session may be extended with another motion made after the board
returns to open session.

The motion will explain why one of the seven statutorily acceptable reasons was chosen.

BOE Approved: July 7, 200BOE Reviewed and Approved: December )20
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BDA Developing and Adopting Policy(See CM, CMA, GAA and JA) BDA

The board shall adopt all new policies and delete or modify exigtihges. Board
policies, rules and regulations may be adezhat any boartheeting by a majority vote of the
board. All handbooks shall be approvedtlg board and adopted, by reference, as a part of

these policies and rules.

Drafting Policy
The superintendent shall draft all recommended policy changagdimginew policy
recommendations. The superintendent may involve appropriate staff members, patrons or
students when revising or drafting newipg.

Attorney Involvement

Board policies and rules may be submitted to the legal counsel to deténgime
legality before they are submitted to the board.

Policy Dissemination

Changes in board policy shall be disseminated as appropriate. The
superintendent shall develop a procedure to ensure appropriate dissemination
and the destruction or remowafl obsolete policies. One hard copy policy book
shall be kept in the central business office. If appropriate, the superintendent
may also designate additional staff members who shall be furnished a policy
book. Current boardpproved policies shall be pedton the district website,
or other website designated by the board. Board members, district staff,

patrons and others will be encouraged to use the web site to access current board policy.
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BDA Developing and Adopting Policy BDA-2

This material may be reproduced for use in the district. It may not be reproduced, either in
whole or in part, in any form whatsoever, to be given, sold or transmitted to any person or entity
including but notimited to another school district, organization, company or corporation

without written permission from KASB.

Historical Policy Files

The clerk shall keep an historical set of board policies, which efiéat all revisions,

amendments or other act®petaining to every policy

Public Input on Policy
Individuals or groups may submit proposed changes in board policy.

BOE Approved: July 7, 200BOE Revised and Approved: January 7, 2B8E Approved
KASB Recommendation: August 16, 2010
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BE School Board Records BE
(See BCBK, CN, I, and KBA)

The board shall keep records necessary to document board actions.

BOE Approved: July 7, 2003; BOE Reviewed and Approved: October 15, 2007;
BOE Reviewed and Approved: January 7, 2008
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BG Memberships BG

The board may maintain membership in the Kansas Association of School Boards
and, if a member of KASB, may join and participate in the activities of the National School
Boards Association.

BOE Approved: July 7, 2003; BOE Reviewed ancAqved: January 7, 2008
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BK Board SeltEvaluation BK

The board shall conduct an annual-ssféluation. Each board member shall use a self
evaluation instrument to appraise individual performance or the performance of the board as a
whole. Results of these evaluations shall be discussed at least annually, and revised standards
and priorities shall be developed to guide t

The board considers the following conditions crucial to-ee#fiuation:

1. Board members should be involved in developing the standards and process to be
used.

The standards may include, but not be limited to:
1 educational leadership;
1 policy development;
1 board member development and performance;
1 communicatbns with the public;
1 fiscal management;
1 board meeting organization and committee performance;
1 relations with cooperating agencies and other governmental organizations.

2. Evaluation shall be at a scheduleddiand place with all {at leas} #oard membes
present.

3. The evaluation shall be a composite o

4. The evaluation shall discuss strengths as well as areas needing improvement.
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BK Board SeltEvaluation BK-2

The evaluation results shak liscussed in detail, and the board shall formulate a series
of objectives for the coming year. These objectives shall be stated in the form of behavioral
change or prodivity gains.

BOE Approved: July 7, 2003; BOE Reviewed and Approved: Jamy&§08 BOE Reviewed

and Approved November 21, 2011
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Qualifications
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Recruitment
Appointment- KSA 72-8202b
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Staff Involvement (See GAC)

Community Involvement

Student Involvement (See JCB)

Rules Adoption

Rules Dissemination

Rules Review (Also BDF)

Administration in Policy Absence
Records (See JRKSA 72-5369 to 725373

Types

Central Office RecordsKSA 45-216etseq

Building Records

Public Use (See JRB)XSA 45-215etseq

Disposition (See JRCG)KSA 72-5369 to 725373
Reports- KSA 72-7801etseq

Types

Dissemination KSA 45-215etseq
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CA Goals and Objectives CA

The goal of school administration is to create an environment in which students can
learn more effectively. All administrative duties and functions should be evaluated relative to
the contributions maeto improve instruction, increase student learning, and develop
worthwhile citizens. The administration should select staff who will develop student abilities.

The superintendent should possess leadership qualities, which motivate all staff
memberstoo mpr ove t he educational program and att
superintendent, with the boarddés direction,
to develop an educational program designed to stimulate the best e#ibdtudents.

BOE Approved: July 7, 2003; BOE Reviewed and Approved March 3, 2008
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CB Ethics CB

An administrator's professional behavior must conform to an ethical code. The code
must be both idealistic and practical, so that it can ap@ll sministrators. The
administrator acknowledges that schools belong to the public and that they must provide
educational opportunities to all. An administrator's actions will be viewed and appraised by the
community, his professional associates, tnedstudents. Therefore, the administrator
subscribes to the following standards:

The administrator makeghe weltbeing of students the basis for decision making and

action;

Fulfills professional responsibilities with honesty and integrity;

Suppors the principle of due process as required by law and protects the civil and
human rights of all individuals;

Obeys local, state and national laws;

| mpl ements the boardds policies, rules an

Pursues appropriate measures to correct those [@licies and regulations that are not
consistent with sound educational goals;

Avoids using a position for personal gain;

Accepts academic degrees or professional certificates only from duly accredited
institutions;

Seeks to improve the professithmough research and continuing professional
development; and

Honors employment contracts until fulfillment or release.

BOE Approved: July 7, 2003; BOE Reviewed and Approved March 3, 2008
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CD Line and Staff Relations CD

Line and staff adminisaitors are those employees responsible for discharging various
functions at the building level, (See CC Organizational Charts), and who are concerned with the
management of auxiliary activities and who serve as an advisory or consulting capacity to the
superintendent.

Both line and staff administrators are ultimately responsible to the board for the conduct
of their official duties. Line administrators have direct supervisory responsibilities over
subordinate staff members. Staff administrastiall act as advisors and resource persons to all
line administrators but may, at the discretion of the superintendent or board, exert direct
administrative control over line administrators.

BOE Approved: July 7, 2003; BOE Reviewed and Approvedciar, 2008

CD-R Line and Staff Relations CD-R

The superintendent's administrative subordinates have authority to administer district
programs assigned to them by the superintendent. These responsibilities may include direct
supervision ofihe administrators; line administrators may be required to report directly to the
superintendent's designated representative.

Appropriate job descriptions shall be developed by the administration for each line and
staff position and filed with the etk.

BOE Approved: July 7, 2003; BOE Reviewed and Approved March 3, 2008
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CE Superintendent of Schools CE

The superintendent shall be the chief administrative head of the school system and shall

have, under the direction of the board, gensugkrvision of all the schools. The
superintendent

is responsible for management of the schools under board policies and is accountable to the
board.

The superintendent may delegate to other school personnel the exercise of any powers
and the didearge of any duties imposed upon the superddrt by these policies or by the
board. The delegation of power or dutywewer, shall not relieve the superintendent of
responsibility for the action taken under such delegation.

BOE Approved: July 72003; BOE Reviewed and Approved March 3, 2008
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CEA OQualifications CEA

The superintendent shall have or be eligible for a KabDgasgct School Administrator
License

BOE Approved: July 7, 200BOE Revised and Approved: March 24, 2008.
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CEB Duties CEB

The responsibility of the superintendent shall be:

To serve as administrative head of the district;

To keep the board informed on the progress and condition of the schools;

To administer the development and maintenance of an éolugigbrogram designed to
meet the communityos ne eedepmeritsanddotracahymende c e nt
changes in programs;

To carry out the boarddés policies and rul

To monitor educational policies and to recommend needed changedtatte

To recommend positions required to provide adequate personnel for the operation of
education programs;

To nominate for appointment, assignment, transfer or termination and to define the
duties

of all personnel, subject to approval of theutuh
To supervise the preparation of the annual budget and to recommend it to the board for
consideration;
To advise and recommend in business administration matters;
To study the schoolsé needs and te keep t
To assure that the district finances are properly managed.

BOE Approved: July 7, 2003; BOE Revised and Approved: March 24, 2008.
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CEC Recruitment CEC

The superintendent search presents the board with an opportunity to recruit individuals
who will implement the board's goals. The board shall recruit candidates who can best
accomplish this objective. The board shall consider only candidates who meet both state and
local qualifications and who display the ability to successfully aautythe superintendent's
duties.

The board may solicit applications from qualified members of the staff and may list the
vacancy with placement offices.

Applications for the superintendency shall be screened by asgimfal committee
selectedpp t he boar d. Finalistsd districts shoul
Selected candidates shall be interviewed by the board.

BOE Approved: July 7, 2003; BOE Revised and Approved: March 24, 2008
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CED Appointment CED
The board may offer a contract not to exceed three years in length.

BOE Approved: July 7, 2003; BOE Revised and Approved: March 24, 2008

CED-R Appointment CED-R
The superintendentdéds contract s hsatutory be c o
date for nonrenewal.

BOE Approved: July 7, 2003; BOE Revised and Approved: March 24, 2008
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CEE Compensation and Benefits CEE

Compensation and benefits of the superintendent shall be determined annually by the
board and shallbebasdd on per formance and the ability t

BOE Approved: July 7, 200BOE Reviewed and Approved: April 14, 2008
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CEF Expense Reimbursement (See CEE) CEF

The superintendent ds use o fpurchasidgcardshallct mo
be confined to necessary school business. The board shall annually prescribe limits and
restrictions on the use of purchasing cards and shall monitor receipts and reimbursement
expenses. The s uper ipartseah likéenduded svithphe boarth a si ng ¢
meeting packet materials. Expenses for district travel in personalegbr extended travel
incurred in the performance of official duties shall be reimbursed in accordance with the

provisions of GAN.

BOE Approved: July 7, 2003; Revised July 19, 2004

BOE Reviewed and Approved: April 14, 2008
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CEG Staff Development Opportunities (CEE) CEG

The superintendent shall keep updated on new educational practices by: study, visiting
other districts, attendg educational conferences and other means approved by the board.

BOE Approved: July 7, 2003; BOE Reviewed and Approved: April 14, 2008
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CEl Evaluation CEl

The board and the superintendent shall develop an evaluation form that
will provide the basis for formal evaluations and any informal discussions of the
superintendentodos performance. The board sha
appraisal instrument in accordance with the minimum statutory requirements for the
first four years of employment and annually thereafter by Februdty The appraisal
instrument may be used by the superintendent as-a\s®ifation instrument prior to
this evaluation by the board.

Each individual board member shall complete and submraggah forms to the board
president. The president shall allow time for necessary discussion then formulate a summary of
the individual responses. Thensmary shall use the same format as the individual board
member 6s appr ai s asidentfsiwall sign the slinmary. bTheaboadd shali review
the summary with the superintendent in an executive session.

After the evaluation is complete, the individual appraisal forms shall be destroyed. The
summary and any written response fromghperintendent shall be maintained in the
superintendentdéds personnel file.

The superintendentodos evaluation shall be
board, the superintendent and others as provided by law.

The evaluation instrument @l be on file with the clerk at the district office. Current
evaluation procedures and policies shall be filed with the Kansas State Department of
Education.

BOE Approved: July 7, 200B0E Revised and Approved: April 14, 2008
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CEI-R Evaluation CEI-R

Purpose

1.

Provide an opportunity for the board and superintendent to meet and discuss the

superintendentds performance and the di

2. Review, clarify and discuss the immediate and {texgh goals for the district and
the supéantendent.

3. Establish, clarify and discuss the major functions, responsibilities and roles of the
superintendent and the board.

4. Facilitate a good working relationship between the board and the superintendent.

5. Encourage and recognize good administrativegperance.

6. | mprove the superintendentdos | eadership
by suggesting areas of responsibility and operating techniques that may be
strengthened.

7. Set reasonable standards for continued employment of the superintendent.

Procedures

1. The superintendent shall be evaluated as per state statute; at a minimum.

2. The board president shall provide all board members with the Superintendent
Evaluation Form at the second board meeting in December.

3. The board members shall review thegedures and the document for clarity and
understanding.

4, Board members shall have one week to complete the evaluation document and

return it to the board president.
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CEI-R Evaluation CEI-R-2
5. The board president and vice president shall neeedmpile the results from the
individual board members.
6. The board president and vice president shall meet with the superintendent prior to
the first meeting in January to share the compiled evaluation with him/her.
7. The board of education and the supematent shall meet in executive session at a
special meeting held just prior to the first meeting in January to discuss the
evaluation.
8. The board and the superintendent will cooperatively create job targets for the
superintendent for the coming year.
9. The bard and superintendent will meet twice per year in executive session to
informally discuss progress on job targets.
10. The clerk of the board will randomly selecttvoh i r ds of t heireduper.
reports to participate in providing feedbackbret s u p e r i n pedamntaeca.tTbose j o b
selected willreceiva copy of t h evawatignéorm. Oricethedoemmis 0 s
completed these forms wilkebsent directlyo the board president to be compiled. The
compiled feedback will b@rovidedto the superintendent in executivassion at the first
meetinginJ anuary. This feedback will not be <co

BOE Approved: July 7, 200BOE Revised and Approved: April 14, 2008
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CEJ Separation CEJ
Theboard may elect not to renew the superintendent's contract.

BOE Approved: July 7, 200BOE Revised and Appved: April 21 2008
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CEK Resignation CEK

The superintendent may submit a resignation to the board president at a regular or
specialmeeting. The board will consider the acceptance of the atisignn light of the needs
of the district.

BOE Approved: July 7, 200BOE Revised and Appved: April 21 2008
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CG Administrative Personnel CG

The board will employ administige personnel as needed.

Compensation Guides and Contracts

All administrative personnel shall be compensated for their services with a salary
determined by the board.

Qualifications and Duties

The superintendent shall develop appropriate jobrgsmns for each administrative
position. When adopted by the board, such documents shall be filed in the central office and
published in the appropriate handbook.

Recruitment

The board delegates to the superintendent the authority to iderdifpeemmend the
appointment of individuals to fill vacant administrative positions.

Assignment

Assignment of administrative personnel shall be recommended to the board by the
superintendent.

Orientation

The superintendent will conduct an appraje administrative orieation program
designed to acquaint administrators with the district.

Supervision

The superintendent shall be responsible for supervising all adainistgersonnel.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



CG Administrative Personnel CG-2

Administrative time schedules and work loads shall be dictated by the terms of the
employment contract.

Administrative Intern Program

The board may cooperate with an approved administrator training institution in
establishing an administrative intern program.

Personnel

The administrative staff shall recommend candidates only for those positions authorized
by the board.

Travel Expense

Travel expense for administrative staff shall be provided in accordance with CEF.

BOE Approved: July 7, 200BOE Revsed and Appreed: April 21 2008
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CG-R Administrative Personnel CG-R

The board will solicit the recommendations of the superintendent in appointment,
assignment, transfer, demotion, termination, or-resrewal of any administrative personnel.
Recruitment

All applicants shall be screened by the superintendent, who may use other staff
members

to assist, before recommendations are made to the board.
Expenses incurred by candidates interviewed for an administrative position may be paid
by the district.

Compensation Guides and Contracts

Central staff administrative contracts shall be reviewed annually. The term of each

administrative contract shall be determined by the board. Contract forms for administrators
shall

bedrawnbyte boar dds attorney.

Qualifications and Duties

Referenced to the appropriate job description and handbook.

BOE Approved: July 7, 200BOE Revised and Appved: April 21 2008
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CGIl Evaluation (See CEl) CaGl

Administrative personnel shalelevaluated in writing by the superintendent in
accordance with the minimum statutory requirements for the first four years of employment and
at least annually thereafter. Administrative personnel files and evaluations shall be available
only to theboard, the appropriate administrator, the superd@st and others authorized by
law.

The board's procedures concerning evaluation of district administrators shall be on file
in the central office with the clerk and may be published in ppeoprate handbook.

BOE Approved: July 7, 200BOE Revised and Appved: April 21 2008
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CGO Early Retirement Program for Administrative Personnel CGO

The Board of Education may offer to administrative personnel an early retireroentive
program. Administrative personnel are defined as those individuals that are required to
maintain KSDE administrative certification to function in their job titles. Supervisors,
divisional directors, coordinators, and specialists are grouped Boded policyGCRJ. The
superintendent of schools is specifically excluded from participation in this policy.

BOE Approved: July 7, 2003; Revised and Approved: December 19, 2005
BOE Reviewed and Approved: May 5, 2008

CGO-R Early Retirement Program for Administrative Personnel CGO-R

Eligibility
To be eligible for the USD 261 administrative early retirement program an administrator:
1. Must have completed 8 years of employment in the district.
2. All employment during this time must have hes least 1/2 time or more to qualify as
employment.
3. Must be currently employed by USD 261 and
4. Must qualify for early retirement under the KPERS plan of 85 and Out. No minimum
age requirement must be achieved or met.

Program Requirements

The Board of Edcation may alter the program at any time with notification to terminate,
suspend, or amend the program given to staff with a 30 day written notice of

intent. Staff members already retired and participating in the program will not be
affected by any altation of the program they originally opted to activate.

Should a retired administrative employee reapply for a position with USD 261 and be

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



CGO-R Early Retirement Program for Administrative Personnel CGOiIT R-2

offered such, theydrome ineligible for any future involvement in any form of district
sponsored retirement.

Administrators electing to participate in the district program that do so the first year they
are eligible under the state KPERS plan of 85 and Out will recelivéidtrict program benefits
at the level they qualify. The level of benefits qualified for the first year becomes the base early
retirement amount or figure to be used in all calculations of retirement benefits. Those
administrators electing to take ahtage of the early retirement program at the date on or

beyond when they are first eligible do so under the following scale:

First Year Eligible Full Benefits

Second Year Eligible 90% of Base Early Retirement
Third Year Eligible 30% of Basd=arly Retirement
Fourth Year Eligible 10% of Base Early Retirement

If an employee does not choose to participate in the early retirement program within the
above four year span, no early retirement program will be available to said employee.

Activation of Program

For an administrative employee to activate early retirement benefits, such notice must be
put in writing and filed with the superintendent no later than May 20 one year prior to
retirement. If requested by the administrator, this informatidl be held in strict
confidentiality by the superintendent until the administrator submits a formal resignation on or
about the middle of April in the coming school year.
Benefits

Retirees shall be entitled to the following:

a 1) Thirty percent of theetiree's final yearly salary.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



a2) Supplemental salary amounts are excluded from the final salary figure used to
calculate the retirement benefit.

CGO-R Early Retirement Program for Administrative Personnel CGOiT R-3

a3) One percent oie final calculated base benefit for each year of service with the
district in excess of 8 years.

a4) An amount equal to 1 day of sick leave for every 3 days that have been accumulated
at the time of retirement at the employee's current daily rate of pay.

a5) Retirees may remain enrolled in the district sponsored health insurance program if
they so desire with billing and scheduled payment premiums established by the business
department. Should the district not sponsor a group health insurance plamatti®@Bo
Education is under no obligation to create such for retirees.

a6) The total above amount shall be paid in a single payment on the date of the
employee's last pay period unless otherwise arranged for by the employee with the
business division anabproved by the superintendent.

a7) The total early retirement amount to any administrative personnel shall not exceed
75 percent of the first step of the salary schedule for certified teacher personnel.

Other Considerations

Those employees that feel yhieave unusual or unique circumstances may refer such to
the superintendent for research, review, and consideration.
BOE Approved: July 7, 2003; Revised and Approved: December 19, 2005

BOE Reviewed and Approved: May 5, 2008
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CGOA Administrat ive Sick Leave Bank CGOA

(See GCRGA)

BOE Approved: July 72003; BOEReviewed and Approved: May 5, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



CJ Consultants (See BBG) CJ
The administration may use professional consultants. Consultants shaprtecalby
the board and/or Superintendent in advance.

BOE Approved: July 7, 200BOE Reviewed and Approved: May 5, 2008
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CK Professional Development Opportunities CK

The board may require administrators to attend summer sessions, conferences,
workshops or other activities, which will directly benefit the schools. Expenses may be paid by
the district to attend meetings approved by the sojgerent.

BOE Approved: July 7, 200BOE Reviewed and Approved: May 5, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



CL Councils, Cabinetsand Committees CL

The board advocates the administrative team concept of school administration and
hereby establishes an administrative council.

Method of Appointment

All administrators are automatically members of the administrative council.
Organization
The superintendent shall serve as the chair of the administrative council and, with the
recommendations of the council, wild|l det er mi
Resources
The administrative council shall have at its disposalfath® personnel resources of the
district normally used by the professional staff. With board approval, the council may utilize
outside consultants and resources to i mpl eme
Material
The administrative council may utiBzmaterial purchased by the district to implement
the council 6s activities.
Financial

The superintendent may recommend a budget to the board for the administrative
council.

BOE Approved: July 7, 200BOE Reviewed and Approved: May 5, 2008
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CL-R Councils, Cabinets and Committees CL-R

Administrative council meetings shall be held at times deemed appropriate by the chair.
All members of the council shall attend regular board meetings of the board unless excused by
the superintendent.

Financial

Funds for the administrative council s bu
fund.

BOE Approved: July 7, 200BOE Reviewed and Approved: May 5, 2008
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CM Policy Implementation CM

Failure of any administrative emplag/¢o implement board policies may result in
suspension, demotion, probation, nonrenewal or termination of employment in accordance with

procedures set forth in these policies and rules.

BOE Approved: July 7, 200BOE Reviewed and Approved: Ma$,12008
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CMA Administrative Rules CMA

The board delegates to the superintendent the responsibility for developing
recommendations, and for designing any necessary arrangements to carry out board policy and
to operate t he eseirues and acrangesents shalloconstisite the T h
administrative regulations governing the schools and shall be considered for approval,
modification or
disapproval by the board.

Staff Involvement

In developing rules, regulations and arrangements fatthes t r i ct 6 s oper at i
superintendent shall include at the planning stage representatives of those employees who will
be affected.

The superintendent shall develop procedures utilizing certified and noncertified
employees for the exchange ofideadanf eel i ngs regarding the dis
given by employees, especially that given by groups designated to represent large segments of
the staff, shall be cordgred. The board shall be informed of such counsel when reports and
recanmendations are made to the board. (See also GAC)

Community Involvement

The superintendent may involve district patrons on committees or study groups
whenever necessary.

Student Involvement

The superintendent 1 s enc coeoncrgiegdhetules consi

which affect them. (See also JCB)

BOE Approved: July 7, 2003; BOE Reviewed and Approved: May 19, 2008
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CMA Administrative Rules CMA-2

Rules Adoption

The superintendent shall review all proposed rules before theylarettad to the
board. All administrative rules recommended by the superintendent shall be reviewed by the
administrative staff before being submitted to the board for their consideration.

Rules Dissemination

Copies of administrative rules shall beaito all employees who play a role in
enforcing the rules or who will be affected by any rule changes.

Rules Review

Administrative rules adopted by the board shall be subject to frequent review by the
board and the administrative staff.

Administrationin Policy Absence

In an emergency when action must be taken where the boardokieeedmo guides for
administrative action, the superintendent shall have the power to act, but any decision shall be
subject to board review at the next rieg@. The sperintendent should recommend any policy
needs the incident has created.

BOE Approved: July 7, 2003

CMA-R Administrative Rules CMA-R

No administrative rule shall be in conflict with board policy.

Rules Drafting

All proposed rules shall be suiitted to the board attorney or a KASB attorney before
being submitted to the board for final approval.

Staff Involvement

The superintendent and principals may appoint committees for functions not being
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CMA-R Administrative Rules CMA-R-2

performed by existing groups or persons.

Each staff or community committee shall act in an advisory capacity to the
administrative officer responsible for the <c
later than one year after their establishmenéss reestablished by the board. (See GAC)

Student Involvement

The use of student input in the formation of policies and rules shall normally be
restricted to areas pertaining to attendance center administration.

Administration in Policy Absence

If the superintendent is forced to act in the absence of regular board policy or guidelines
and feels that policy is needed, a proposed board policy may be drafted, together with

appropriate rules, to be presented at the next board meeting.

BOE Approved:July 7, 2003; BOE Reviewed and Approved: May 19, 2008
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CN Public Records CN
(See BE, CAN, Il, HAI, JGGA, and J& seq)

The board shall designate a Freedom of Information Officer with the authority to
establish and maintain a systefirecords in accordance with the Kansas Open Records Act
other applicable lawand may assign another district emplog®eard Clerk)to handle
requests for records amalserve as the custodian of the records. The custodian shall
prominently display lad distribute or otherwise make ahadile to the public a brochure in the

form prescribed by the local Freedom of Information Officer.

Typesof Records

A public record means any recorded information, regardless of form or characteristics
which is mae, maintained or kept by or is in the possession of the district, including those
exhibited at public board meetings.

Central Office Records

Records maintained by the superintendent shall include, but not be limited to, the
following: financial, pesonnel, property (both real and personal) owned by the district.

Building Records

Records maintained by the building principals shall include, but not be limited to, the
following: activity funds,student reords and personnel records(See JRetseq)

Public Access

All records except those subject to exception by the Kansas Open Records Act shall be
open to inspection by the general public during regular office hours
of any school or the district office. The superintendent will estaphstedures for making
records available on normal business days when district offices are closed. Copies of open

records shall be available on written request.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



CN Records CN-2

Requests for access to open records shall be made in woitamgofficial custodian of
district records. The official custodian shall examine each request to determine whether the
record requested is an open record or is subject to an exception by the Kansas Open Records
Act. The custodian shall eitheragt or deny the request.

If the custodian does not grant the request, the person requesting the recoedeshiall r
a written explanation of the reason for the denial within three days of the request, if an
explanation is requested. If the requedisagrees with the explanation, the freedom of
information officer shall settle the dispute.

To the extent possible, requests for access to records shall be acted on immediately. If
the request is not acted on immediately, the custodian shalhninfe requester of when and
where the open record will be made available. The record shall be made available within three
business days of the request. Each custodian shall file all requests and their dispositions in the
appropriate office and makreports as requested by the superintendent or the board.

The board shaknnuallyset a fee for copies of records. Advance payment of the
expense of copying open records shall be borne by the individual requesting the copy. Under
no circumstanceshall the documents be allowed out of their usual buildingitme without
approval of the official custodian.

Revenue from copying open records wild/ b e

Disposition

All district office records shall be kefor at least the minimum length of time required

by law.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



CN Records CN-3

The clerk is designated as the official custodian of all board records maintained by the
district. Superintendent is designated as official custodian of alictlistfice records
maintained by the district. Each building principal is dgeaied as official custodian of all
records established and maintained at the building level. In addition to those records required
by law, the clerk shall be responsilide preparing and keeping other records necessary for the
di strictp@estiomf ficient o

District employees shall follow the guidelines found in the studeotds policies.
(See JR and JRB)

Retention of Documents in Certain Circumstances (3€¢)C

BOE Approved:KASB Recommendation i August 20, 2007; BOE Reviewed and
Approved July 21, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



CNA Document Production, Including Electronic Information * CNA
(See BCBK, BE, CN, Il, JGGA, JR et seq. and KBA)

Destroying Documents

After the dstrict receives knowledge of legal action against the district or its employees,
no documents or electronic information pertaining to the subject of the action, maintained in

any form, may be destroyed.

BOE Approved: KASB RecommendatiorAugust 20, 200

*For detailed information, see Fexdl Rules of Civil Procedui@ Production of Documents,
Electronically Stored Information

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



CO Reports CO

The board may require reports from the staff.

Types

The superintendent shall submit to th@ebod an annual report sum
operations for the preceding school year. The superintendent shall present a monthly budget
report to the board. The board delegates to the superintendent the authority to request reports
from any stéf member.

Dissemination(See JR et seq.)

The board, upon request, shall receive copies of all reports submitted to the
superintendent. Copies of staff reports may be sent to staff members for their confidential use if
the superintendent approveStaff reports shall be made public only with board approval.

BOE Approved: July 7, 200, BOE Reviewed and Approved: July 21, 2008

CO-R Reports CO-R

Types

The superintendent s annual onoreefae @Gobes h al |
1 of the next school yealif the superintendent resigns or leaves the district, the annual report
shall be submitted to the board prior to final payment of compensation under the employment
contract.

The superintendent s | moret hingl|l ndeglet nr éher
shall include each account, the original appropriation, the amount expended to date, the amount
encumbered to date, and the remaining balance in each account.

BOE Approved: July 7, 2003 ; Revised October 18, 2004,

BOE Reviewed and Approved: July 21, 2008
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DA Goals and Objectives DA

The board shall adhere to strict fiscal accounting procedures as outlined in board
policies and rules. The board shall make an effort to secure goods and services from
responsible merchants and vendors at a price and quality that will enable the staff to fulfill the
district's educational goals.

BOE Approved: July 7, 200&Reviewed ad Approved: October 20, 2008
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DB Budget Planning DB

A planned, systematically prepared budget is essential in the management of the district.
The board delegates to the superintendent the authorieyétog a budget for the board's

consideration.

BOE Approved: July 7, 200&Reviewed and Approved: October 20, 2008
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DC Annual Operating Budget DC

The district budget shall be prepared by the superintendent in cooperation with selected
district employees and shalb.l reflect the dis
The superintendent shall follow the adopted budget.

The district shall fund the operating budget according to approved fiscal and budgetary
procedures required by the State of Kansas.

Budget Forms

Budget forms used shall be those prepared and reeaned by the Kansas State
Department of Education. Budget summary documents shall be prepared on forms provided by
the Kansas State Department of Education.

Priorities

The board will establish priorities for the district on a shenn, intermediate anldng

range basis.

Deadlines and Schedules

Deadlines and time schedules shall be established by the board.

Encumbrances

An encumbrance shall be made when a purchase is made or when an approved purchase
order is processed. All encumbrances shall be chaogedpecific fund.
All necessary encumbrances shall be made by the superintendent.

Recommendations

Recommendati ons of the superintendent and
educational program and related budget figures will be presentieel ibmard prior to
submission of the tentative draft budget. All superintendent and staff recommendations will be

presented to the board no later than the regular board meeting in August.
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DC Annual Operating Budget DC-2

Preliminary Adoption Procedures

The superintendent will be responsible for developing the budget cover letter. It is

recommended that the letter include a restatement of the goals and objectives of the district and

a list of budget priorities. An explanation of line item expendgwvill be included in the

letter. Fund expenditures and line categories will also be explained in terms of how the budget

meets the goals and objectives of the district and enhances completion of priority programs. A

preliminary dr alfgetwilldésulimited bythesuperintentdedtdo b
the board on or before August each year.

Hearings and Reviews

The board shall conduct budget hearings according to state law.

Management of District Assets / Accounts

The superintendent shall establish amaintain accurate, efficient financial
management systems to meet the districtos
financial reports, and safeguard district
accounting system prales ongoing internal controls. The superintendent shall review the
accounting system with the board.

All employees, board members, consultants, vendors, contractors and other parties

maintaining a business relationship with the district shall act wiggiity and due diligence in

f

r

e

duties involving the districtbds fiscal resou

The superintendent shall develop internal controls that aid in the prevention and

detection of fraud, financial impropriety or irregularity. Each member of the management team

shall be alert for any indication of fraud, financial impropriety or irregularity within his/her area

of responsibility.
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DC Annual Operating Budget DC-3

Reporting Fraud

An employee who suspects fraud, impropriety or irregularity shall promptlytréose
suspicions to the immediate supervisor and / or the superintendent. The superintendent shall
have primary responsibility for any investigations, in coordination with legal counsel and other
internal or external departments and agencies as apdpri
BOE Approved: July 7, 2003; Reviewed and adopted September 4, 2007; Reviewed and

Approved: October 20, 2008
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DFE Investment of Funds DFE

The investment of school district monies shall be the responsibility of the
superintendent, businessanager and/or the district treasurer.

Any monies not immediately required for the purposes for which the monies were
collected or received, shall be invested as provided by currémiesta

Posting Securities

All investments of district monies shak Isecured by F.D.I.C. corage, a pledge of
direct federal obligations or direct guaranteed federal agesmsids in accordance with
requirements of state law. Exceptions to #tpiired posting of securities shall be only as
provided by law and approlvaf the board.

BOE Approved: July 7, 2003

DFE-R Investment of Funds DFE-R

All offerings of monies for investment shall state the amount toNesied and the
maturity date of eacmvestment.

All banks and savings and loan associatiorth wifices located within the district shall
be given an opportunity to bid on all monies offered for itmest. All bids shall be specified
on the basis of simple interest.

Distribution of monies for investment shall be as follows:

The treasurer or ber person designated by the board shall inform each eligible bank

and savings and loan association of the total amount of

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



DFE-R Investment of Funds DFE-R-2

money to be invested on a specified date and the maturity date of thenenesEach &nk or
savings and loan association bidding shall submit a
single bid of the rate of interest it would pay on all or part of the funds to be invested.

Monies shall be invested with the highest bidder in such amount as the bidder will
accept, and any renmang amounts shall be invested with the next highest bidders in order of
interest rate offered. No bidder shall bigiélle to receive any funds in the same offering at a
rate lower than its single bid.

No bid less than the most recently determined itnvest rate aselermined by the state
treasurer shall be accepted. No funds will be invested dirities of more than two years.

Any monies not otherwise invested in eligible banks and savings and loans located in
the district due to their inabilityor whatever reason, t@eept the funds, shall be invested in
secured deposits in banks or savings and loans which have offices located in counties in which
a part of the school strict is located.

Any monies not invested in banks and savings and lioathg dstrict or located in
counties in which a part of the school district is located may be invested in the municipal
investment pool fund or United States @y bills or notes as authorized by Kansas law.

Monies available for reinvestment as aufesf maturities may besinvested with the

bank or association holding such monies provided the
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DFE-R Investment of Funds DFE-R-3

bank or savings and loan association agrees to pay the same or higher rate as that offered by the
highest biddeat the time of reffer.

In the event of identical high bids, the allocation of monies tonested between the
high bidders shall be at the discretion of the superileet.

The treasurer shall record the following information: the date of eaehrgff the
name of each bank or savings and loan association notified; the name of the officer notified; the
bid, carried to five decimal places (.11111); the amount of monies the bank or savings and loan
association is willing toaept at the rate bid.

To be eligible to receive invested funds or deposits from theatli@ny otherwise
eligible bank or savings and loan association shall have on file in the office of the district
treasurer a letter requesting its inclusion in thuelinig process and pvaing proper assurance
of compliance with requements of applicable laws and board policy relating to maintenance of
proper security and assurance of its membership in good standing consistent with current
federal regulations. The superintendent slegdbrt monthly to the board on the district's
invegments.

BOE Approved: July 7, 2003; BOE Reviewed and Approved: October 20, 2008
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DFG EFees, Payments and Rentals(See KG) DFG

Proceeds from fees for building or equipment use or rental will loitedeto thecapital
outlayfund.

BOE Approved: July 7, 200BOE Reviewed and Approved: October 20, 2008
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DFK Gifts and Bequests DFK

Income derived from gifts arfiequests will be credited, if possible, to the fund
requested by the donor. If the request of the donor cannot be fulfilled, said gift or bequest will

be deposited in the capital outlay funds of the district or any other fund specified by the board.

BOE Approved: July 7, 2003; BOE Reviewed and Approved: October 20, 2008
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DFM Equipment and Supplies Sales DFM

Excess or unusable distrotvned equipment and supplies will bepdised of at the
discretion of the board.

BOE Approved: July 7, 200BOE Revewed and Approved: November 3, 2008
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DH Bonded Employees DH

The board shall purchase a blanket or surety bond for school employees. The amount of
the bond shall beatkermined by the board.

BOE Approved: July 7, 200BOE Reviewed and Approvedsiovember 3, 2008

DH-R Bonded Employees DH-R

A surety bond in the amount of $50,000 is required for the treasurer, clerk and
superintendentA blanket bond shall be purchased by the board for district employees as
follows: Senior High Builing principal $20,000 Other employees $10,000

BOE Approved: July 7, 200BOE Reviewed and Approved: November 3, 2008
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DIC Inventories DIC
An accounting Wl be made annually for all distrigiwned property, real and personal.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 3, 2008

DIC-R Inventories DIC-R
An inventory record system shall be developed by the superintendent. All inventory
records shall be annually updated showing deletions anticadd the estimated value, original
cost (where available), date of purchagsgatnumbes (where available) and location and
condition of each piece ofdliict-owned property.
Each building principal shall take an annual inventory of distweted property under
the direction of the superintendent. Inventory forms shall be developed bygRrintendent.
One copy of each inventory taken in an attendance center shall be filed in that building, and one
copy shall be filed in the central office with the clerk.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 3, 2008
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DJB Petty Cash Accounts DJB

Per KSA 728208, the board of education may authorize by resolution the establishment
of petty cash funds from which to make needed expendiforaeghool district purposes in
emergencies.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 3, 2008

DJB-R Petty Cash Accounts DJB-R

The board of educiain shall authorize by resolution annually the general purpose for which

petty cash funds are to be established, where they are to be established, the employee(s)
authorized to administer the petty cash fund and designate an amount of moneys, not to exceed
$1,500.00, to be maintained in the petty cash funds.

The employee(s) authorized to administer any petty cash fund established by any resolution
shall keep a record of all receipts and expenditures from the fund, and shall monthly have those
funds replershed by payment from the appropriate funds of the school district to the petty cash
fund.

The fund shall be kept separate from all other funds and be used only for authorized
expenditures and itemized receipts shall be taken for each expenditure. bialpafund may

be loaned or advanced against the salary of any employee. Expenditures from the petty cash
fund shall not be made for purchases or services, which exceed $50 unless authorized by the
Assistant Superintendent of Business/Finance. All eyagl® entrusted with the administration

of petty cash funds under authority of the above statute shall be bonded by the school district.

Approved: May 17, 1982 / Reviewed & Approved: November 16, 1987 / Revised and
Approved:

BOE Approved: July 7, 200BOE Reviewed and Approved: November 3, 2008
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DJE Purchasing DJE
The purchasing, receiving, storing and distribution of suppliespexgunt and services
for use in the district shall be managed efficiently and ecaocediyn.

Purchasing Authority

The board shall appoint the superintendent or designated representative as the
purchasing agent for the district.

BOE Approved: July 7, 200BOE Reviewed and pproved: November 3, 2008
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DJEB Quality Control DJEB

The board reserves the right to establish the specifications for and quality of goods or
services purchased biye district.

Specifications
It is the responsibility of the originator of a purchase request to see that all specifications
requested are complete.

Standardization

Whenever possible, standard lists of supplies and equipment shall be developed in all
budget areas.

Quantity Purchasing

Quantity purchasing is encouraged.

Cost Control

The board reserves the right to maintain cost control authority over any goods or
services.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 3, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



DJED Bids and Quotations Requirements DJED

All purchases requiring competitive bids shall be made in accordance with current
statutes.

The purchasing agent shall develop and maintain lists of poterpalexs. Bid lists
shall be used to notify potential bidders.

Any supplier may be included in the list upon request. All bid lists shall be reviewed
annually by the purchasing agent.

A copy of this policy shall be given to all bidders upon request.

All bids and supporting documentation shall be retained in the district office with the
clerk for a period of three years after bids have been opened.

Bid Specifications

All bid specifications shall be wristten b
shall include, when necessary: required performance, surety, bid and statutory bond
information; compliance with preferential bi
reject any or all bids; comigince with all federal, state and local lamsjinances and
regulations; the date, time and place for the opening of bids; and other items as the board
directs.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 17, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



DJED-R Bids and Quotations Requirements DJED-R

Procedure

All bids must be submitted to the Business Office in sealed envelopes with the name of
the bidder and the date of the bid opening plainly marked in the lowdraledt corner of the
envelope. All bids shalle opened publicly on the stated day and time. All bidders and other
interested persons may be s@et when the bids are opened.

Bids may be opened by the purchasing agent or other persgnatesdi by the board
and such opening shall be witnessed byather district employee. The bids shall then be
arranged in order from low to high before they are presented to the board for action.

Responsible Bidder

All bids shall be awarded to the lowest responsible bidder. The board remains the sole
judgeofwet her or not a biitdridthatmaybeuBed®pugige nsi bl e. 0
Aresponsi bleo, by way of illustration and no
experience, resourcesgilities, judgment and efficiency.

The board may investitae t he Aresponsi bl enessd of any
hand to form an intelligent judgment, suchastlse dii ct 6 s archi tect, prev
bidder, their own investigation, or an outside investigation agency.

Bid Specifications

The boad shall avoid negotiation of bid specifications after bids have been accepted and
shall correct specifications if they are inadequately written and request new bids. If an error is
discovered in the bid speciéitons all bids shall be returned unopemed the project shall be

rebid using coected and/or amended specifications.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



DJED-R Bids and Quotations Requirements DJED-R-2

Withdrawal of Bids

Any bid may be withdrawn and/or corrected prior to ttieesiuled time for opening of
bids and no later than two days after the bids have been opened jualgorental error has
been madeAny bid received after the publicized date and time shall not be considered by the
board.

Rejection of Bids

The board eserves the right to reject any and all bids and to ask for new bids. This
reservation shall be specified in the publication or reatifon of bid letting.

The board reserves the right to waive any informalities ingjectrany parts of a bid.

BOE Approved: July 7, 2008BOE Reviewed and Approved: November 17, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



DJEE Local Purchasing DJEE

The purchasing agent shall make purchases from local vendors wheitéhe
availability of the product and service are competitive with outside vendors for purchases not
subject to the bidding law. The board shall not grant preferential bid percentages to local

contractors or businesses except as provided by statute.

BOE Approved: July 7, 20Q8BOE Reviewed and Approved: November 17, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



DJEF Regquisitions DJEF
The purchasing agent shall develop a requisition form tesbd by staff members
requesting that certain goods be purchased for the district.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 17, 2008

DJEF-R Reaquisitions DJEF-R

All requisitions shall be submitted to the purchasing agent at a time so designated. After
a purchase order has been issued, the number of the purchase order shall be recorded on the
requisition, and the number of theuésition shal be recorded on the purchase order. After
processing, the original copy of the requisition shall be filed in the office of the purchasing
agent in numerical sequence.

School letterhead paper shall not be used in ordering supplies and equipment for the
personal use or pahase by employees.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 17, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



DJEG Purchase Orders and Contracts DJEG

The purchasing agent shall deyekn order form compatible with the requisition form

to be used in purchasing goods, and shall be authorized to sign all purchase orders.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 17, 2008

DJEG-R Purchase Orders and Contracts DJEG-R

Each purchase order shall include:

A specification of the item which adequately describes the degistics and the
quality standards; a quoted, firm, net, delivered price never possible, angrices shown
both per unit and as extended; cledivery instructions which include time and place; a
signature of the purchasing agent and budget account code number; and the appropriate address
and teéphone number.

All purchase orders shall be numéeéiin sequence; sufficientges will be made to
meet distribution requirements.

A verbal order, subject to subsequent confirmation by a written purchase order, may be
issued only in cases where a bona fide emergexisise Whenever possible, a purchasder
number should be given to thepplier. A confirming requisition/purchase order shall be

issued immediately thereafter and clearly marked as such.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 17, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



DJEJ Payment Proedures DJEJ

The superintendent shall recommend payment to vendors and suppliers for goods and
services upon satisfactory receipt of all goods or completion of all services anddbrtidre
is a district purchase order number issued as provided for in board policy. (See DJEG)

The board shall consider payment of bills recommended for payment at regular board
meetings except as provided for in policy. (See DJFAB)

The board may degnate one or more employees to pay billsdneace of any board
meeting in order to avoid a penalty for late payment or to takenaeeof any early payment
discount, or to reimburse employees for expenses in excess of $100
BOE Approved: July 7, 2() Revised January 10, 20QE Reviewed and

Approved: December 1, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



DJFA Purchasing Authority DJFA

The superintendent is authorized to execute contracts on behalf of the district for the
purchase of goods and services if the amouessthan $20, 000. The board shall receive

reports on any contracts.

BOE Approved: July 7, 200BOE Revised and Approved: July 21, 20B®E Reviewed and

Approved: December 1, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



DJFAB Administrative Leeway (See CMA) DJFAB

In an emergency, the superintendent shall have the authority to make expenditures
necessary to prevent additional damage to district property, to keep the schools open or to
reopen schools. Emergency purchases shaditified by the board at the next regular or

special board meeting.

BOE Approved: July 7, 200BOE Reviewed anépproved:December 1, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



DK Student Activity Fund Management (See JH) DK

Any activity which involves the expenditure of activitynfis shall be subject to prior
approval of the principal.

Activity Fund Management

The building principals shall maintain an accurate record of all student activity funds in
the respective attendance centers. No funds shaldended from these accoargxcept in
support of the student activity program. Nbivaty account shall have a negative balance.

The board shall receive a monthly report on all activity accounts.

All student activity funds will be audited annually at the same time as the bemeta
budget.

Activity Fund Deposits

Activity funds from gate receipts or other sources may be deposrtstlginto a bank
account maintained for this purpose.

Inactive Activity Funds(See JH)

The board will assume control of all inactive activiitpmds and disburse those funds to
other activity accounts or expend the funds as directed by the board.

Each student activity fund shall have an employee in charge of the fund. The employee
shall be responsible for making a monthly report to the supadent and the board.

The monthly student activity report shall show opening and closirg&es of each
fund. The report shall also show the total amount of deposits and an itemized list of

expenditures.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



DK  Student Activity Fund Management (See H) DK-2

Activity Fund Management

All payments from student activity funds shall be made from purchase orders signed by
the employee responsible for the fund.
Receipts shall be kept for all revenue deposited intodtnéts fund of each attendance

center. All payments from the activity fund shall be by checks provided for that purpose.

BOE Approved: July 7, 200BOE Reviewed and Approved: December 1, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011
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E--BUSINESS MANAGEMENT
SN _Excludes fiscal management

Goals and Objectives
Buildings and Grounds Managemem{SA 581301 to 581305; 121769; 728212
Insurance ProgramKSA 72-8401etseq
Casualty- KSA 72-8401et seq
Liability - KSA 72-8401etseq
Workers' Compensation
Safety
Fire Prevention KSA 31-150; 31133
Warning SystemsKSA 31-133
Safety Inspections (See JGF)
Heating and Lighting
Hazardous Waste Inspection and Disposal
Emergency Clsings (Also AFC; See JGFC)
Emergency Dirills (Also JGFA)
Crisis Planning (See EBBD)
Security- KSA 72-8222
Vandalism
Vandalism Protection (See EBC)
Vandalism: Restitution for Damagé&SA 72-5386
Offering aReward- KSA 12-1672a
Return of School Property
Cleaning ProgramKSA 65-202; 728212; 721033
Sanitation
Long-Range Maintenance Program
Records
Equipment and Supplies Management
Receiving
Equpment Maintenance
Printing and Duplicating Services
Student Transportation Management (See JGGEA 72-8301etseq
School Vehicles (BusesKSA 72-8301etseq
Liability
Safety- KSA 72-8301etseq
Safety Inspection
Scheduling and Routing
Records
Licensing of Drivers
Special Use of School Buses
Food Service ManagemenKSA 72-5112etseq; 725213; 725113
Sanitation Inspections (See EBE)
Records

Data ManagementKSA 754707;72-8227; 727527; 727528; 45215
etseq
SN _For policies of a general nature on the generation and
control of statistical and other information as desired
by the district and/or required by state and federal
regulations. See also "Records" dR@&port” in Index
Data Dissemination
To Education Agencies (See MI)

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EA Goals and Obijectives EA

The district's business affairs shall be managed in the most economiedlicindt
manner posble.

The superintendent has authority to manage the district's busifeess a

BOE Approved: July 7, 20QReviewed and Approved: December 15, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EB Buildings and Grounds Management EB

All district buildings and property shall be maintained and inspected on a regular basis.

BOE Approved: July 7, 200&Reviewed and Approved: December 15, 2008

EB-R Buildings and Grounds Management EB-R

The superintendent shall develop a comprehensive program, which will ensure proper

maintenance of all dirict-owned property.

BOE Approved: July 7, 200&Reviewed and Approved: December 15, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBA Insurance Program EBA

All district-owned property, real and personal, will be insured to cover losses from
natural causes, fire, vandalism and other casualties. Insurancdshath\zer theft of district
monies.

Liability Other Than For Vehicle® the extent permitted by law, the board may insure
all employees against legal action arising out of the performance of any authorized duties. The
board may authorize the districtjton a groupfunded pool to provide insance coverage for

the district.

BOE Approved: July 7, 20QReviewed and Approved: December 15, 2008

EBA-R Insurance Program EBA-R

The district may designate one or more insurance agents of record. Thatsagent
may work with the insurance agent of record or griwrled pool to develop adequate

insurance programs and/or proposals covering steallis employees and property.

BOE Approved: July 7, 20QReviewed and Approved: December 15, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBAA Workers Compensation EBAA

The district will participate in workers compensation as required by cigtamte. The
combined workersd compensation benefits and

other available leave, shall not exceed one full day's pay.

BOE Approved: July 7, 20QReviewed and Approved: December 15, 2008

EBAA-R Workers Compensation EBAA-R

All employees of the district shall be covered by workers compensation. Workers
compensation coverage is provided for all employeesdksgarof assignment, length of
assignment, and/or hmiworked per day. Befits are for personal injury from accident or
industrial diseases arising out of and in the course of employment in the district.

The workers compensation plan will provide coverage for medical expenses and wages
to the extent redred by statute to those employees who qualify; however, the amount of
workers compensation benefits and sick leave benefits shall not exceed a regular daily rate of
pay. An employee using sick leave, or other available leave, in combination with workers
compensation will be charged for one full or partial day of sick leave, as provided for in the sick
|l eave policy or the negotiated agreement, f o
leave is exhausted.

Any employee who is off work and drawing tkers compensation shall be required to
provide the clerk of the board with a writte
return to work. In addition, should the employee be released to return to work by a doctor and
fail to do so, all berfés under sick leave shall be ended and those benefits under workers

compasation shall be restricted as provided by current statute.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBAA-R Workers Compensation EBAA-R-2

Choice of Physi@an

The board shall have the right to choose a designated health care provider to provide

medical assistance to any employee who suffers an injury while performing their job.

BOE Approved: July 7, 20QReviewed and Approved: December 15, 2008

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBB Sdety EBB

The district shall make reasonable efforts to provide a safe environment for students and
employees.
Safety Rules

The superintendent astiaff shall develop necessary rules and regulations for student
safety in school and at school activities.
Safety Unit

Teachers who instruct in hazardous curriculum areas will teach a unit each year or
semester dedicated to safety rules inherent indhgcplar subject matter.

Appropriate safety signs, slogans or other safety items shall be posted on or in the near
vicinity of potentially dangerous devices or machinery.

No student will be permitted to participate in the class until satisfactory kdgevief
the safety rules are demonstrated to the teacher. Teachers will conduct periodic reviews of
safety rules during the school year.

Warning System

The board will seek to cooperate with local government officials, emergency
preparedness authorities asttier related state agencies to maintain adequate disaster warning
systems.

Safety Inspections

The superintendent, building principals and/or maintenance personnel will regularly
inspect each attendance center, playground and playground equipmert, blaberhers and
other appropriate areas to see that they are adequately maintained. Written records of these

inspections shall be maintained.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBB Safety EBB-2

If repairs are necessary, the individual conducting the investigation shall inbehedia
inform the building principal, superintendent or immediate supervisor in writing. Necessary
steps either to repair or to remove the defect will be taken as soon as possible.rEgiaatg
expenditure of money in excess of $20,000.00 will be refddd the board. Any defects not
immediately removed, repaired or otherwise eliminated shall be blocked off with fences or
other restraining devices.

Heating and Lighting

All furnaces, boilers and lighting fixtures will be inspected annually to enswty $af
students, district employees and patrons. These devices shall meet minimum state and federal
standards.

BOE Approved: July 7, 2003; BOE Reviewaad adpted the KASB Recommendation:

August 18, 2008BOE Reviewed and approved February 16, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBBA Hazardous Waste Inspection and Disposal EBBA

Inspection

Regular inspection of district facilities for hazardous waste shall be conducted by the
Director of Facilities/Maintenance. Written records of these ingpecshall be maintained.
Disposal

When hazardous waste material is produced in a class, or otherwise located in the
district, its disposal shall be in accordance with state adedderules and regulations, or
current law.

BOE Approved: July 7, 2003BOE Reviewed and Approved: February 16, 2009

EBBA-R Hazardous Waste Inspection and Disposal EBBA-R

Inspection and Disposal

The superintendent shall develop written rules and procedures for notifying district
adminstrators that hazardous waste has been discovered and/or produced and rules for
reporting the proper disposal of waste. These rules and regulations shall be distributed to all
staff members in classified and certified handbooks.

BOE Approved: July 7, 2@) BOE Reviewed and Approved: February 16, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBBD Evacuations and Emergencies EBBD

If an emergency interferes with the normal conduct of school affairs, students may be
dismissed from school only by the superintendent. A plan for emargesmissal of students
during the school day shall be developed by the superintendent and approved by the board. A
copy shall be filed with the clerk and procedures for dismissal shall be given to parents and
students at the beginning of each school year

BOE Approved: July 7, 200BOE Reviewed and Approved: February 16, 2009

EBBD-R Evacuations and Emergencies EBBD-R

School will not be dismissed early because of an emergency when the safety of students
and teachers is better served by renmgrat school.

During an emergency period when there is insufficient warning time, the district will
keep all students under school jurisdiction and superv. The staff shall remain on duty to
supervise students during this time. Parents may conodéolsand pick up their children.
Students shall besleased according to board policy for release of students during the school
day. (See JBH)

SchoolClosing Announcements

When the superintendent believes the safety of students is threatened by setieee w
or other circumstances, parents and students shaditfeed of school closings or cancellations

by announcements made over radio/TV station(s), in the Wichita area.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBBD-R Evacuations and Emergencies EBBD-R-2

Bomb Threats

If there is aomb threat or similar emergency, the principal shall see that students are
escorted to a safe place. The principal shall notify law enforcement agencies of the threat and
request a thorough inspection of the buildings and grounds. Other contingsnusdcain the
crisis plan shall be followed.

I f it is determined that no danger exi sts
remaining in the school day, school shall be resumed.

Planning for Emergencies

Each building principal shall develop appriate emergency procedures, which shall be
included in the districtds crisis, plans. (
developed shall be held in strict caignce by staff members having direct responsibility for

implementing thelan.

BOE Approved: July 7, 200BOE Reviewed and Approved: February 16, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBBE Emergency Drills EBBE

Building principals shall be responsible for scheduling and cdaimduemergency drills
as required by law and for ensuring studengsirgstructed in the procedures to follow during
the emergency drill and in actaal emergency.

BOE Approved: July 7, 200BOE Reviewed and Approved: March 23, 2009

EBBE-R Emergency Drills EBBE-R

Each building principal shall develop a wei plan for specific emergency drills
required by law. The plan shall include specific areamgnts for the evacuation of mobility
impaired and other individuals who may need assistance from staff members to safely exit the
building.

Each principal shhtonduct briefings with the staff concerning the emergency plan.

Each teacher shall explain the plan to students under their jurisdiction prior to a date
established by the principal. Within eneek thereafter, the building principal shall conduct a
suprise drill. Other drills shall be held at times determined by the building principal.
However, at least one of the three tornado drills required by law shall be held prior to the

tornado sason beginning each April.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBBE-R Emergency Drills EBBE-R-2

Building principals shall provide parents with a copy of the emergency plans at the
beginning of each school year. Each emergency drill plan shall be reviewed by the
superintendent and filed with the clerk.

BOE Approved: July 7, 200BOE Revieved and Approved: March 23, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBBF Crisis Planning (See EBBD) EBBF

The superintendent, in cooperation with each building principal, shall develop a plan to
deal with crises in an attendance center. Each plan shall be approved by theehwerd is
implemented.

BOE Approved: July 7, 200BOE Reviewed and Approved: March 23, 2009

EBBF-R Crisis Planning EBBF-R

A copy of the plan shall be on file in each building and with the clerk.

Building principals shall train staff tenplement the building plan. As necessary,
students and parents will be informed about details of the plan.

Crisis plans shall be subject to regular review by the administration. If a plan is
implemented, the board shall receive a report on how wefllétmeworked. If necessary, the
report shall include mmmmended changes.

BOE Approved: July 7, 200BOE Reviewed and Approved: March 23, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBC Security and Safety EBC

Security devices may be installed at district attendance centers. n@hsures may be
taken to prevent intrusions or disturbances from occurring in school buildings or trespassing on
school grounds. The district will cooperate with law enforcement in security matters and shall,
as required by law, report felonies and mmedanors committed at school, on school property
or at schoekponsored activities.

Reporting Crimes at School to Law Enforcement

Any district employee who knows or has reason to believe any of the following has
occurred at school, on school property toa achooisponsored activity shall immediately
report this information to local law enforcement: an act which constitutes the commission of a
felony or a misdemeanor; or an act which involves the possession, use or disposal of explosives,
firearms or otkr weapons as defined in current law.

It is recommended the building administrator also be notified.

Reporting Certain Students to Administrators and Staff

Administrative, professional or parapresenal employees of a school who have
information tha@ pupil has engaged in the following shall report the information and the
identity of the pupil to the superintendent. The superintendent shall investigate the matter and
if it is determined the student has been involved in the following, the superinteshdd
provideinformation, and the identity of the student to all employees who are involved or likely

to be directly involved in teaching or providing related services to pupil:

1 Any pupil who has been expelled for conduct, which endangers the safehecs.
i Any student who has been expelled for commission of felony type offenses;
1 Any student who has been expelled for possession of a weapon;

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBC Security and Safety EBC-2

1 Any student who has been adjudged to be a juvenile offender and wfersseoff
committed by an adult, would constitute a felomggept afelony theft offense
involving no direct threat to human life;

1 Any student who has been tried and convicted as an adult of any feloept éxeft
involving no direct threat to humdife.

Annual Reports

The principal of each building shall prepare all reports required by law and present them
to the board and the state board of education annuadiyor®® shall not include any personally
identifiable information about students. eBe reports and this policy may be made available
upon request to parents, patrons, students, and employees and othexpuesiotine
information.

Staff Immunity

No board of education, board member, superintendent of schools or school employee
shall beliable for damages in a civil action resulting from a person's good faith acts or omission
in complying with the requirements or provisions of the Kansas school safety and security act.

BOE Approved: July 7, 200BOE Reviewed and Approved: March 23, 200

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBCA Vandalism EBCA

Vandalism Protection

All school personnel shall report any vandalism to their immediate supervisor. School
personnel are expected to lock or otherwise secure any files, records, safes or similar
compartments at theade of each school day.

In the event of vandalism, the board may offer a reward according to law.

Restitution for Damages

The board shall seek restitution according to law for loss and dansigmed by the
district.

The principal shall notify the gerintendent of any loss of, orrdage to, district
property. The superintendent shall investigate the incident. The cost involved in repairing the
damage and/or replacing equipment will be determined after consultation with appropriate
personnel.

Whena juvenile is involved, the superintendent shall contact the parents and explain
their legal responsibility. The parents shall be notified in writing of the dollar amount of loss or
damage. Routine procedures will be followed for any necessary falbdw secure restitution
from the respornble party.

Restitution payments shall be made by juveniles or their parents to the business office,
and accounts shall be kept. Persons of legal age shall be held responsible for their own
payments. If necessaryrgvisions may be made for installment payments.

Accounts not paid in full within the specified time may be processed for legal action.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBCA Vandalism EBCA-2

Return of School Property

School property must be returned by students. If sestutbes not return district
property, the superintendent may take action allowed by law.

Offering a Reward

The board may offer a reward for information leading to the desgpwarrest and
conviction of persons committing acts of vandalism. The effiticonform to state law and
the policy adopted by the board.

When the board decides to offer a reward, the notice to be published by the
superintendent shall conform to the following:

The board of education, as authorized by K.S.A1822a, hereby offs up to a $500.00
reward to any person who first provides information leading to the discovery, arrest and
conviction of the person or E®ns responsible for acts of vandalism on property, real or
personal, owned by the school district or rightfully kechon school district premises by its

employees or stents.

Persons having any knowledge are urged to contact the superintendent of schools at 1745 W.

Grand, Haysville, KS 67060, telephone &#%342200. The board reserves the right to
determine the deséng recipients of the reward in the event of corroborating and
supplementary inforation.

BOE Approved: July 7, 200BOE Reviewed and Approved: April 20, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBE Cleaning and Maintenance Programs EBE

The superintendent shall develop building gmounds cleaning and maintenance
programs for board approval. After approval the plans shall be shared with the appropriate
administrators and cdaified staff.

Sanitation

The superintendent shall develop cleaning schedules to see that all atteretercse
and grounds are free from litter and refuse.

BOE Approved: July 7, 200BOE Reviewed and Approved: April 20, 2009

EBE-R Cleaning and Maintenance Programs EBE-R

Cleaning, sanitation and routine maintenance plans shall beogedeby the
superintendent and may be published in the appropriatibak(s) or job descriptions and/or
employment contractdta@r board approval.

BOE Approved: July 7, 200BOE Reviewed and Approved: April 20, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBI Long-Range Maintenance Program EBI

The superintendent shall develop annually priority lists outlining-frenge
maintenance of school property, buildings and grounds.

BOE Approved: July 7, 200BOE Reviewed and Approved: April 20, 2009

EBI-R Long-Range Maintenance Program EBI-R

The superintendent shall present a report to the board annually concerning the district's
maintenance priorities. A cost analysis report shall be attached to the report.

BOE Approved: July 7, 200BOE Reviewed and Approved: April 20, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EBJ Records EBJ

All records pertaining to distriavide maintenance costs shall be filed in the central
office. When practical, a cost analysis of existing and proposed maintenance programs shall be

developed by the superintendent.

BOE Approved: July 72003 BOE Reviewed and Approved: April 20, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EC Equipment and Supplies Management EC

The superintendent shall keep-tgpdate inventory records on all equipment and
supplies.

Receiving

All packing lists will be checked against all invoices &acuracy by theuperintendent
or person responsible for receiving supplies.
BOE Approved: July 7, 200BOE Reviewed and Approved: May 13009

EC-R Equipment and Supplies Management EC-R

A quantity control system is needed in order to prevemtabes or mismanagement of
districtowned equipment or supplies. The system shall be kefatdate and be accurate
enough to provide information for budget pregiian each year.

Receiving

Upon verification by the purchasing agent that receivabegarder, the merchandise
shall be sent to the appropriate location as soonssshpem Each building principal shall be
responsible for the allocation or sdge of all supplies and equipment. If the items cannot be
delivered to the proper destirat, they will be stored in an appropriate storage area.

Back orders shall be filed with the invoice and attached to trethase order. Periodic
checks shall be made to determine whether back orders have been filled and delivered.

BOE Approved: July 72003 BOE Reviewed and Approved: May 13009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



ECH Printing and Duplicating Services ECH

The copyright laws of the United States make it illegal for anyone to duplicate
copyrighted materials without permission. Severe penalties areled forunauthorized
copying of all materials covered by the act unless the copying falls within the bounds of the
"fair use" doctrine.

Any duplication of copyrighted materials by district employees must be done with
permission of the copyright holder or withimetbounds of "fair use."  The legal or
insurance protection of the district shadit be extended to school employees who violate any

provisions of the copyright laws.

BOE Approved: July 7, 200BOE Reviewed and Approved: May 13009
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ED  Student Trangportation Management (SeeEDDA and JGG) ED

Use of buses by the district shall conform to current state law. At times it may be
expedient to pay mileage to parents who transport their child to a specified point to meet the
bus, or to provide privateansportation in lieu of providing bus service. Mileage payments to
parents may be made only with board approval.

Except as may be permitted elsewhere in policy, district buses shall not be available for
use by outside groups.

BOE Approved: July 7, 2@) BOE Reviewed and Approved: May 18009 BOE Approved

KASB Recommendation: August 16, 2010
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EDAA School VehiclegDistri ct-Owned Buses) (See ED, JBCAnal JGG) EDAA

School buses and other school vehicles will not be loaned, leased or subcontracted to
any person, groups of persons or organizations except as allowed by law subject to board
approval.

Liability

All school vehicles will be adequately insured.

Safety

Every school vehicle driver shall have authority and responsibility for the passengers
riding in school vehicles.

Students or other persons riding school buses who violate district bus passenger rules
will be reported to the proper administrative official. Violations of these rules may result in
disciplinary action by school officials

Speed Limits

The board may set speed limits for district buses, which may be lower than state
allowed maximum speed limits.

Safety Inspection

The superintendent shall be responsible for bus and other treatgpoinspections.
Defects found in school Wecles shall be repaired as soon as possible. The director of
transportation shall be responsible for keeping school vehicles in good operating condition.

Scheduling and Routing

Scheduling and routing shall be the responsibility of the superintendent.
Bus and transportation schedules and routing maps will be updated annually prior to the

opening of school.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EDAA School Vehicles EDAA-2

Records

Every bus or other driver of school vehicles will keep accurate records pertaining to
each assigned vehicle. The types of records shall be developed by the superintendent.

Any record developed by the district for the purpose of monitoring vehicle use will
include but will not be limited to the following information: miles driven each ggs and oll
usage, purpose of the trip, destination, time of departure and time of returnre€oicts will
be signed by eadatiriver at the conclusion of each trip and submitted to the person responsible
for collection of these records. An annual suamynreport will be used in the compilation of
the district's budget. A copy of the annual report may be given to the board on or before the
regular board meeting in June or upon request.

Licensing of Drivers

It shall be the responsibility of all schoalddrivers to register with the superintendent
annually the validity of license certification by the Kansas Department of Revenue. If a school
bus driver's license is suspended or revoked at any time, the suspension or revocation shall be
reported to theuperintendent and the employee shall immediately cease driving a school bus.
School bus drivers shall receive a copy of this policy annually on registering their driving
certification with the superintendent.

Housing of School Vehicles

All school vehices shall be housed in areas designated by the superintendent. Buses
may be housed in the district's central storage area or assigned to a designated driver who may
then house the bus as directed.

If district cars or vans are assigned to designated em@ioythe employee shall be
responsible for the proper care, maintenance and housing of the vehicle either at a district
owned site or at the employee's residence.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



EDAA School Vehicles EDAA-3

BOE Approved: July 7, 200BOE Reviewed and Approvedvay 18 2009 BOE Approved

KASB Recommendation: August 16, 2010
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EDDA Special Use of School BuséSee ED) EDDA

The board may allow for special uses of district buses using guidelines established in
this policy. Transportation fees may be chargedfffget totally or in part the cost of approved
special trips. Revenues received by the board under the provisions of this policy shall not be
considered a reduction of operating expenses of the school district. Groups allowed use of buses
underthis policyare responsible for the care and cleaning of the buses, and for the supervision
of passengers. The types of groups allowed, and the restrictions placed on the activities these
groups may sponsor while using district transportation, shall be approvee byatd and filed
with the clerk. Groups allowed use of district buses may not travel outside Kansas.

Special uses will not be approved without insurance coverage.

The board may allow the following special uses for district ovineses:

A Par e n ther adults diew traveling to or from schoelated functions or activities;

A Students traveling to or from functions or
membership of which is principally composed of children of school age;

A Per s o nisfielétripg melgteddo an adult education program maintained by the district;

A Governing bodies of townships, city or cou
organizations;

A Nonpublic school students wlsshoolfunctonserl i ng t
activities;
A Community college students enrolled in the

at the community college or to and from functions or activities of the community college.
COKASB. This material may be reproddd®r use in the district. It may not be reproduced,
either in whole or in part, in any form whatsoever, to be given, sdldesmitted to any person
or entity including but not limited to another school district, organization, company or
corporation wihout written permission from KASB.

A A -ykaw apliege or university, area vocational school, or area vocatewtalical school
for transportation of students to or from attendance at class at thgetmucollege or
university, area vocational scHaw area vocationakechnical school, or for transportation of
studentsalumni and other members of the public to or from functions or activities of these
organizations and other uses as approved by the superintendent;
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EDDA Special Use of School Buses EDDA-2

A Public recreation commi ssi on stheogertiortofthev e | i
commission;

A Another school di st r i c tcostafrandementithethai dsstrica ¢ 0 0 p

BOE Approved KASB Rcommendation: August 16, 2010
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EE Food Services Management EE

A supervisor may be hired by the board to oversee the district's food service program.

Sanitation Inspections

The building principal shall inspect each lunchroom to ensure that apéation
procedures are beinglfowed.

Records

The supervisor shall be responsible for keeping food service records required by state
and federal laws and regulations.

BOE Approved: July 7, 200BOE Reviewed and Approved: June 15, 2009

EE-R Food Srvice Management EE-R

The supervisor shall be under the direct supervision of the assistant superintendent of
Business and Finance and shall have control over all aspects of the district's food service
programs subject to board policy, rules aradesaind fderal regulations.

Any changes in meal prices shall be determined by the board.

BOE Approved: July 7, 200BOE Reviewed and Approved: June 15, 2009
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EF Data Management EF

Data Dissemination

Data collected by the district may be @issnated with board approval iccrdance
with current law.

To Education Agencies

Data collected in the district may be provided to authorized state or federal government
education agencies upon proper request, subject to the approval of the boavisams of
law.

BOE Approved: July 7, 200BOE Reviewed and Approved: June 15, 2009
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TABLE OF CONTENTS

FA
FB

FC
FD &R
FDB

(F--FACILITY EXPANSION PROGRAM)

SN _Includes new construction as well as related activities such as acquiring sites, plant
remodeling or moderning and leasing or renting property to meet expansion needs

Goals and Objectives
Building Committees
SN _Applicable where such committees function by.law
Public Information Program (See KB)
Capital Outlay Long Range Planning
Long-Range Needs Determination

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



FA Goals and Obijectives FA

Facility planning programs shall provide for new developments in instruction,

population shifts, and changes in the condition of existing facilities.

BOE Approved: July 7, 200BOE Reviewed and Approved: June 15, 2009
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FB Building Committees FB

Building committees may be appointed by the board to assess genesifoic &wility

needs and to advise the board.

BOE Approved: July 7, 200BOE Reviewed and Approvedide 15, 2009
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FC Public Information Program FC

The public will be kept informed of facility planning programs, adew to Policy KB

and its rules and regulations.

BOE Approved: July 7, 200BOE Reviewed and Approved: July 20, 2009
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FD Capital Outlay Long Range Planning FD

The board directs the administration to develop{aargge plans and reliable methods to
project capital outlay needs. The leramge planning process may include recommendations
from patrons, consultants, architecte board attorney, the district staff and representatives
from local, state and federal governmental agencies.

BOE Approved: July 7, 200BOE Reviewed and Approved: July 20, 2009

FD-R Capital Outlay Long Range Planning FD-R

The superintendent shaéiport recommendations concerning the district's capital outlay
needs to the board on or before the regular board meeting each March.

BOE Approved: July 7, 200BOE Reviewed and Approved: July 20, 2009
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FDB Long Range Needs Determination FDB

Theboard and administration may periodically conduct distvicte assessments to

evaluate facility use, to project future building needs, or to recommend that facilities be closed.

A task force may be appointed to assist with the study.

BOE Approved: July, 2003 BOE Reviewed and Approved: July 20, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



TABLE OF CONTENTS (TC)

GA

GAA
GAAA
GAAB
GAAC
GAACA
GAAD &R
GACA
GACB
GACC
GACCA
GACD &R
GACE
GAD
GAE
GAF
GAG
GAH
GAHB
GAl

GAJ

GAK

GAM

GAN

GAO
GAOA &R
GAOB &R
GAOC
GAOD
GAOE
GAR
GARA
GARI

GARID
GBH
GBK
GBN
GBO &R

GBQA
GBR

Go PERSONNEL

General Sectioin Personnel Policy Organization
SN _Paolicies applicable to all school employees

Goals and ObjectivesKSA 72-8205

Nondiscrimination and Equal Opportunity

Federal Program Administration

Sexual Harassment

Racial Harassment

Child Abuse (See JCAC)

Positions

Qualifications and Duties

Recruitment and Hiring

Nepotism

Employment Eligibility Verification

Assignment and Transfer

Development Opportunities

Grievances KSA 72-5424

Staff-Student Relations

Conflict of Interest

Participation in Community Activities

Political Activities

Solicitations
Solicitations by Staff Members
Solicitations of Staff Members

Gifts
Gifts by Staff Members
Gifts to Staff Members (See KH, JL)
Personnel Records (See dfseq) - KSA 72-7801etseq
Types (See JBRtseq)
Public Use (See JBtseq)
Disposition (See JRBtseq)
Personal Appearance
Travel ExpensesKSA 75-3201etseq 72-3202 to 723204
Staff Protection
Drug Free Workplace
Drug Free Schools
Tobacco Products in Schools Prohibited
Drug and Alcohol Testing of bus drivers
Workers Compensation and Disability Benefits
Communicable Diseases
Bloodborne Pathogen Exposure Control Plan
Family Medical Leave

Milit ary Leave
Supervision
Suspension
Separation KSA 72-5435etseq
Resignation
Liquidated Damages
Release From Contract
Reduction in Teaching Staff
Working Conditions KSA 72-1106
Work Load
Time Schedule

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GBRC In-Service Education (See GBRH and GAN)

GBRD Staff Meetings

GBRE (See GBRD) Additional Duty- KSA 72-5412a
GBRG Non-School Employment
GBRGA (See GBRG) Consulting

GBRGB Tutoring for Pay

GBRIBA Disability

GBRJ &R Arrangement for Subistites
GBRK Political Activities (See GAHB)
GBU Ethics (See GAG)

SN _An information category since ethics are
usually determined by a profession and not
not imposed upon.it

GCA Compensation Guides and Contracts
GClI Classified Employee Evadtion

GCK Suspension

GCRD Overtime Pay

GCRF Non-School Employment

GCRG Leaves and Absences

Emergency and Legal
lliness (Sick Leave)
Disability (See GBRIBA)

Military
Religious
GCRGA Sick Leave Bank for Classified and Adminative Personnel
GCRH Vacation Days KSA 72-1106
GCRI Paid Holidays KSA 72-1106; 35107
GCRJ Early Retirement
GCRK Political Activities (See GAHB)

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GA  Personnel Policy Organization GA

These policies are arranged in the following manner:
GA policies apply to all employees.
GB policies apply to teachers and other certified staff covered byetjotiated agreement.

GC policies apply to classified/narertified staff.

BOE Approved: July 7, 200BOE Reviewed and Approved: August 17, 2009
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GAA Goals and Objectives GAA

All employees shall follow all applicable board policies, rules andlaggns.
All personnel handbooks shall be approved by the board and adopteterence, as a

part of these policies and rules. (See BDC)

BOE Approved: July 7, 200BOE Reviewed and Approved: August 17, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAAA Equal Employment Opportunity and Nondiscrimination GAAA

The board shall hire all employees on the
The district is an equal oppunity employer and shall not disciimate in its
employment practices and policies with respect to hiring, cosgen, terms, conditions, or
privileges of employment because of an indiyv
national oigin.
Inquiries regarding compliance may be directed to the superintendent of schools,
1745 W. Grand Ave., Haysville, KS 67060, 33%4-2200 or to:
Equal Employment Opportunity Commission
400 State Ave., 9th Floor
Kansas City, KS 66101 (913) 55855
or
Kansas Human Rights Commission
900 SW Jackson, 8th Floor
Topeka, KS 66603 (785) 28806
or
United States Department of Education
Office for Civil Rights

10220 North Executive Hills Boulevard, 8th Floor
Kansas City, Missouri 64158367 (816) 8804247

BOE Approved: July 7, 200BOE Reviewed and Approved: August 17, 2009
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GAAB Complaints of Discrimination GAAB

The district is committed to maintaining a working and learningrenment free from
discrimination, insultintimidation or harassment due to race, color, religion, sex, age, national
origin or disability. Any incident of discrimination in any form shall promptly be reported to
an empl osdiate sugervisomtne building principal or the district comgkan
coordinator for investigation and corrective action by the building or district compliance officer.

Any employee who engages in discriminatory conduct shall be subject to disciplinary action, up
to and including termigtion.

Discrimination against anypdividual on the basis of race, cologtional origin, sex,
disability, age, or religion in the admission or access to, or treatment or employment in the
di strictods pr ogr aied. Thersuperiatententwfisthooks,s1745 W. Gpando h i
Ave., Haysville, KS 67060, 316542200 has been designated to coordinate compliance with
nondiscrimination requirements contained in Title VI and Title VIl of the Civil Rights Act of
1964, Title IX of the Education Amendments of 1972, Section 504 of thabR&dtion Act of
1973, and The Americans with Disabilities Act of 1990.

Compl aints of discriminati onupensororitodhebe ad
building principal or the compliance coordinator. ngxaints against the superintendent should
be addressed to the board of edion.

Compl aints of discriminati oscrinvnation be resao
complaint procedures. (See KN)

BOE Approved: July 7, 200BOE Reviewed and Approved: August 17, 2009
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GAAC Sexual Harassment GAAC

The board of education is committed to providing a positive aodlptive working and
learning environment, free from discrimination on thsi$ of sex, including sexual
harassment. Sexual harassment will not bedted in the school distt. Sexual harassment
of employees or students of the district by board members, administrators, certificated and
support personnel, students, vendors, and any others having business or other contact with the
school district is strictly prohibited.

Sexual harassment is unlawful discrimination on the basis of saeruritle X of the
Education Amendments of 1972, Title VII of the Civil Rights Act of 1964, and the Kansas Acts
Against Discrimination. All forms of sexual harassment are prohibited aplsdmschool
property, and at all schosponsored activities, programs or events. Sexual harassment against
individuals associated with the school is prohibited, whether or not the harassmeatan
school grounds.

It shall be a violation of this fiay for any student, employee or third party (visitor,
vendor, etc.) to sexually harass any student, employee, or other individual associated with the
school. It shall further be a violation for any employee to discourage a student or another
employee fom filing a canplaint, or to fail to investigate or refer for investigation, any
complaint lodged under the provisions of this policy. Violation of this policy by any employee
shall result in disciplinary action, up to and including termination.

Sexual larassment shall include, but not be limited to, unwelcomeat@dvances,
requests for sexual favors, and other verbal or physicaluod of a sexual nature when: (1)
submission to such conduct is made either explicitly or implicitly a term or conditiam

individual 6s employment; (2) submission to

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAAC Sexual Harassment GAAC-2

used as thedsis for employment decisions affecting such individual; or (3) such conduct has
the purposeorefféec of wunreasonably i1inter ff@mancegr wi t h a
creating an intimidating, hostile or offensive working environment.

Sexual harassment may result from verbal or physical conduct temoit graphic
material. Sexual harassment niaglude, but is not limited to: verbal harassment or abuse;
pressure for sexual activity; repeated remarks to a person, with sexual or demeaning
implication; unwelcome touching; or sgesting or demanding sexual involvement
accompanied by impliedoreixp ci t t hreats concerning an emp

The district encourages all victims of sexual harassment and persons with knowledge of
such harassment to report the harassment immediately. Complaints of sexual harassment will
be promptly investigatednd resolved.

Employees who believe they have been subjected to sexual harassment should discuss
the problem with their i mmediate supervisor.
alleged harasser, the employee should discuss the problem withiltheg principal or the
district compliance coordinator. Employees who do not believe the matter is appropriately
resolved through this meeting may file a for
complaint procedure. (See KN)

Complaints reeived will be investigated to determine whether, under the totality of the
circumstances, the alleged behavior constitutes sextegdment under the definition outlined
above. Unacceptable conduct may or may not constitute sexual harassment, depetiding o
nature of the conduct and its severity, persuasiveness and persistence. Behaviors which are

unaceptable but do not constitute harassment may also result in employperaisc

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAAC Sexual Harassment GAAC-3

Any employee who witness an act of sexual harassment or receives a complaint of
harassment from another employee or a student shall report the complaint to the building
principal. Employees who fail to report complaints or incidents of sexual harassment to
appropriate schooffficials may face disciplinary action. School administrators who fail to
investigate and take ampmriate corrective action in response to complaints of sexual
harassment may also face disciplinary action.

Initiation of a complaint of sexual harassmengood faith will not adversely affect the
job security or status of an employee, nor will it affect his or her compensation. Any act of
retaliation against any person who has filed a complaint or testified, assisted, or participated in
an investigation foa sexual harassment complaint is prohibited. Any person who retaliates is
sulject to immediate disciplinary action, up to and including terminatiompl@/ment.

To the extent possible, confidentiality will be maintained throughout the investigdtion
a complaint. The desire for confidentiality mustblabac ed wi t h the distric
conduct a thorough investigation, to take appropriate corrective action avidgydue process
to the accused.

False or malicious complaints of sexuatdssment may result in gective or
disciplinary action against the complainant.

A summary of this policy and related materials shall be posted in each district facility.
The policy shall also be published in student, parent anpdogee handbooks asrdcted by the
district compliance coordinator. Notiéiton of the policy shall be included in the school
newsletter or published in the local newspaper annually.

BOE Approved: July 7, 200BOE Reviewed and Approved: August 17, 2009
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GAACA Racial Harassment: Employees GAACA

The board of education is committed to providing a positive and productive working and
learning environment, free from discrimination, ircthg harassment, on the basis of race,
color or national origin. Racial hasasent wil not be tolerated in the school district. Racial
harassment of empjees or students of the district by board members, administrators, certified
and support personnel, students, vendors, and any others having business or other contact with
the school ditrict is strictly prohibited.

Racial harassment is unlawful discrimination on the basis of race, color or national
origin under Titles VI and VIl Civil Rights Act of 1964, and the Kansas Acts Against
Discrimination. All forms of racial harassment arelpbited at school, on school property, and
at all schoolsponsored actities, programs or events. Racial harassment against individuals
associated with the school is prohibited, whether or not the harassment occurs on school
grounds.

It shall be a viadtion of this policy for any student, employee or third party (visitor,
vendor, etc.) to racially harass any student, employee, or other individual associated with the
school. It shall further be a violation for any employee to discourage a studenth@rano
employee from filing a amplaint, or to fail to investigate or refer for investigation, any
complaint lodged under the provisions of this policy. Violations of this policy by any employee
shall result in disciplinary action, up to and including teration.

Racial Harassment is racially motivated conduct which:

1. Affords an employee different treatment, soletythe basis of race, color ational
origin, in a manner which interferes wibr limits the ability of themployee to

participate in or begfit from the sevices, activities or prograntf the school;
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GAACA Racial Harassment: Employees GAACA-2

2. Is sufficiently severe, pervasive or persistent so as to have the purpéfeeimfe
creating a hostile working environment;

3. Is sufficiently severe, pervasive or persistent stodsave the purpose or effeaft
interfering with an indi vi dopportugites. wor kK pe |

Racial harassment may result from verbal or physical conduct or written or graphic
material.

The distrct encourages all victims of racial harassment and persons with knowledge of
such harassment to report the harassment immediately. Complaints of racial harassment will be
promptly investigated and resolved.

Employees who believe they have been subjettieacial harasnent should discuss
the problem with their immediate supervisor. Ifampel oyee s | mmedi ate sup
alleged harasser, the employee shouwdudis the problem with the building principal or the
district compliance coordator. Employees who do not believe the matter is appropriately
resolved through this meeting may finatoe a f or
complaint procedure. (See KN)

Complaints received will be investigated to determine whetindenthetotality of the
circumstances, the alleged behavior constitutes racial harassment under the definition outlined
above. Unacceptable conduct may or may not constitute racial harassment, depending on the
nature of the conduct and its severity, pervasiveaegdgersistence. Behaviors which are

unacceptable but do not constitute harassment may also result in employ@meisc
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GAACA Racial Harassment: Employees GAACA-3

Any employee who witnesses an act of racial harassment or reaeteesplainof harassment
or receives a complaint of harassment from another employee or a student shall report the
complaint to the building principal. niployees who fail to report complaints or incidents of
racial harassment to appropriate school officials mag tesciplinary action. School
administaetors who falil to investigate and take appropriate corrective action in response to
complaints of racial harassment may also face disciplinary action.

Initiation of a complaint of racial harassment in good faith mok adversely affect the
job security or status of an employee, nor will it affect his or her compensation. Any act of
retaliation against any person who has filed a complaint or testified, assisted, or participated in
an investigation of a racial hasmsent complaint is prohibited. Any person who retaliates is
subject to immediate disciplinary action, up to termination of employment.

To the extent possible, confidentiality will be maintained thhoug the investigation of
a complaint. The desire fopnfidentiality mustbebanced wi th the distric
conduct a thorough investigation, to take appropriate corrective action or to provide due process
to the accused.

False or malicious complaints of racial harassment may resultriectioe or
disciplinary action against the complainant.

A summary of this policy and related materials shall be posted in each district facility.
The policy shall also be published in student, parent and employee handbooks as directed by the
district compliae coordinator. Notification of the policy shall be included in the school
newsletter or pholished in the local newspaper annually.

BOE Approved: July 7, 200BOE Reviewed and Approved: September 21, 2009
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GAAD Child Abuse (See JCAC and JGEC) GAAD

Any district employee who has reason to know or suspect a child has been injured as a
result of physical, mental or emotional abuse or neglect or sexual abuse, shall promptly report
the matter to the local Social Rehalatibn Services (SRS) officer to the local law
enforcement agency if the SRS office is not open.

The employee making the report wild/l not
to detemine the cause of the suspected abuse or neglect.

SRS Access to Students on School Psesi

The building principal shall allow a student to be interviewed by SRS or law
enforcement representatives on school premises and shall apt@griate to protect the
studentdos interests during the iIinterview.

Cooperation Between School and Agencie

Principals shall work with SRS and law enforcement agencies/&gap a plan of
cooperation for investigating reports of suspected child abuse or neglect. To the extent that
safety is not compromised, law enforcemenitoeifs investigating complaints suspected
child abuse or neglect on school peay shall not be in uniform.

Reporting Procedure

The employee shall promptly report to the local SRS office or law enforcement if SRS is
closed. It is recommended the building administrator also biedlogifter the report is made.
If the building principal has been notified, the principal shathediately notify the

superintendent that the initial report to SRS has been made.
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GAAD Child Abuse GAAD -2

If appropriate, the principal may efer with the school's social worker, guidance
counselor or psychologist. At no time shall the principal or any other staff member prevent or
interfere with the making of a report ofspected child abuse.

If available, the following information shall lggven by the person making the initial
report: name, address and age of the student; namel@dmredsof the parents or guardians;
nature and extent of injuries or description of neglect or abuse; and any other information that
might help establishtheacu s e of the chil dds condition.

Any personal interview or physical inspection of the child by any school employee shall
be conducted in an appropriate manner with an adult witnessryr

State law provides that anyone making a report in accordancstatighlaw and without
malice shall be immune from any civil liability that might otherwiserfoeiired or imposed.

BOE Approved: July 7, 200Reviewed and Adopted: September 4, 2BPE Reviewed

and Approved: September 21, 208®E Reviewed and Appved: August 15, 2011
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GAAE Bullying by Staff (See EBC, GAAB, JDD, and JDDC) GAAE

The board of education prohibits bullying in any form, including electronic means, on or
while using school property, in a school vehicle or at a sesjpmhsored actity or event. The
administration shall propose, and the board shall review and approve a plan to address bullying
on school property, in a school vehicle or at a secBpohsored activity or event.

The plan shall include provisions for the training addaation of staff members. Staff
members who bully others in violation of this policy may be subject to disciplinary action, up to
and including suspension pending a hearing and/or termination. If appropriate, staff members
who violate the bullying prohikibn shall be reported to local law enforcement.

BOE Adopted KASB Recommendation: August 18, 2BBE Reviewed and Approved:

September 21, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GACA Positions GACA
Employment positions shall be authorized by the board. The stgretent shll
prepare for board approval a comprehensive list of all positions, together with the

qualifications, duties and responsibilities. (See GACB)

BOE Approved: July 7, 200BOE Reviewed and Approved: September 21, 2009
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GACB Job Descriptions GACB

The superintendent shall develop a job description for each category of employee. Job
descriptions shall be filed with the clerk and may be published idloaks.

BOE Approved: July 7, 200BOE Reviewed and Approved: September 21, 2009
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GACC Recruitment and Hiring GACC

Recruitment
The board delegates recruiting authority to the superintendentrryfmgeout this
responsibility, the superintendent may involve administratailsoéimer enployees.
Hiring
The board shall approve the hiring of
employment is official until the contract or other document is signed by the candidate and
approved by the board.

Hiring sequence

1 Conditional offer of emimyment to the candidate;
1 Acceptance by the candidate;

1 Contract or other appropriate document sent to the candidate and eahde 6 s ac c e p
signified by a signed document returned to the sofeerient; and

1 Approval of the contract or other documenystive board.

BOE Approved: July 7, 200BOE Reviewed and Approved: October 19, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GACCA Nepotism GACCA
At no time will an employee be placed under the direct supervision of an employee who

is related to them.

BOE Approved: July 72003 BOE Revised and Approved: August 20, 2007

BOE Reviewed and Approved: October 19, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GACD Employment Eligibility Verification _(Form 1-9) GACD

All district employees, at the time of employment, shall provide verification of identity
and empbyment status to the superintendent.

The superintendent shalll mai ntain a file
November 6, 1986, proving that each employee has verified their identity, employment status,
U.S. citizenship, or legal alien stiat
For additional information see:

http://www.uscis.gov/files/nativedocumentsii4. pdf

BOE Approved: July 7, 2003; BOE reviewed and adopted KASB recommendation: August 18,

2008 BOE Reviewed and Approved: October 19, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GACE Assignment and Transfer GACE

The board reserves the right to assign, reassign or transfer allyeegloNhere

appropriate, refer to the negotiated agreement.

BOE Approved: July 7, 200BOE Reviewed and Approved: October 19, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAD Employee Development Oppdunities GAD

All plans for selfimprovement involving expenditure of district funds, or which require
ti me away from the empl oye epgpoveditavarralygthe r es po

superintendent.

BOE Approved: July 7, 200BOE Revieved and Approved: October 19, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAE Complaints GAE

Any employee may file a complaint with their supervisor concerning a school rule,
regulation, policy or decision that affects the employee. Theleont shall be in writing, filed
within ten (10) days following the eventroplained of and shall specify the basis of the
complaint. The supervisor shall meet with the employee and provide a written response within
ten (10) days. If the employee disagrees with the decision, employee maytappeal
superintendent . The superint endedmytiies deci si
negotiated agreement shall follow procedures outlined in that document.

BOE Approved: July 7, 200BOE Reviewed and Approved: October 19, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAF Staff-Student Relations GAF
(See GAAC, GAACA, JGEC, JGECA and KN)

Staff members shall maintain professional relationships with studemts) are
conducive to an effective educational environment. Staff members shall not submit students to
sexual harassent or racial harassment. Staff members shall not have any interaction of a

sexual nature with any student at any time regardless of the student's age or status or consent.

BOE Reviewed and Approved: November 16, 2009; BOE Approved KASB Recommendation:

August 16, 2010

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAG Conflict of Interest GAG

District employees are prohibited from engaging in any activity, which may conflict
with or detract from the effective performance of their duties. No employee will attempt,
during the school dagr on school property, to sell or endeavor to influence any student or
school employee to buy any productj@e, instrument, service or other items, which may
directly or indirectly benefit the school employee. No school employee will enter into a
cortract for remuneration with the district other than a contract for employment unless the
contract is awarded on the basis of competitive bidding.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 16, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAH Participation in Community Activities GAH

Prior permission must be obtained from the superintendent for patibcin any non

school community activity, which takes place during duty hours.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 2609

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAHB Political Activities (See GBRK and GCRK) GAHB

Staff members el ected or appointed to a
ability to complete contractual obligations may be required to take unpaid leave for a period of
time detemined by the board or may berenated.

Staff members holding a public office, which in the judgment of the board is less than
full-time, shall request unpaid leave from the superintendent at least one week in advance.

An employee who must be absemtrr school to carry out the duties of a public office
must take a leave of absence without pay for the duration of the public office.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 16, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAIl Solicitations (See KDC) GAl
All solicitations of and by staff members during duty hours are lptediwithout prior

approval of the apppriate supervisor.

BOE Approved: July 7, 200BOE Reviewed and Approved: November 16, 2009

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAJ Gifts (See JL, KH) GAJ

The giving of gfts between students and staff members is discouraged.
Unless approved by the principal, staff members shall not give gifts towgnsor class of
students when the gifts arise out of a school situation, class or sgwwored@ivity.

Gifts to Saff Members

Staff members are prohibited from receiving gifts from vendorssmeale or other such
representatives. Premiums resulting from sales projectsa@al by the school shall become

the property of the school

BOE Approved: July 7, 2003

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAK Personnel Records(SeeGACD, GBI, CEI, CGI and GCI) GAK

Personnel files required by the district shall be confidential and in the custody of the
records custodian and/or the superintendent. Employees have the right to inspect their files
upon propenotice under the supervision of an administrator.

A request by a third party for release of any personnel record efpaille the written
consent of the employee, and shall be submitted to thedscustodian who shall respond to
the request as the laallows.

All records and files maintained by the district should be screenestpally by the
custodian of records.

All personnel files and evaluation documents, including those stored by electronic
means, shall be adequately secured.

BOE Approved: dly 7, 2003

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAM Personal Appearance GAM

Appropriate dress and personal appearance is essential for all dmployees.

BOE Approved: July 7, 2003

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAN Travel Expenses GAN

The board shall provide reimbursement for expenses incurteavel related to the
duties of the districtds employees when appr
travel will be based on, but not limited to, the availability of transportation, distance and
number of persons travelinggether. A fist class airfare will be reimbursed only when coach
space is not available.

Requests for reimbursement shall have the following attached: receipts for
transportation, parking, hotels or motels, meals and other expenses for which receipts are
ordinarilyavailable. These claims must be submitted on a district approved travel expense
claim for reimbursement.

Claims for reimbursement may be made up to, but should not exceed, the
following amounts:Thedaily in-state allowance is3p.00 ($7.00for breakfat, $8.50 for lunch
and $.4.50 for dinnej. Thedaily outof-stateallowance for meals during cof-state
conferences shall be $40.(8.00 for breakfast, $12.00 for lunch, and $20.00 for dinner). In
addition, tips up to 15 percent of the meal cosidlavable for satisfactory service. The
district will not reimburse any claims for alcoholic beverages.

Transportation will be by district vehicle when available. Individuals who decline available
district transportation will provide their own transpaida. If district transportation is not
available, the employee will be reimbursed at the mileage rate established by the State of
Kansas. RequiredAdistrict travel between buildings or in the district in conjunction with
official assignments will beeimbursed at the mileage rate established by the State of Kansas.
Reimbursement requests must be submitted by JuhfoBehe year in which travel occurred

on a district approved mileage requisition form.

BOE Approved: July 7, 2003; Revised and Approvey 16, 2005

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAN-R Travel expenses GAN-R

Due to the tax implications of IRS regulations and the record keeping burden required,
the district will not reimburse employees for meals at workshops or meetings that do not require
an overnight staynless the meals are included in the registration fees. In addition, meals for
meetings not requiring an overnight stay may not be charged on a district purchasing card.
There may be exceptions for legitimate, documented meetings where businessagecdondu
during the meal. These meetings should have the prior approval of district administration if you
wish to submit meals for reimbursement or wish to charge them on a district purchasing card.
This policy does not affect meetings/activities where stakquired to supervise students
during a meal, in which case the meal is reimbursable.

BOE Approved: May 16, 2005

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAO Maintaining Proper Control GAO

Each employee is responsible for maintaining proper control in the school. An
employee mayise reasonable force necessary to ward offtanlka to protect a student or

another person, or to quell a disturbance, which threatens physical injury to others.

BOE Approved: July 7, 200BOE Reviewed and Approved: February 22, 2010

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAOA Drug Free Workplace GAOA

Maintaining a drug free work place is important in establishingoproariate learning
environment for the students of the district. The unlawful manufacture, distribution, sale,
dispensing, possession or use of a controlled sutesia prohibited in the district.

BOE Approved: July 7, 200BOE Reviewed and Approved: February 22, 2010

GAOA-R Drug Free Workplace GAOA-R

Alternative |

As a condition of employment in the district, employees shall abide by the terms of this
policy.

Employees shall not unlawfully manufacture, distribute, dispense, possess or use
controlled sbistances in the workplace.

Any employee who is convicted under a criminal drug statute for a violation occurring
at the workplace must notify the supgendent of the qwviction within five days after the
conviction.

Within 30 days after the notice of conviction is received, the school district will take
appropriate action with the employee. Such action mayde, suspension, placement on
probationay status, or other disciplinargton including termination. Alternatively, or in
addition to any action short of termination, the employee may be required to participate

satisfacorily in an approved drug abuse assistance or rehabilitation program as a

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAOA-R Drug Free Workplace GAOA-R-2

condition of continued employment. The employee shall bear the cost of participation in such
program. Each employee in the district shall be given a copy of this policy.

This policy is intended to implemetite requirements of thederal regulations
promulgated under the Drug Free Workplace Act of 1988, 34 CFR Part 85, Subpart F. It is not
intended to supplant or otherwise diminish thnary actions, which may be taken under
board policies or the negated agreement.

Maintaining a drug free workplace is important in establishing an appropriate learning
environment for the students of the district. The whlhmanufacture, distribution,
dispensing, possession or use of a controllédtance is prohibed in the district.

BOE Approved: July 7, 200BOE Reviewed and Approved: February 22, 2010

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAOB  Drug Free Schools(See JDDA) GAOB

The unlawful possession, use, sale or distribution of illicit drugs and alcohol by school
employees o school premises or as a part of any school activity is prohibited.

Employee Conduct

As a condition of continued employment Il the district, all employees shall abide by the terms
of this policy. Employees shall not unlawfully manufacture, distribugpethse, possess or use
illicit drugs, controlled substances, or alcoholic beverages on district property or at any
school activity. Compliance with the terms of this policy IS mandatory. Employees who are
found violating the terms of this policy will beported to the appropriate law enforcement
officers. Additionally, an employee who violates the terms of this policy may be subject to any
or all of the following sanctions:

1. Short term suspension with pay;

2. Short term suspension without pay;

3. Long term suspension without pay;

4. Required participation in a drug and alcohol education, treatment, counseling, or

rehabilitation program.

5. Termination or dismissal from employment.
Prior to applying sanctions under this policy, employees will fterd#d due process rights to
which they are entitled under their contracts or the provisions of Kansas law. Nothing in this
policy is intended to diminish the right of the district to take any other disciplinary action which
is provided for in district paties or the negotiated agreement. This policy is not intended to
change any right, duty or responsibilities in the current negotiated agreement.

If it is agreed that an employee shall enter into and complete a drug education or

rehabilitation program, #hcost of such program will be borne by the employee.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAOB Drug Free Schools GAOB-2

Drug and alcohol counseling and rehabilitation programs are available for employees of the
district. A list of available programs along with names and addsedsmntact persons for the
program is on file with the board clerk.

Employees are responsible for contacting the directors of the programs to determine the
cost and length of the program, and for enrolling in the pro grams.

A copy of this policy shalbe provided to all employees.
BOE Approved: July 7, 2003; BOE Reviewed and Adopted KASB Recommendation:

August 18, 2008BOE Reviewed and Approved: February 22, 2010

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAOC Use of Tobacco Products GAOC

The use of any form of tobacco products is prohibited at all times in or on district
owned or leased property, including district vehicles.

BOE Approved: July 7, 200BOE Reviewed and Approved: February 22, 2010

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAOD Drug and Alcohol Testing GAOD

All district employees performing job functions, which require the employee to maintain
a commerci al driveros | icense, shall be test
federal law. Board approved rules andutaetjons necessary to implement the testing program
shall be on file with the clerk.

Each new employee who is required to undergo alcohol and dtugytelsall be given a
copy of the appropriate district regulations.

Each new employee shall be informedt tt@mpliance with theequired elements of the
testing program is a condition of employment as a driver in the district. All employees shall be
informed of this policy on an annuadis.

BOE Approved: July 7, 200BOE Reviewed and Approved: March 2910

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAOE Workers Compensation and Disability Benefits GAOE

Whenever an employee is absent from work and is receiving workers compensation
benefits due to a wortelated injury or is receiving district paid disability insurance, the
employee mayse available paid sick leave to swgopént the workers compensation or district
paid disability insurance payments only if the benefit amount received by the employee does
not equal the normal takeome pay of the employee. In no event shall the emplogee
entitled to a combination of workers compation benefits, district paid disability insurance,
and salary in excess of his/her full teatk@me salary. Available paid sick leave mayubed as
stated above until Hvailable sick leave benefits are axsted; 2) thereployee returns to
work; or 3)employment is terminated. Sick leave shall be deducted amatgnt amount equal
to the percentage of salary paid by the district.

This policy shall not apply to those employees covered undeetfutiatedagreement.
BOE Approved: July 7, 200BOE Reviewed and Approved: March 22, 20BOE

Reviewed and Approved: August 15, 2011

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAR Communicable Diseases GAR

Whenever an employee has been diagnosed by a physician as having a communicable
diseaseas defined in current regulation, the employee shadint the diagnosis and nature of
the disease to the superintendent so that a proper reporting may be made to the county or joint
board of health asquired by current law.

An employee afflicted witla communicable disease dangerous to the public health shall
be suspended from duty for the duration of the contagess in order to give maximum health
protection to other district employees and to students.

The employee shall be allowed to return ebydupon recovery from the illness, or when
the employee is no longer contagious as authorized byrploygee's physician.

The board reserves the right to require a written statement frormpileyee's
physician indicating that the employee is free fralirsymptoms of the communicable disease.

If a district employee has been diagnosed as having a communicable disease and the
superintendent has been notified by the employee, as provided in policy, the superintendent
shall determine whether a releaselldba dotained from the employee's physician before the
employee returns toutly.

Decisions regarding the type of employment setting for an employee with a
communicable disease shall be made by the superintendent based upon consideration of the

physical ondition of the employee and the followingtars:

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GAR Communicable Diseases GAR -2

9 the nature of the risk;
1 the duration of the risk;
1 the severity of the risk; and
1 the probability that the disease will be transmitted or cause harm to the empldgee
others who will share the same setting.
No information regarding employees with communicable diseases shall be released by
district personnel without the employee's consent excephtiplgavith state or federal

statutes.

BOE Approved: July 7, 200BOE Reviewed and Approved: March 22, 2010

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GARA Bloodborne Pathogen Exposure Control Plan GARA

The board shall adopt an exposure control plan, which conforms with current
reguktions of the Kansas Department of Human Resources (KDHR).
The phn shall be accessible to all employees and shall be reviewed and updated at least

annually. All staff shall receive the training and @gueént necessary to implement the plan.

BOE Approved: July 7, 200BOE Reviewed and Approved: March 22, 2010

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GARI Family and Medical Leave GARI

District employees shall be provided family and medical leave as provided by a plan
approved by the board. The plan for providing leave under this policy shall be filed with the

clerk of the board and made avaliaho all staff at the beginning of each school year.

BOE Approved: July 7, 2003; Reviewed and Approved: September 8, ROEBReviewed

and Approved: March 22, 2010

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



GARID Military Leave GARID

Employees are entitled to military leave unttee Uniformed Services Employment and
Reemployment Act of 1994. The Act applies to military service that began on or after December 12,
1994 or military service that began before December 12, 1994 if the employee was a reservist or
National Guard membevho provided notice to the employer before leaving work.

Reemployment rights extend to persons who have been absent from work because of
Afservice in the uniformed services. o0 The wunifc
branches:

[ Army, Navy, Marine Corps, Air Force or Coast Guard.

[ Army Reserve, Navy Reserve, Marine Corps Reserve, Air Force Reserve or Coast Guard
Reserve.

(1 Army National Guard or Air National Guard.

nServiceo in the uni formed services means (

uniformed service, including:

-time National Guard duty.

of duty.

Unless otherwise noted all of the followipglicies were readopted July 18, 2011



