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A HOME RULE FORM

RESOLUTION TO ESTABLISH HOME RULE BY BOARD OF EDUCATION

Mr. President, I move the adoption of the following resolution:
RESOLUTION

WHEREAS, the Board of Education of Unified School District No. 498,
Marshall County, Kansas, has determined that the exercise of powers granted by
the legislature is of benefit to the board and local patrons; and

WHEREAS, Kansas law authorizes the board to transact all school district
business; and

WHEREAS, the board intends to adopt policies that the board deems
appropriate to perform its constitutional duty to maintain, develop and operate
local public schools; and

WHEREAS, the board acknowledges that the power granted by law shall
not be construed to relieve the board from any obligations to comply with state
law; and

WHEREAS, the board acknowledges that the powers granted by law and
this resolution shall not be construed to relieve any other unit of government of
its duties and responsibilities prescribed by law; and

WHEREAS, the board acknowledges that the powers granted by law do not
create any responsibility on the part of the district to assume the duties or
responsibilities that are required of another unit of government;

NOW THEREFORE, BE IT RESOLVED, by the Board of Education of
Unified School District No. 498, Marshall County, Kansas, that the board shall
exercise the power granted by law and by this resolution.

ADOPTED by the Board of Education of Unified School District 498,

Marshall County, Kansas, the
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BCAC SPECIAL MEETINGS

WAIVER OF NOTICE
I hereby waive the written notice required under the provisions of K.S.A.
72-8205 as to the time, place and purpose of a special meeting of the Board of

Education of Unified School District No. 498, State of Kansas, held on

Member, Board of Education

Member, Board of Education

Attest:

Clerk, Board of Education
Unified School District No. 498
Marshall County

State of Kansas

Approved:
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BCBI PUBLIC PARTICIPATION

Sample Only: Decide on local time limits, retype and

file with the clerk after board approval.

Request to Add an Agenda Item

This form must be completed and returned to the clerk or the
superintendent at least { 7 } days before the meeting at which you wish to speak.

Your request will be reviewed, and one of two recommendations will be made:

—

Referral of your request to the appropriate administrator.
2. Decision by the Board of Education to add as agenda item.

e Presentations shall not exceed { 5_} minutes.

e Subjects, other than policy issues, will generally be referred to the
administration.

Comments shall be limited to issues and not refer to personalities.

e Presentations must be in good taste befitting the occasion and the dignity
of the board meeting.

e Typed copy or an outline of your presentation {must/should} be included
with this request form.

Permission to appear before the board at a regular meeting is subject to
the above rules.

District official’s signature

Date received Time received

Approved:
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CN PUBLIC RECORDS

Recommended Only: Adapt for local use. Be prepared to accept other written records requests not on this
form. You can require: name, address and a description of the record requested in writing.
You cannot require this information in any particular form.

UNIFIED SCHOOL DISTRICT NO. 498
WATERVILLE, KANSAS
PUBLIC REQUEST FOR

SCHOOL RECORDS

Person requesting records

Address of person requesting records

Specific records being requested:

Approval to release records
Denial to release records

Delayed release of records

Reason for denial or reason for delay:

Custodian/
Freedom of Information Officer Date

For Office Use Only:

Date and time the request was made

Estimated cost of copies and applicable employee time: $
(To be paid in advance)
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DFAC ALLOWABILITY OF COSTS — FEDERAL PROGRAMS
(Sample Procedure)

Allowability of Costs — Federal Programs
Expenditures of federal funds must be aligned with approved budgeted items. Any changes or
variations from the state-approved budget and grant application need prior approval from the

state.

Delegation of Responsibility

When determining how the school district will spend its grant funds, the { } Superintendent
{ } Business Manager { } Federal Programs Coordinator will review the proposed cost to
determine whether it is an allowable use of federal grant funds before obligating and spending
those funds on the proposed good or service.

Allowability Determinations

All costs supported by federal education funds must meet the standards outlined in EDGAR, 2
CFR Part 3474 and 2 CFR Part 200, Subpart E, which are listed below. The { } Superintendent
{ } Business Manager { } Federal Programs Coordinator must consider these factors when
making an allowability determination. A section entitled, Helpful Questions for Determining
Whether Costs are Allowable, is located at the end of this document.

Part 200 sets forth general cost guidelines that must be considered, as well as rules for specific
types of items, both of which must be considered when determining whether a cost is an
allowable expenditure of federal funds. The expenditure must also be allowable under the
applicable program statute (e.g., Title I of the Elementary and Secondary Education Act (ESEA),
or the Carl D. Perkins Career and Technical Education Act (Perkins)), along with accompanying
program regulations, nonregulatory guidance, and grant award notifications.

Restrictions in state and local rules or policy also must be considered. For example, travel and
other job-related expenses incurred by employees are not allowable unless they also are in
compliance with board policy GAN, administrative regulations, and related procedures.

Whichever allowability requirements are stricter will govern whether a cost is allowable.
General allowability determination factors include the following:

1. Be Necessary and Reasonable for the performance of the federal award. A cost is
reasonable if, in its nature and amount, it does not exceed that which would be incurred
by a prudent person under the circumstances prevailing at the time the decision to incur
the cost was made. For example, reasonable means that sound business practices were
followed, and purchases were comparable to market prices.

When determining reasonableness of a cost, consideration must be given to:
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DFAC ALLOWABILITY OF COSTS — FEDERAL PROGRAMS
(Sample Procedure)

e Whether the cost is a type generally recognized as ordinary and necessary for the
operation of the district or the proper and efficient performance of the federal award.

e The restraints or requirements imposed by factors, such as: sound business practices;
arm’s-length bargaining; federal, state and other laws and regulations; and terms and
conditions of the federal award.

e Market prices for comparable goods or services for the geographic area.

e Whether the individual incurring the cost acted with prudence in the circumstances
considering responsibilities to the district, its employees, its students, the public at
large, and the federal government.

e Whether the district significantly deviates from its established practices and policies
regarding the incurrence of costs, which may unjustifiably increase the federal
award’s cost. (2 CFR Sec. 200.404)

Whether a cost is necessary will be determined based on the needs of the program.
Specifically, the expenditure must be necessary to achieve an important program objective. A
key aspect in determining whether a cost is necessary is whether the district can demonstrate
that the cost addresses an existing need, and can prove it. For example, the school entity may
deem a language skills software program necessary for a limited English proficiency
program.

When determining whether a cost is necessary, consideration may be given to:

e Whether the cost is needed for the proper and efficient performance of the federal
award program.

o Whether the cost is identified in the approved budget or application.
o Whether there is an educational benefit associated with the cost.

e Whether the cost aligns with identified needs based on results and findings from a
needs assessment.

e Whether the cost addresses program goals and objectives and is based on program
data.

2. Allocable to the federal award. A cost is allocable to the federal award if the goods or
services involved are chargeable or assignable to the federal award in accordance with
the relative benefit received. This means that the federal grant program derived a benefit
in proportion to the funds charged to the program. (2 CFR Sec. 200.405)

For example, if fifty percent (50%) of a teacher’s salary is paid with grant funds, then that
teacher must spend at least fifty percent (50%) of his/her time on the grant program.
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DFAC ALLOWABILITY OF COSTS — FEDERAL PROGRAMS
(Sample Procedure)

3. Consistent with policies and procedures that apply uniformly to both federally-
financed and other activities of the school entity.

4. Conform to any limitations or exclusions set forth as cost principles in Part 200 or in
the terms and conditions of the federal award.

5. Consistent treatment. A cost cannot be assigned to a federal award as a direct cost if
any other cost incurred for the same purpose in like circumstances has been assigned as
an indirect cost under another award.

6. Adequately documented. All expenditures must be properly documented.

7. Be calculated in accordance with generally accepted accounting principles (GAAP),
unless provided otherwise in Part 200.

8. Notincluded as a match or cost-share, unless the specific federal program
authorizes federal costs to be treated as such. Some federal program statutes require
the nonfederal entity to contribute a certain amount of nonfederal resources to be eligible
for the federal program.

9. Be the net of all applicable credits. The term “applicable credits” refers to those
receipts or reduction of expenditures that operate to offset or reduce expense items
allocable to the federal award. Typical examples of such transactions are: purchase
discounts; rebates or allowances; recoveries or indemnities on losses; and adjustments of
overpayments or erroneous charges. To the extent that such credits accruing to or
received by the state relate to the federal award, they shall be credited to the federal
award, either as a cost reduction or a cash refund, as appropriate. (2 CFR Sec. 200.406)

Selected Items of Cost

Subpart E of Part 200 sets forth principles to be applied in establishing the allowability of fifty-
five (55) specific cost items (commonly referred to as Selected Items of Cost), at 2 CFR Sec.
200.420-200.475. These specific cost items are listed in the chart below along with the citation to
the section of Subpart E addressing the allowability of that item. These principles are in addition
to the other general allowability standards, and apply whether or not a particular item of cost is
properly treated as direct cost or indirect (F&A) cost. Meeting the specific criteria for a listed
item does not by itself mean the cost is allowable, as it may be unallowable under other standards
or for other reasons, such as restrictions contained in the terms and conditions of a particular
grant or restrictions established by the state or in Board policy. If an item is unallowable for any
of these reasons, federal funds cannot be used to purchase it.

School district employees responsible for spending federal grant funds and for determining
allowability must be familiar with and refer to the Part 200 selected items of cost section. These
rules must be followed when charging these specific expenditures to a federal grant. When
applicable, employees must check costs against the selected items of cost requirements to ensure
the cost is allowable and also check state, district, and program-specific rules.
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DFAC ALLOWABILITY OF COSTS — FEDERAL PROGRAMS
(Sample Procedure)

The selected item of cost addressed in Part 200 includes the following (in alphabetical order):

Item of Cost

Citation of Allowability Rule

Advertising and public relations costs

2 CFR § 200.421

Advisory councils

2 CFR § 200.422

Alcoholic beverages

2 CFR § 200.423

Alumni/ae activities

2 CFR § 200.424

Audit services

2 CFR § 200.425

Bad debts

2 CFR § 200.426

Bonding costs

2 CFR § 200.427

Collection of improper payments

2 CFR § 200.428

Commencement and convocation costs

2 CFR § 200.429

Compensation — personal services

2 CFR § 200.430

Compensation — fringe benefits

2 CFR § 200.431

Conferences

2 CFR § 200.432

Contingency provisions

2 CFR § 200.433

Contributions and donations

2 CFR § 200.434

Defense and prosecution of criminal and civil
proceedings, claims, appeals and patent
infringements

2 CFR § 200.435

Depreciation

2 CFR § 200.436

Employee health and welfare costs

2 CFR § 200.437

Entertainment costs

2 CFR § 200.438

Equipment and other capital expenditures

2 CFR § 200.439

Exchange rates

2 CFR § 200.440

Fines, penalties, damages and other
settlements

2 CFR § 200.441

Fund raising and investment management
costs

2 CFR § 200.442

Gains and losses on disposition of
depreciable assets

2 CFR § 200.443

General costs of government

2 CFR § 200.444

Goods and services for personal use

2 CFR § 200.445

Idle facilities and idle capacity

2 CFR § 200.446

Insurance and indemnification

2 CFR § 200.447

Intellectual property 2 CFR § 200.448
Interest 2 CFR § 200.449
Lobbying 2 CFR § 200.450

Losses on other awards or contracts

2 CFR § 200.451

Maintenance and repair costs

2 CFR § 200.452

Materials and supplies costs, including costs
of computing devices

2 CFR § 200.453

Memberships, subscriptions, and professional
activity costs

2 CFR § 200.454

Organization costs

2 CFR § 200.455
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DFAC ALLOWABILITY OF COSTS — FEDERAL PROGRAMS

(Sample Procedure)

Participant support costs

2 CFR § 200.456

Plant and security costs

2 CFR § 200.457

Pre-award costs

2 CFR § 200.458

Professional services costs

2 CFR § 200.459

Proposal costs

2 CFR § 200.460

Publication and printing costs

2 CFR § 200.461

Rearrangement and reconversion costs

2 CFR § 200.462

Recruiting costs

2 CFR § 200.463

Relocation costs of employees

2 CFR § 200.464

Rental costs of real property and equipment

2 CFR § 200.465

Scholarships and student aid costs

2 CFR § 200.466

Selling and marketing costs

2 CFR § 200.467

Specialized service facilities

2 CFR § 200.468

Student activity costs

2 CFR § 200.469

Taxes (including Value Added Tax)

2 CFR § 200.470

Termination costs

2 CFR § 200.471

Training and education costs

2 CFR § 200.472

Transportation costs

2 CFR § 200.473

Travel costs

2 CFR § 200.474

Trustees

2 CFR § 200.475

Helpful Questions for Determining Whether Costs are Allowable -

In addition to applying the cost principles and standards described above, district staff involved
in expending federal funds should ask the following questions when assessing the allowability of
a particular cost:

1. Is the proposed cost allowable under the relevant program?
2. Is the proposed cost consistent with an approved program plan and budget?

3. Is the proposed cost consistent with program specific fiscal rules? For example, the
school entity may be required to use federal funds only to supplement the amount of
funds available from nonfederal (and possibly other federal) sources, or only as a match
for funds from nonfederal sources.

4. Is the proposed cost consistent with EDGAR?

5. Is the proposed cost consistent with specific conditions imposed on the grant (if
applicable)?

6. Is the proposed cost consistent with the underlying needs of the program? For example,
program funds must benefit the appropriate population of students for which they are
allocated. This means that, for instance, funds allocated under Title III of the Elementary
and Secondary Education Act (ESEA) governing language instruction programs for
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DFAC ALLOWABILITY OF COSTS — FEDERAL PROGRAMS
(Sample Procedure)

Limited English Proficient (LEP) students must only be spent on LEP students and
cannot be used to benefit non-LEP students.

7. Will the cost be targeted at addressing specific areas of weakness that are the focus of the
program, as indicated by available data?

Any questions related to specific costs should be forwarded to the { } Superintendent { }
Business Manager { } Federal Programs Coordinator who shall consult with the board’s legal
counsel for clarification as appropriate.
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DFAC CASH MANAGEMENT — FEDERAL PROGRAMS
(Sample Procedure)

Cash Management — Federal Programs
Generally, the school district receives payment of federal funds from the Kansas State
Department of Education (KSDE) on a reimbursement basis. In some circumstances, the district
may receive an advance of federal grant funds. This procedure addresses responsibilities of the
district and district staff under those alternative payment methods. In either case, the district shall
maintain accounting methods and internal controls and procedures that assure those
responsibilities are met when dealing with federal funding.

Payment Methods
Reimbursements -

The school district will initially charge federal grant expenditures to nonfederal funds.

The { } Superintendent { } Business Manager { } Federal Programs Coordinator will
request reimbursement for actual expenditures incurred under the federal grants { ! monthly

{ } quarterly.

Such requests shall be submitted with appropriate documentation and signed by the requestor.

Requests for reimbursements will be approved by the { } Superintendent { } Business
Manager { } Federal Programs Coordinator.

Reimbursement will be submitted on the appropriate form to the KSDE portal. All
reimbursements are based on actual disbursements, not on obligations. KSDE will process
reimbursement requests within the timeframes required for disbursement.

Consistent with state and federal requirements, the school district will maintain source
documentation supporting the federal expenditures (invoices, time sheets, payroll stubs, etc.) and
will make such documentation available for KSDE to review upon request.

Reimbursements of actual expenditures do not involve interest calculations.
Advances -

When the district receives advance payments of federal grant funds, it must minimize the time
elapsing between the transfer of funds to the district and the expenditure of those funds on
allowable costs of the applicable federal program. (2 CFR Sec. 200.305(b)) The district shall
attempt to expend all advances of federal funds within seventy-two (72) hours of receipt.

When applicable, the district shall use existing resources available within a program before
requesting additional advances. Such resources include program income (including repayments
to a revolving fund), rebates, refunds, contract settlements, audit recoveries, and interest earned
on such funds. (2 CFR Sec. 305(b)(5))

The district shall hold federal advance payments in insured, interest-bearing accounts.

The school district is permitted to retain for administrative expense up to $500 per year of
interest earned on federal grant cash balances. Regardless of the federal awarding agency,
interest earnings exceeding $500 per year shall be remitted annually to the Department of Health
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DFAC CASH MANAGEMENT — FEDERAL PROGRAMS
(Sample Procedure)

and Human Services Payment Management System (PMS) through an electronic medium using
either Automated Clearing House (ACH) network or a Fedwire Funds Service payment. (2 CFR
Sec. 200.305(b)(9))

Pursuant to federal guidelines, interest earnings shall be calculated from the date that the federal
funds are drawn down from the G5 system until the date on which those funds are disbursed by
the district. Consistent with state guidelines, interest accruing on total federal grant cash balances
shall be calculated on cash balances per grant and applying the actual or average interest rate
earned.

Remittance of interest shall be responsibility of the { } Superintendent { } Business Manager
{ } Federal Programs Coordinator.

©KASB. 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 not limited to another school district, organization, company or corporation
without written permission from KASB.



DFAC GRANT SUBRECIPIENT MONITORING PROCEDURES- FEDERAL PROGRAMS
(Sample Procedure)

Grant Subrecipient Monitoring Procedures — Federal Programs

In the event the district disperses federal funds received through a federal award to other entities
and assigns responsibilities to the outside entity to conduct a portion of the work, the district
shall be responsible for determining, on a case-by-case basis, whether the agreement with such
entity places the outside entity in the role of a subrecipient receiving a subaward of federal
funding, or the role of a contractor.

If the district grants subawards of federal funding to other entities as subrecipients, the district
shall be responsible for:

1. Evaluating the entity for risk of noncompliance to determine appropriate monitoring
practices.

2. Monitoring the subrecipient entity’s implementation to ensure compliance with federal,
state, and local laws, conditions of the federal funding award, and board policy and
procedures.

3. Notifying the subrecipient entity of identified deficiencies found during the monitoring
process and ensuring that identified deficiencies are corrected.

4. Documenting and retaining records on subrecipient identification, notification,
evaluation, monitoring, and corrective actions taken.

Definitions

For purposes of policies and procedures related to federal programs, the following definitions
shall apply:

Contract — a legal instrument by which a non-federal entity purchases property or services
needed to carry out the project or program under a federal award. The term as used here does not
include a legal instrument, even if the entity considers it a contract, when the substance of the
transaction meets the definition of a federal program award or subaward. (2 CFR 200.22)

Contractor — an entity that receives a contract, as defined in law and regulations, by which a non-
federal entity purchases property or services needed to carry out the project or program under a
federal award. (2 CFR 200.23)

Pass-through entity — a non-federal entity that provides a subaward to a subrecipient to carry out
part of a federal program. The district serves as the pass-through entity in cases where it awards
federal funding to a subrecipient as defined in this procedure. (2 CFR 200.74)

Subaward — an award provided by a pass-through entity to a subrecipient in order to carry out
part of a federal award received by the pass-through entity. It does not include payments to a
contractor or payments to an individual that is a beneficiary of a federal program. A subaward
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DFAC GRANT SUBRECIPIENT MONITORING PROCEDURES- FEDERAL PROGRAMS
(Sample Procedure)

may be provided through any form of legal agreement, including an agreement that the pass-
through entity considers a contract. (2 CFR 200.92)

Subrecipient — a non-federal entity that receives a subaward to carry out part of a federal
program; but does not include an individual that is a beneficiary of such program. (A
subrecipient may also be a recipient of other federal awards directly from a federal awarding

agency.) (2 CFR 200.93)

Subrecipient Versus Contractor

The district must determine, on a case-by-case basis, whether an entity receiving funds from the
district as part of a federal funding program serves in a role of subrecipient or contractor. (2 CFR

200.330)

The { } Superintendent { } Federal Programs Coordinator { |} Business Manager { }

other

shall be responsible for analyzing the criteria listed in the chart

below and evaluating the relationship with the entity based on the substance of the legal

agreement, rather than the form of the agreement. The

may consult

with the board’s legal counsel or other qualified counsel in making such determination.

Subrecipient

Contractor

Creates a Federal assistance relationship

Purpose is to obtain goods and services for the
non-Federal entity’s own use and creates a
procurement relationship

Determines who is eligible to receive what
Federal assistance

Provides the goods and services within normal
business operations

Has its performance measured in relation to
whether objectives of a Federal program were
met

Provides similar goods or services to many
different purchasers

Has responsibility for programmatic decision
making

Normally
environment

operates in a competitive

Is responsible for adherence to applicable
Federal program requirements specified in the
Federal award; and

Provides goods or services that are ancillary to
the operation of the Federal program; and

In accordance with its agreement, uses the
Federal funds to carry out a program for a
public purpose specified in authorizing statute,
as opposed to providing goods or services for
the benefit of the pass-through entity (PTE)

Is not subject to compliance requirements of
the Federal program as a result of the
agreement, though similar requirements may
apply for other reasons

*chart provided by © American Institute of CPAs (AICPA)

The district shall notify subrecipients that they have been identified as a subrecipient and that the
funding qualifies as a subaward. The district shall provide the subrecipient with the following
information as specified at 2 CFR Sec. 200.331(a) regarding the federal funding award, and any

subsequent changes:
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1. Federal Award Identification information, including:

(1)  Subrecipient name (which must match the name associated with its unique entity
identifier);

(1) Subrecipient's unique entity identifier;
(ii1)) Federal Award Identification Number (FAIN);

(iv) Federal Award Date (see §200.39 federal award date) of award to the recipient by
the federal agency;

(v) Subaward Period of Performance Start and End Date;

(vi) Amount of Federal Funds Obligated by this action by the pass-through entity to the
subrecipient;

(vil) Total Amount of Federal Funds Obligated to the subrecipient by the pass-through
entity including the current obligation;

(viii) Total Amount of the Federal Award committed to the subrecipient by the pass-
through entity;

(ix) Federal award project description, as required to be responsive to the Federal
Funding Accountability and Transparency Act (FFATA);

(x) Name of federal awarding agency, pass-through entity, and contact information for
awarding official of the pass-through entity;

(xi) CFDA Number and Name; the pass-through entity must identify the dollar amount
made available under each federal award and the CFDA number at time of
disbursement;

(xii1) Identification of whether the award is R&D; and

(xiii) Indirect cost rate for the federal award (including if the de minimis rate is charged
per §200.414 Indirect (F&A) costs).

2. All requirements imposed by the pass-through entity on the subrecipient so that the federal
award is used in accordance with federal statutes, regulations and the terms and conditions of
the federal award;

3. Any additional requirements that the pass-through entity imposes on the subrecipient for the
pass-through entity to meet its own responsibility to the federal awarding agency including
identification of any required financial and performance reports;
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4. An approved federally recognized indirect cost rate negotiated between the subrecipient and
the federal government or, if no such rate exists, either a rate negotiated between the pass-
through entity and the subrecipient (in compliance with this part), or a de minimis indirect
cost rate as defined in §200.414 Indirect (F&A) costs, paragraph (f);

5. A requirement that the subrecipient permit the pass-through entity and auditors to have
access to the subrecipient's records and financial statements as necessary for the pass-through
entity to meet the requirements of this part; and

6. Appropriate terms and conditions concerning closeout of the subaward.

Evaluation of Risk

The district shall evaluate each subrecipient’s risk of noncompliance with law, regulations and

the terms and conditions of the subaward to determine appropriate monitoring practices. (2 CFR
200.331)

The { } Superintendent { } Federal Programs Coordinator { } Business Manager { } other
or designee shall be responsible for evaluating risk based on the

following factors:
1. The subrecipient’s prior experience with the same or similar subawards;

2. The results of previous audits, including whether the subrecipient receives a single audit
and the extent to which the same or similar subaward has been audited;

3. Whether the subrecipient has new personnel, or new or substantially changed systems
and processes;

4. The extent and results of any federal award agency’s monitoring of the subrecipient.

The or designee shall request adequate documentation from the
subrecipient to conduct the evaluation of risk; such documentation may include, but may not be
limited to { } audit reports { } financial reports { } policies and procedures { } detailed
descriptions or users’ guides of current systems and processes.

The district shall evaluate subrecipients for risk of noncompliance { } annually { } as specified
in the legal agreement or contract.

Based on the results of the risk evaluation, the district may consider imposing specific conditions

on implementation of the subaward, in accordance with applicable law and regulations. (2 CFR
200.207, 200.331)
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Monitoring

The district shall monitor the implementation and activities of each subrecipient as necessary to
ensure that the subaward is used for authorized purposes, in accordance with law, regulations and
the terms and conditions of the subaward. The district shall notify subrecipients of monitoring
requirements, and may provide technical assistance to subrecipients in complying with
monitoring requirements.

As part of the monitoring process, the district shall complete the following steps: (2 CFR
200.331)

1. Review financial and performance reports required by the district.
2. Follow-up and ensure that the subrecipient takes timely and appropriate action on all
deficiencies pertaining to the subaward detected during monitoring through audits, on-

site reviews and other means.

3. Issue a management decision for audit findings pertaining to the subaward provided to
the subrecipient, in accordance with applicable law and regulations. (2 CFR 200.521)

Monitoring —

The { } Superintendent { } Federal Programs Coordinator { } Business Manager { }
other or designee shall be responsible for monitoring of subrecipients.
Monitoring activities may include, but shall not be limited to:

1. Review of progress reports, financial reports and data quality.
2. On-site visits.
3. Review of federal or state debarment lists.

4. Review of other agreed-upon procedures specified in the legal agreement or contract. (2
CFR 200.425)

The district shall verify that subrecipients are audited as required by applicable law and
regulations. (2 CFR 200.331, 2 CFR 200.500-200.521)

Follow-Up Actions —

The or designee shall provide subrecipients with written documentation
detailing their monitoring results and listing any identified deficiencies. The district shall
consider whether the results of monitoring indicate the need to revise existing district policy and
procedures. (2 CFR 200.331)
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The district shall require subrecipients to take immediate action on issues involving ineligible or
illegal use of federal funding, and notify the district of corrective action taken.

The district shall require subrecipients to develop a corrective action plan to address other
identified deficiencies or noncompliance issues; such plan shall be submitted to the district

{ }within 60 days { } as soon as possible { } as specified in the agreed-upon procedures,
and the district shall evaluate and monitor the activities taken by the subrecipient under the
corrective action plan. The district may provide technical assistance and/or training to
subrecipients in complying with corrective action requirements.

The or designee shall maintain all documentation on monitoring of
subrecipients and corrective action taken during the monitoring process.

The district shall report issues of noncompliance to the appropriate federal agency where
required by law, regulations, or requirements of the federal funding program.

Remedies for Noncompliance —

When monitoring activities identify issues of noncompliance that are not addressed through
corrective action, the district may take the following actions: (2 CFR 200.331, 200.338)

1. Impose specific conditions on the subrecipient, in accordance with applicable law and
regulations. (2 CFR 200.207)

2. Temporarily withhold cash payments, in accordance with applicable law and regulations.

3. Disallow or deny use of funds for all or part of the cost of the activity or action not in
compliance.

4. Wholly or partially suspend or terminate the agreement for the federal award.
5. Recommend that the federal agency initiate suspension and debarment proceedings.
6. Withhold further awards or agreements for the project or program.

7. Take other remedies legally available, in consultation with the school solicitor or other
qualified counsel.

Record Retention

The { [} Superintendent { } Federal Programs Coordinator { |} Business Manager { }
other shall ensure that all documentation regarding subrecipient
identification, notification, evaluation, monitoring activities, and corrective action is maintained
in accordance with board policy and regulations.
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Records shall be retained in accordance with applicable law, regulations, specific requirements
of the federal program, and the district’s policies and regulations. (2 CFR 200.333-200.337)
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Procurement — Federal Programs

This document is intended to integrate standard district purchasing procedures with additional
requirements applicable to procurements that are subject to the federal Uniform Grant Guidance
regulations concerning the use of federal funds and/or U.S. Department of Agriculture (USDA)
regulations governing school food service programs. The district maintains the following
purchasing procedures, in accordance with federal and state laws, regulations, and board policy
to aid in making purchases with federal funds. (2 CFR 200.318-200.325; 7 CFR 210.16, 210.19,
210.21, 215.14a, 220.16; K.S.A. 72-6760; board policies DFAB, DFAC, DJE, DJEB, DJED,
DJEE, DJEF, DJEG, DJEJ, DJFA, and DJFAB)

2021 Procurement Thresholds

Kansas Bid Threshold $20,000 For construction, reconstruction or
remodeling or for the purchase of materials,
goods or wares

Federal Micro-Purchase Threshold $10,000 Adjusted periodically and published in
Federal Register (48 CFR Subpart 2.1)

Federal Simplified Acquisition Threshold | $250,000 Adjusted periodically and published in
Federal Register (48 CFR Subpart 2.1)

*Please review this Procurement attachment annually and update amounts accordingly

Responsibility for Purchasing

The board has outlined standard district purchasing responsibility, methods of purchasing, price
quotations and bid, requirements in the following board policies and their accompanying
administrative regulations and/or procedures:

DFARB: Standard of Conduct for Federally Funded Contracts
DFAC: Federal Fiscal Compliance

DIJE: Purchasing

DJEB: Quality Control

DJED: Bids and Quotations Requirements
DJEE: Local Purchasing

DJEF: Requisitions

DJEG: Purchase Orders and Contracts
DJEJ: Payment Procedures

DJFA: Purchasing Authority

DJFAB: Administrative Leeway
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Purchase Methods

When a request for expenses for construction, reconstruction, or remodeling or for the purchase
of materials, goods, or wares has been submitted and approved as outlined below, the
procurement method to be used will be determined based on the type of purchase and the total
cost of the purchase as further outlined below. This procedure outlines how the cost thresholds
for determining when the quote or formal bidding procedures that are required by state law as
reflected in Policy DJED must be modified when making purchases for federally funded
purposes to which the Uniform Grant Guidance or USDA regulations apply to comply with both
state and federal requirements. At each point where requirements for food service-related
procurement under USDA regulations differ, a note will refer to the Food Service Program Notes
at the end of this procedure. Final determination of which purchasing procedures are to be
applied is delegated to the { } Purchasing Agent { } Superintendent { } Business Manager
under the authority of the Board.

Standard Procurement Documents and Purchase Request Process

The district shall use { [} purchase orders { |} requisitions for purchase requests in accordance
with the applicable purchase method.

The district shall use { } paper { } electronic purchasing records, which are pre-numbered and
are accessible to designated purchasing staff in { } the district office { |} the business office
{ } Purchasing Agent’s office { } Other

Purchase requests by an employee must be submitted to the building administrator or immediate
supervisor. Purchase of all budgeted items or items approved by an administrator or supervisor
must be initiated by use of a purchase order or requisition submitted to the purchasing agent.
Purchase orders and requisitions shall contain information including, but not necessarily limited
to:

1. Description of the services to be performed or goods to be purchased;

2. Location of where services will be performed or goods will be delivered;

3. Appropriate dates of service or delivery;

4. { } Other (describe)

Documentation on purchase orders and requisitions shall be maintained in accordance with the
district’s Public Records policy (CN) and Federal Fiscal Compliance policy (DFAC).

Contracts shall be reviewed by the { } Board Clerk { } Business Manager
{ } Superintendent { } Board’s Attorney prior to submission to the board for approval.
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Contracts to which the Uniform Grant Guidance apply shall contain the clauses specified in
Appendix II to 2 CFR Part 200 (Contract Provisions for Non-Federal Entity Contracts Under
Federal Awards), when applicable.

[See Food Service Program Notes below for specific clauses required by USDA regulations
to be included in cost reimbursable procurement contracts.]

Micro-Purchases Not Requiring Quotes or Bidding

For purposes of this procedure, micro-purchase means a purchase of supplies or services for use
in federally funded programs using simplified acquisition procedures, the aggregate amount of
which does not exceed a base amount of $10,000. The micro-purchase dollar threshold is
adjusted periodically by the federal government, and the threshold most recently established and
published in the Federal Register shall apply if other than $10,000.(48 CFR Subpart 2.1)

Note: The micro-purchase maximum for federal purposes is lower than the amount below
which the Policy DJED allows purchase for nonfederal purposes to be made without using
formal competitive bidding.

The micro-purchase method is used to expedite the completion of its lowest dollar small
purchase transactions and minimize the associated administrative burden and cost. Procurement
by micro-purchase is the acquisition of supplies or services, the aggregate dollar amount of
which does not exceed the micro-purchase threshold.

To the extent practicable, the district distributes micro-purchases equitably among qualified
suppliers when the same or materially interchangeable products are identified and such suppliers
offer effectively equivalent rates, prices, and other terms. The { } Superintendent { } Business
Manager { } Purchasing Agent { } Board Clerk { } Board Treasurer will be responsible to
determine the equitable distribution of micro-purchases.

Micro-purchases may be awarded without soliciting competitive quotations if the district
considers the price to be reasonable. The district will maintain evidence of this reasonableness in
the records of all micro-purchases. Reasonable means that sound business practices were
followed, and the purchase is comparable to market prices for the geographic area. Such
determinations of reasonableness may include comparison of the price to previous purchases of
the same item or comparison of the price of items similar to the item being purchased.

Even if the cost of a purchase qualifies it as a micro-purchase, bidding or small purchase
procedures may be used optionally when those procedures may result in cost savings.

Small Purchase Procedures

For purposes of this procedure, small purchase procedures are those relatively simple and
informal procurement methods for securing materials, goods, or wares or for completing
construction, reconstruction, or remodeling that cost more than the amount qualifying as a micro-
purchase and do not cost $20,000 or more, or in the case of services other than construction,
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reconstruction or remodeling, where the total cost does not exceed the $250,000 federal
Simplified Acquisition Threshold at which formal competitive bidding or competitive proposals
are required. Small purchase procedures cannot be used for construction, reconstruction or
remodeling costing $20,000 or more or for the purchase of materials, goods or wares costing
$20,000 or more because the board policy and Kansas law requires formal competitive bidding at
that level of cost.

The base amount at which bidding is required under state law for construction, reconstruction or
remodeling or for the purchase of materials, goods or wares is $20,000. (K.S.A. 72-6760)

The federal Simplified Acquisition Threshold at which competitive bidding or competitive
proposals are required is adjusted periodically by the federal government, and the
threshold most recently established and published in the Federal Register shall apply if
other than $250,000. (48 CFR Subpart 2.1)

Because state law does not require competitive bidding for the purchase of services other than
for construction, reconstruction or remodeling with a cost in excess of $20.000, small purchase
procedures, including a request for proposal (RFP) procedure, may be used for procurement of
such other services except when the estimated total cost will be at or over the federal threshold at
which formal competitive bidding or competitive proposals are required ($250,000).

[See Food Service Program Notes below for exemption from bidding for purchases of
perishable food items costing less than $250,000.]

Formal Competitive Bidding

Publicly Solicited Sealed Competitive Bids:

For construction, reconstruction, or remodeling or for the purchase of materials, goods or
wares, sealed competitive bids are publicly solicited and awarded to the lowest responsible
bidder as provided in Policy DJED when the total cost is estimated to be $20,000 or more.

Note: The amount at which formal competitive bidding or competitive proposals are
required by federal regulations is much higher than the base amount at which the policy
and state law requires competitive bidding. Therefore, the lower base amount specified by
Policy DJED will be used for purchases of equipment or supplies, or for obtaining services
for construction, reconstruction or remodeling costing $20,000 or more.

State law does not require bidding for the purchase of services other than for construction,
reconstruction or remodeling regardless of total cost. For procurement of such other services for
federally funded purposes to which the Uniform Grant Guidance applies, formal competitive
bidding or competitive proposals will be used when the estimated total cost will be at or over the
federal threshold of $250,000.

The federal Simplified Acquisition Threshold at which competitive bidding or competitive
proposals are required is adjusted periodically by the federal government, and the threshold most
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recently established and published in the Federal Register shall apply if other than $250,000. (48
CFR Subpart 2.1)

For procurement of services costing at or over the $250,000 federal threshold other than for
construction, reconstruction or remodeling, the use of competitive sealed bidding is considered
feasible and appropriate when:

1. A complete, adequate, and realistic specification or purchase description is available;

2. Two (2) or more responsible bidders are willing and able to compete effectively for the
business; and

3. The procurement lends itself to a firm fixed-price contract, and the selection of the
successful bidder can be made principally on the basis of price.

Where specified in bidding documents, factors such as discounts, transportation cost, and life
cycle costs must be considered in determining which bid is lowest. Payment discounts will only
be used to determine the low bid when prior experience indicates that such discounts are usually
taken advantage of. Any or all bids may be rejected if there is a sound documented reason.

[See Food Service Program Notes below for reference to state requirements regarding
contracts with food service management companies and contractors of pre-plated meals.]

Competitive Proposals

State law does not require public school entities to solicit competitive bids for services other than
for construction, reconstruction or remodeling, for which competitive bidding is required if the
cost will be a base amount of $20,000 or more.

Federal regulations allow the use of competitive proposals as an alternative to formal
competitive bidding when conditions are not appropriate for the use of sealed bids.

In the case of services other than for construction, reconstruction or remodeling costing less than
that threshold, the district may use small purchase procedures or micro-purchase procedures as
applicable based on total cost. A request for proposal (RFP) process can also meet or exceed the
small purchase competition requirements under state law and Policy DJED for the acquisition of
services other than for construction, reconstruction or remodeling, and can be used if the total
cost will be less than $250,000.

When permitted, the technique of competitive proposals is normally conducted with more than
one (1) source submitting an offer, and either a fixed price or cost-reimbursement type contract is
awarded. Competitors' qualifications are evaluated, and the most qualified competitor is selected,
subject to negotiation of fair and reasonable compensation. The district shall comply with other
applicable state and federal law and regulations, board policy and administrative regulations or
procedures regarding purchasing; the district may consult with the school solicitor or other
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qualified counsel in determining the required process for purchasing through competitive
proposals when necessary.

If this method is used, the following requirements apply:

1.

Requests for proposals must be publicized and identify all evaluation factors and their
relative importance. Any response to publicized requests for proposals must be
considered to the maximum extent practical.

Proposals must be solicited from an adequate number of qualified sources.

There must be a written method for conducting technical evaluations of the proposals
received and for selecting recipients.

Contracts must be awarded to the responsible firm whose proposal is most advantageous
to the program, with price and other factors considered.

Competitive proposal procedures for qualifications-based procurement of
architectural/engineering (A/E) professional services whereby competitors’ qualifications
are evaluated and the most qualified is selected, subject to negotiation of fair and
reasonable compensation, are allowed. The method where price is not used as a selection
factor can only be used in procurement of A/E professional services and cannot be used
to purchase other services through A/E firms.

Competitive proposals shall be evaluated by the { } Superintendent { } Business Manager
{ } Federal Programs Coordinator based on factors including but not limited to:

1.

Cost.

{ } Experience of contractor.

{ } Availability.

{ } Personnel qualifications.

{ } Financial stability.

{ } Minority business, women’s business enterprise, or labor surplus area firm status.
{ } Project management expertise.

{ } Understanding of district needs.

{ } Other

Evaluations shall be completed in a timely manner, documented and shall be reviewed by the
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{ } Board { } Superintendent { } Business Manager { } Federal Programs Coordinator
{ } school solicitor.

Contract/Price Analysis

The district performs a cost or price analysis in connection with every procurement action in
excess of $250,000, including contract modifications. (2 CFR Sec. 200.323(a)).

A cost analysis generally means evaluating the separate cost elements that make up the total
price, while a price analysis means evaluating the total price, without looking at the individual
cost elements.

The method and degree of analysis is dependent on the facts surrounding the particular
procurement situation; however, the { } Superintendent { } Business Manager { } Federal
Programs Coordinator must come to an independent estimate prior to receiving bids or
proposals. (2 CFR Sec. 200.323(a)). As part of the analysis, the will
enact established business practices which may include evaluation of similar prior procurements
and a review process.

Negotiated Profit

In any procurement in which there has been no price competition, or in which a cost-
analysis is performed, profit must be negotiated separately as an element of price.
Accordingly, solicitations of bids, proposals or quotes shall require that bids, proposals or
quotes be limited to costs other than profit, and exclude profit.

To establish a fair and reasonable profit, consideration is given to the complexity of the work to
be performed, the risk borne by the contractor, the contractor’s investment, the amount of
subcontracting, the quality of its record of past performance, and industry profit rates in the
surrounding geographical area for similar work. (2 CFR Sec. 200.323(b)).

When profit must be negotiated as a separate element of the total price, it shall be
negotiated by the { ! Superintendent { } Business Manager { } Federal Programs

Coordinator.

Noncompetitive Proposals (Sole Sourcing)

Procurement by noncompetitive proposals means procurement through solicitation of a
proposal from only one (1) source and may be used only when one or more of the following
circumstances apply:

1. The item is available only from a single source.
2. The public exigency or emergency for the requirement will not permit a delay resulting from

competitive solicitation. An emergency exists whenever the time required for the board to
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act in accordance with regular procedures would endanger life or property or threaten
continuance of existing school classes.

3. The federal awarding agency or pass-through entity expressly authorizes noncompetitive
proposals in response to a written request from the district.

4. After solicitation of a number of sources, the district determines the competition is
inadequate.

In addition to standard procurement policy and procedures, the district will document the
grounds for using the noncompetitive method in lieu of an otherwise required competitive
method of procurement, which may include written confirmation from the contractor as the sole
source of the item. Documentation must be submitted to and maintained by the district office.

All noncompetitive proposals will ultimately be approved by the board. The district may utilize
legal advice regarding noncompetitive proposals.

Profit must be negotiated separately for noncompetitive proposals, and a cost or price analysis
will also be performed for noncompetitive proposals when the price exceeds $250,000.

Purchase Cards

The district approves the use of procurement cards for permissible purchases by designated
employees to improve the efficiency of purchasing activities, reduce processing expenses,
improve controls for small-dollar purchases, and streamline contractor payment.

Procurement cards may be used for purchases under federal programs.

Full and Open Competition

All procurement transactions must be conducted in a manner providing full and open
competition consistent with 2 CFR Sec. 200.319. In order to ensure objective contractor
performance and eliminate unfair competitive advantage, contractors that develop or draft
specifications, requirements, statements of work, or invitations for bids or requests for proposals
must be excluded from competing for such procurements. Some of the situations considered to
be restrictive of competition include but are not limited to:

1. Placing unreasonable requirements on firms in order for them to qualify to do business.
2. Requiring unnecessary experience and excessive bonding.

3. Noncompetitive pricing practices between firms or between affiliated companies.

4. Noncompetitive contracts to consultants that are on retainer contracts.

5. Organizational conflicts of interest.
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6. Specifying only a “brand name” product instead of allowing “an equal” product to be
offered and describing the performance or other relevant requirements of the
procurement.

7. Any arbitrary action in the procurement process.

Minority Businesses, Women’s Business Enterprises, Labor Surplus Area Firms

The district must take necessary affirmative steps to assure that minority businesses, women’s
business enterprises, and labor surplus area firms are used when possible. Affirmative steps must
include: (2 CFR Sec. 200.321)

1. Placing qualified small and minority business and women’s business enterprises on
solicitation lists.

2. Assuring that small and minority businesses, and women’s business enterprises are
solicited whenever they are potential sources.

3. Dividing total purchasing requirements, when economically feasible, into smaller tasks or
quantities to permit maximum participation by small and minority business and women’s
business enterprises.

4. Establishing delivery schedules, where the requirement permits, which encourage
participation by small and minority businesses and women’s business enterprises.

5. Using the services and assistance, as appropriate, of such organizations as the Small
Business Administration and the Minority Business Development Agency of the

Department of Commerce.

6. Requiring the prime contractor, if subcontracts are let, to take the affirmative steps listed
above.

Geographical Preferences Prohibited

The district must conduct procurements in a manner that prohibits the use of statutorily or
administratively imposed state, local, or tribal geographical preferences in the evaluation of bids
or proposals for purchases made with federal funds, except in those cases where applicable
federal statutes expressly mandate or encourage geographic preference. When contracting for
architectural and engineering (A/E) services, geographic location may be a selection criterion
provided its application leaves an appropriate number of qualified firms, given the nature and
size of the project, to compete for the contract.

[See Food Service Program Notes below for permissibility of geographic preferences and
“Buy American” practices in purchasing certain food products]
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DFAC PROCUREMENT - FEDERAL PROGRAMS
(Sample Procedure)

Prequalified Lists

The district must ensure that all prequalified lists of persons, firms, or products which are used in
acquiring goods and services are current and include enough qualified sources to ensure
maximum open and free competition. Also, the district must not preclude potential bidders from
qualifying during the solicitation period.

[See Food Service Program Notes below for reference to state requirements regarding
contracts with food service management companies and contractors of pre-plated meals.]|

Solicitation Language

The district must ensure that all solicitations incorporate a clear and accurate description of the
technical requirements for the material, product, or service to be procured. Such description must
not, in competitive procurements, contain features which unduly restrict competition. The
description may include a statement of the qualitative nature of the material, product or service to
be procured and, when necessary, must set forth those minimum essential characteristics and
standards to which it must conform if it is to satisfy its intended use. Detailed product
specifications should be avoided if possible.

When it is impractical or uneconomical to make a clear and accurate description of the technical
requirements, a “brand name or equivalent” description may be used to define the performance
or other salient requirements of procurement. The specific features of the named brand which
must be met by offers must be clearly stated; and identify all requirements which the offerors
must fulfill and all other factors to be used in evaluating bids or proposals.

Avoiding Acquisition of Unnecessary or Duplicative Items

The district must avoid the acquisition of unnecessary or duplicative items. Additionally,
consideration must be given to consolidating or breaking out procurements to obtain a more
economical purchase; and, where appropriate, an analysis must be made of leases versus
purchase alternatives, and any other appropriate analysis to determine the most economical
approach.

These considerations are given as part of the process to determine the allowability of each

purchase made with federal funds. Such considerations are accessible in the procedure to Policy
DFAC: Allowability of Costs — Federal Programs.

Use of Intergovernmental Agreements and Cooperative Purchasing

To foster greater economy and efficiency, the district enters into state and local
intergovernmental agreements where appropriate for cooperative purchasing or use of common
or shared goods and services, as permitted by the Intergovernmental Cooperation Act.
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DFAC PROCUREMENT - FEDERAL PROGRAMS
(Sample Procedure)

When procuring supplies or services for federally funded purposes to which the Uniform Grant
Guidance applies, the district shall verify that the organization conducting the procurement
pursuant to such agreements complies with the applicable procurement methods, requirements,
and standards of the Uniform Grant Guidance as outlined in this procedure.

Use of Federal Excess and Surplus Property

The district considers the use of federal excess and surplus property in lieu of purchasing new
equipment and property whenever such use is feasible and reduces project costs.

Debarment and Suspension

The district awards contracts only to responsible contractors possessing the ability to perform
successfully under the terms and conditions of a proposed procurement. Consideration will be
given to such matters as contractor integrity, compliance with public policy, record of past
performance, and financial and technical resources.

[See Food Service Program Notes below for reference to state requirements regarding
contracts with food service management companies and contractors of pre-plated meals.]|

The district may not subcontract with or award subgrants to any person or company who is
debarred or suspended. For all contracts over $25,000 the district verifies that the contractor with
whom the district intends to do business is not excluded or disqualified. (2 CFR Part 200,
Appendix II, and 2 CFR Sec. 180.220 and 180.300).

All successful contractors must provide written certification that they have not been suspended
or debarred from federal projects. The { } Business Manager { } Federal Programs
Coordinator will be responsible for verification. Such verification may include accessing the
online federal System for Award Management (SAM) to determine whether any relevant party is
subject to any suspension or debarment restrictions.

Maintenance of Procurement Records

The district must maintain records sufficient to detail the history of all procurements. These
records will include, but are not necessarily limited to the following: rationale for the method of
procurement, selection of contract type, contractor selection or rejection, the basis for the
contract price (including a cost or price analysis), and verification that the contractor is not
suspended or debarred.

Maintenance of records of procurement will be governed by board Policies CN and DFAC.

Time and Materials Contracts

The district may use a time and materials type contract only: (1) after a determination that no
other contract is suitable; and (2) if the contract includes a ceiling price that the contractor
exceeds at its own risk. Time and materials type contract means a contract whose cost to the
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DFAC PROCUREMENT - FEDERAL PROGRAMS
(Sample Procedure)

district is the sum of: the actual costs of materials, and direct labor hours charged at fixed hourly
rates that reflect wages, general and administrative expenses, and profit.

Since this formula generates an open-ended contract price, a time-and-materials contract
provides no positive profit incentive to the contractor for cost control or labor efficiency.
Therefore, each contract must set a ceiling price that the contractor exceeds at its own risk.
Further, the district must assert a high degree of oversight to obtain reasonable assurance that the
contractor is using efficient methods and effective cost controls.

Settlements of Issues Arising Out of Procurements

The district alone is responsible, in accordance with good administrative practice and sound
business judgment, for the settlement of all contractual and administrative issues arising out of
procurements. These issues include, but are not limited to, source evaluation, protests, disputes,
and claims. These standards do not relieve the district of any contractual responsibilities under its
contracts. Violations of law will be referred to the local, state, or federal authority having proper
jurisdiction.

Protest Procedures to Resolve Dispute

The district maintains protest procedures to handle and resolve disputes relating to procurements
and, in all instances, discloses information regarding the protest to the awarding agency. Protest
procedures will be acted on in accordance with current state law and regulations, board policy
and administrative regulations and procedures, and the advice of the board’s legal counsel.

Food Service Program Notes:

Exemption from Bidding for Perishable Food Items -

Kansas law exempts purchases of food and foodstuffs necessary for the implementation or
operation of any child nutrition program from bidding requirements. Bidding for such items is
required only if the cost would be at or over the federal threshold at which formal competitive
bidding is required ($250,000). Small purchase procedures may be used for purchases below
$250,000, or micro-purchase procedures for purchases below $10,000. Use of bidding should be
considered as an option if it is feasible and likely to result in cost savings.

Geographic Preferences -

The district is permitted to apply a geographic preference when procuring unprocessed, locally
grown or locally raised agricultural products. When a geographic preference is applied, the
district has discretion to determine the local area to which the geographic preference option will
be applied.
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Unprocessed locally grown or locally raised agricultural products means only those
agricultural products that retain their inherent character. The effects of the following food
handling and preservation techniques shall not be considered as changing an agricultural product
into a product of a different kind or character: cooling; refrigerating; freezing; size adjustment
made by peeling, slicing, dicing, cutting, chopping, shucking, and grinding; forming ground
products into patties without any additives or fillers; drying/dehydration; washing; packaging
(such as placing eggs in cartons), vacuum packing and bagging (such as placing vegetables in
bags or combining two (2) or more types of vegetables or fruits in a single package); the addition
of ascorbic acid or other preservatives to prevent oxidation of produce; butchering livestock and
poultry; cleaning fish; and the pasteurization of milk. (7 CFR Sec. 210.21, 215.14a, 220.16)

Buy American -

The district shall purchase, to the maximum extent practicable, domestic commodities or
products for food service purposes. The term domestic commodity or product means: (7 CFR
Sec. 210.21, 220.16)

1. An agricultural commodity that is produced in the United States; and

2. A food product that is processed in the United States substantially using agricultural
commodities that are produced in the United States.

Mandatory Contract Clauses -

The following provisions shall be included in all cost reimbursable contracts for food services
purchases, including contracts with cost reimbursable provisions, and in solicitation documents
prepared to obtain offers for such contracts: (7 CFR Sec. 210.21, 215.14a, 220.16)

1. Allowable costs will be paid from the nonprofit school food service account to the
contractor net of all discounts, rebates and other applicable credits accruing to or received
by the contractor or any assignee under the contract, to the extent those credits are
allocable to the allowable portion of the costs billed to the school food authority;

2. (a) The contractor must separately identify for each cost submitted for payment to the
school food authority the amount of that cost that is allowable (can be paid from the
nonprofit school food service account) and the amount that is unallowable (cannot be
paid from the nonprofit school food service account); or

(b) The contractor must exclude all unallowable costs from its billing documents and
certify that only allowable costs are submitted for payment and records have been
established that maintain the visibility of unallowable costs, including directly associated
costs in a manner suitable for contract cost determination and verification;

3. The contractor's determination of its allowable costs must be made in compliance with
the applicable departmental and program regulations and Office of Management and
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Budget cost circulars;

4. The contractor must identify the amount of each discount, rebate and other applicable
credit on bills and invoices presented to the school food authority for payment and
individually identify the amount as a discount, rebate, or in the case of other applicable
credits, the nature of the credit. If approved by the state agency, the school food authority
may permit the contractor to report this information on a less frequent basis than
monthly, but no less frequently than annually;

5. The contractor must identify the method by which it will report discounts, rebates and
other applicable credits allocable to the contract that are not reported prior to conclusion
of the contract; and

6. The contractor must maintain documentation of costs and discounts, rebates and other
applicable credits, and must furnish such documentation upon request to the school food

authority, the state agency, or the department.

Contracts with Food Service Management Companies -

Procedures for selecting and contracting with a food service management company (FSMC) shall
comply with guidance provided by the Kansas State Department of Education, Division of Child
Nutrition and Wellness, including standard forms, procedures and timelines for solicitation,
selection and approval of proposals and contracts. (7 CFR Sec. 210.16, 210.19, 210.21, 215.14a,
220.16)

Pre-Plated Meals -

Procedures for selecting and contracting with contractors of pre-plated meals shall comply with
guidance provided by the Kansas State Department of Education, Division of Child Nutrition and
Wellness, including standard forms, procedures and timelines for solicitation, selection and
approval of proposals and contracts. (7 CFR Sec. 210.16, 210.19, 210.21, 220.16)

Approved:
KASB Recommendation — 6/17; 6/18; 6;21
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DFAC TYPE OF COSTS, OBLICATIONS, AND PROPERTY MANAGEMENT - FEDERAL
PROGRAMS
(Sample Procedure)

Type of Costs, Obligations and Property Management — Federal Programs

The district establishes and maintains board policies, administrative regulations, and
administrative procedures on administration of federal funds in federal programs as required by
the Uniform Grant Guidance and other federal, state, and local laws, regulations, and
requirements. The district’s fiscal management system includes internal controls and grant
management standards in the following areas when federal funds are involved.

Direct and Indirect Costs

Direct costs — costs that can be identified specifically with a particular final cost objective, such
as a federal award, or other internally or externally funded activity, or that can be directly
assigned to such activities relatively easily with a high degree of accuracy.

Indirect costs — costs incurred for a common or joint purpose benefiting more than one (1) cost
objective, and not readily assignable to the cost objectives specifically benefitted, without effort

disproportionate to the results achieved.

Costs incurred for the same purpose in like circumstances must be treated consistently as either
direct or indirect costs. (2 CFR Sec. 200.405, 200.413)

Identification with the federal award rather than the nature of the goods and services involved is
the determining factor in distinguishing direct from indirect costs.

Direct and indirect costs shall be determined in accordance with law, regulations, the terms and
conditions of the federal award, and the district’s negotiated indirect cost rate.

The district shall develop an indirect cost rate proposal and cost allocation plan in accordance
with law, regulations, and the terms and conditions of the federal award.

Timely Obligation of Funds

Obligations — orders placed for property and services, contracts, and subawards made and
similar transactions during a given period that require payment by the district during the same or
a future period.

The following table illustrates when funds must be obligated under federal regulations:

Obligation is for: Obligation is made:

Acquisition of property On the date on which the district makes a
binding written commitment to acquire the
property

Personal services by a district employee When the services are performed
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Personal services by a contractor who is not a
district employee

On the date on which the district makes a
binding written commitment to obtain the
services

Public utility services

When the district receives the services

Travel

When the travel occurs

Rental of property

When the district uses the property

A pre-agreement cost that was properly

On the first day of the project period

approved by the Secretary under the cost
principles in 2 CFR Part 200, Subpart E -
Cost Principles

34 CFR §75.707; 34 CFR §76.707

All obligations must occur between the beginning and ending dates of the federal award project,
which is known as the period of performance. The period of performance is dictated by law and
regulations and will be indicated in the federal award. Specific requirements for carryover funds
may be specified in the federal award and must be adhered to by the district. (2 CFR Sec. 200.77,
200.309)

The district will handle obligations and carry over of state-administered and direct grants in
accordance with state and federal law and regulations and the terms and conditions of the federal
award. Carryover will be calculated and documented by the { ! Superintendent { } Business
Manager { } Federal Programs Coordinator.

The district may exercise an extension of the period of performance under a direct grant in
accordance with law, regulations, and the terms and conditions of the federal award when written
notice is provided to the federal awarding agency at least ten (10) calendar days prior to the end
of the period of performance. (2 CFR Sec. 200.308(d)(2))

The { } Superintendent { |} Business Manager { |} Federal Programs Coordinator will
decide when an extension of the period of performance is necessary and will recommend that the
board approve this process.

The { } Superintendent { } Business Manager { } Federal Programs Coordinator

will develop the required written notice, including the reasons for the extension and revised
period of performance; the notice will be issued no later than ten (10) calendar days prior to the
end of the currently documented period of performance in the federal award.

The district must seek approval from the federal awarding agency for an extension of the period
of performance when the extension is not contrary to federal law or regulations, and the
following conditions apply:
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1. The terms and conditions of the federal award prohibit the extension;
2. The extension requires additional federal funds; or

3. The extension involves any change in the approved objectives or scope of the project. (2 CFR
Sec. §200.308)

The { } Superintendent { } Business Manager { } Federal Programs Coordinator will
determine when an extension must be requested for approval by the federal awarding agency,
draft the written request and notify the { } Board { } Superintendent { } Business Manager
{ } Federal Programs Coordinator of the requested extension.

Management of Property Acquired With Federal Funds

Contract and Purchasing Administration -

The district maintains internal controls, administrative regulations, and procedures to ensure that
contractors deliver goods and services in accordance with the terms, conditions, and
specifications of the designated contract, purchase order, or requisition.

Property Classifications -

Property shall be classified as real or personal property as defined and specified in accordance
with law and regulations.

Inventory Control/Management -

All personal property, other than intangible property, which is purchased with federal funds,
regardless of cost, will be inventoried as a safeguard.

Inventory will be received by the department or program requesting the item; designated staff
will inspect the property, compare it to the applicable purchase order or requisition, and ensure it
is appropriately logged and tagged in the district’s property management system.

Items acquired will be physically labeled by source of funding and acquisition date.

Inventory records of equipment and computing devices must be current and available for review
and audit, and include the following information:

1. Description of the item, including any manufacturer’s model number.
2. Manufacturer’s serial number or other identification number.

3. Identification of funding source.
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4. Acquisition date and unit cost.

5. Source of items, such as company name.

6. Percentage of federal funds used in the purchase.

7. Present location, use, condition of item, and date information was reported.

8. Pertinent information on the ultimate transfer, replacement or disposition of the item and
sale price of the property.

Inventory will be updated as items are sold, lost, stolen, or cannot be repaired and new items are
purchased.

Physical Inventory -

Physical inventory of property will be completed by designated district staff in accordance with
applicable federal law and regulation and board policy DIC.

The physical inventory of items will be conducted annually, and the results will be reconciled
with the inventory records and reported to the federal awarding agency.

Maintenance -

The district establishes adequate maintenance procedures to ensure that property is maintained in
good condition in accordance with law, regulation, and board policy.

Safeguards -

The district ensures that adequate safeguards are in place to prevent loss, damage, or theft of
property:

1. Any loss, damage or theft will be reported to the { } Superintendent { [} Business Manager
{ } Federal Programs Coordinator, investigated and fully documented, and may be reported
to local law enforcement.

2. If stolen items are not recovered, the district will submit copies of the investigative report and
insurance claim to the federal awarding agency.

3. The district may be responsible for replacing or repairing lost, damaged, destroyed, or stolen
items.

4. Replaced equipment is property of the originally funded program and should be inventoried
accordingly.
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5. District property may only be loaned in accordance with board policy KGA and
administrative regulations and procedures.

Disposition of Property Acquired with Federal Funds —

When the district determines that real property, including land, land improvements, structures,
and accessories thereto, acquired under a federal award is no longer needed for the originally
authorized purpose, the district must obtain disposition instructions from the federal awarding
agency or pass-through entity administering the program, in accordance with applicable law and
regulations. (2 CFR Sec. 200.311)

When the district determines that equipment or supplies acquired under a federal award are no
longer needed for the original project or program or for other activities currently or previously
supported by a federal awarding agency, the { ! Superintendent { } Business Manager

{ } Federal Programs Coordinator will contact the federal awarding agency or pass-through
entity administering the program to obtain disposition instructions, based on the fair market
value of the equipment or supplies.

Generally, items with a fair market value of $5,000 or less that are no longer effective may be
retained, sold, purged, or transferred to the district. For items with a fair market value greater
than $5,000, the federal awarding agency is entitled to the federal share of the current market
value or sales proceeds.

If the district will be replacing the equipment or supplies, the district may use the existing
equipment or supplies as a trade-in or sell the property and use the proceeds to offset the cost of
the replacement property.

The { [} Superintendent { } Business Manager { } Federal Programs Coordinator will be
responsible for contacting the federal awarding agency and determining the process for

disposition of equipment or supplies.

The district may use the following methods in disposing of unnecessary equipment or supplies
acquired with federal funds:

{ } Public auction and/or online sale — generally conducted by a licensed auctioneer.

{ } Salvage — scrap sold to local dealers.

{ } Negotiated sale — normally used when disposing of items of substantial value.

{ } Sealed bid — normally used for items of substantial value or unique qualities.

{ } Pre-priced sale — large quantities of obsolete or surplus equipment or supplies may be

sold by this method.
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{ } Donation to charitable organizations, for equipment or supplies with little to no value.
{ } Disposition to trash for equipment or supplies with no value.
The { } Superintendent { } Business Manager { |} Federal Programs Coordinator will be

responsible for maintaining records of obsolete and surplus property disposed of, and will report
to the federal awarding agency when required.
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DJB PETTY CASH ACCOUNTS

[RESOLUTION TO ESTABLISH PETTY CASH FUND]
RESOLUTION

WHEREAS, the Board of Education of Unified School District No. 498, Marshall County,
Kansas, has determined that the creation of a petty cash fund is an efficient method to pay expenses for
school district purposes in emergencies.

WHEREAS, Kansas law authorizes the establishment of petty cash funds;

NOW THEREFORE, BE IT RESOLVED, by the Board of Education of Unified School District
No. 498, Marshall County, Kansas that a petty cash fund designated as the Building
Petty Cash Fund is created for the purpose of receiving and expending funds for needed district

expenditures in an emergency. The fund shall be in the amount of $ K

The fund shall be administered by . The shall

keep a record of all receipts and expenditures of the fund and shall prepare and file with the Board a

statement showing all receipts, expenditures and balance at the end of each and at

the end of each school year. An itemized receipt shall be maintained for each expenditure. Any person
authorized to administer a petty cash fund shall be bonded by the school district.

Upon proper report to the board, the petty cash fund shall be replenished by payment from the
appropriate fund of the school district.

The petty cash fund shall not be loaned or advanced against the salary of any employee.

Funds in the petty cash fund shall remain district funds but shall not be considered school money
for purposes of K.S.A. 72-1136 and the provisions of K.S.A. 12-105(b) shall not apply.

ADOPTED by the Board of Education of Unified School District 498, Marshall County, Kansas,
the  dayof , 20

[NOTE: A separate resolution must be adopted for each petty cash fund.]
* Not to Exceed $1500.00
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DK STUDENT ACTIVITY FUND MANAGMENT

[RESOLUTION TO ESTABLISH ACTIVITY FUND]
RESOLUTION
WHEREAS, the Board of Education of Unified School District No. 498, Marshall County, Kansas,
has determined that the creation of an activity fund is an efficient method to pay expenses for student
activities; and
WHEREAS, Kansas law authorizes the establishment of school activity funds;
NOW THEREFORE, BE IT RESOLVED, by the Board of Education of Unified School District

No. 498, Marshall County, Kansas, that an activity fund designated as the fund is created

for the purpose of receiving and expending funds for student activities, including athletics, music, forensics,
dramatics and other board approved student extra-curricular activities.

The fund shall be administered by . The

shall keep a record of all receipts and expenditures of the fund and shall prepare and file with the Board a

statement showing all receipts, expenditures and balance at the end of each and

at the end of each school year. Any person authorized to administer an activity fund shall be bonded by the
school district.

Funds in the activity fund shall remain district funds but shall not be considered school money for
purposes of K.S.A. 72-1132 and the provisions of K.S.A. 12-105(b) shall not apply.

ADOPTED by the Board of Education of Unified School District 498, Marshall County, Kansas,

the day of ,20

[NOTE: A separate resolution must be adopted for each activity fund.]
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EBC SAFETY AND SECURITY

— Sample Form -

Retype to suit local needs, remove from policy book and file with the clerk and
principals. Form could also be included in staff or student handbooks.

Report to Local Law Enforcement

USD 498

Pursuant to K.S.A. 72-6143, the administrator or other school employee whose
signature appears below is reporting the following crimes.

{Briefly describe ecach incident and the person/s involved in felonies, mis-

demeanors and weapons}

Date School/Location | Student/s or Person/s | Brief Description
Involved

School Districts are required by Federal Law and K.S.A. 72-6311 to protect the
privacy rights of students under the age of 18.

Administrator or other school employee.

cc: Superintendent of Schools, USD 498 Student/s file
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EBC SAFETY AND SECURITY

— Sample Form —

Retype to suit local needs, remove from policy book and file with the clerk and
principals. Form could also be included in staff or student handbooks.

Report to Staff Member USD 498

Pursuant to K.S.A. 72-6143, administrative, professional or paraprofessional
employees of a school who have information that a pupil has engaged in the
following shall report the information and the identity of the student to the su-
perintendent. The superintendent shall investigate the matter and if it is de-
termined the student has been involved in the following, the superintendent shall
provide information, and the identity of the pupil to all employees who are
involved, or likely to be directly involved, in teaching or providing related
services to pupil:

1. Any student who has been expelled for conduct which endangers the safety of
others;

2. Any student who has been expelled for commission of felony type offenses;

3. Any student who has been expelled for possession of a weapon;

4. Any student who has been adjudged to be a juvenile offender and whose of-
fense, if committed by an adult, would constitute a felony, except a felony
theft offense involving no direct threat to human life;

5. Any student who has been tried and convicted as an adult of any felony,
except theft involving no direct threat to human life.

You are notified that , within the past 365 days, has
been expelled, adjudged or convicted for an activity listed above.

School District staff are required by both Federal Law and K.S.A. 72-6311
to protect the right of privacy of any student under the age of 18 and the
student's family regarding personally identifiable records, files, data and
information directly related to the student and his/her family. 1
acknowledge this responsibility and agree that I will disclose the above
information only to other USD 498 employees and officials. Violation of
these privacy rights could include sanctions up to and including ter-
mination.

Administrator or school employee making report
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ECA HIPAA POLICY

HEALTH RECORDS
(Request for Amendment Form)

To: , the (Valley Heights District) privacy official.

From:

Date:

I request that the district make the following amendment to protected health information:

I would like the amendment made for the following reason(s):

k ok sk ok sk ok sk

Note: The reader is encouraged to review policies and/or procedures for related information in
this administrative area.

Implemented: (adopt, date) (Revise Date)
(Valley Heights District)

Adapt regulation for local use, remove from policy book

and distribute as necessary.
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ECA HIPAA POLICY

Adapt regulation for local use, remove from policy book

and distribute as necessary.

NOTICE OF PRIVACY PRACTICES

VALLEY HEIGHTS DISTRICT #498, HEALTH INSURANCE PLAN
(referred to as the “Group Health Plan”, “We” “Our” or “Us” in this document)

This notice describes how Protected Health Information (PHI) about you may be used and how You
can get access to the information.
PLEASE READ IT CAREFULLY.

PHI is individually identifiable information about You. All of the following are examples of PHI:
e demographic information: Your name, address, social security number and date of birth; or
e medical information: relating to Your past, present or future physical or mental health that is
collected/created/received from You, a health care provider, a health plan, employer or health
care clearinghouse; or
e the providing of health care; or
e the past, present or future payment for providing health care to You.

OUR LEGAL DUTY

We are required by applicable federal and state laws to maintain the privacy of Your PHI. We are
also required to give You this notice about Our privacy practices, Our legal duties, and Your rights
concerning Your PHI. We must follow the privacy practices that are described in this notice while it is in
effect. This notice takes effect on April 14, 2004 or the date coverage became effective for You, whichever
is later, and will remain in effect until We replace it.

We reserve the right to change Our privacy practices and the terms of this notice at any time,
provided such changes are permitted by applicable law. We reserve the right to make the changes in Our
privacy practices and the new terms of Our notice effective for all PHI that We maintain, including PHI
We created or received before We made the changes. Before We make a significant change in Our privacy
practices, We will change this notice and send the new notice to Our health plan subscribers at the time of
the change.

You may request a copy of Our notice at any time. For more information about Our privacy
practices, or for additional copies of this notice, please contact Us using the information listed at the end of
this notice.

USES AND DISCLOSURES OF YOUR PHI
We use and disclose PHI about You for treatment, payment and health care operations. For
example:

o Treatment: We may disclose Your PHI to a doctor, hospital or other health care provider on
request when necessary to assist in Your treatment. For example, We might disclose Your PHI to
assist in case managements or precertification activities.

e Payment: We may use and disclose Your PHI to pay claims from doctors, hospitals and other
providers for services delivered to You that are covered by Your health plan. For example, We
might disclose Your PHI to determine Your eligibility for benefits, to coordinate benefits, to
examine medical necessity and to issue explanations of benefits to the person who subscribes to
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ECA HIPAA POLICY

the health plan in which You participate. We may disclose Your PHI to a health care provider or
entity subject to the federal Privacy Rules so they can obtain payment or engage in these payment
activities.

e Health Care Operations: We may use and disclose Your PHI in connection with Our health care
operations. Health care operations include:

o Rating Our risk and determining contributions for Your health plan;

o Quality assessment and improvement activities;

o Reviewing the competence or qualifications of health care professionals, evaluating
practitioner and provider performance, conducting training programs, accreditation,
certification, licensing or credentialing activities

o Medical review, legal services and auditing, including fraud and abuse detection and

compliance;
o Business planning and development; and
o Business management and general administrative activities, including management

activities relating to privacy, customer service, resolution of internal grievances, and
creating de-identified PHI or a limited data set.

We may disclose Your PHI to another entity which has a relationship with You and is subject
to the federal Privacy Rules, for their health care operations relating to quality assessment and
improvement activities, reviewing the competence or qualifications of health care
professionals, or detecting or preventing health care fraud and abuse.

ON YOUR AUTHORIZATION: You may give a written authorization to use Your PHI to disclose it
to anyone for any purpose. If you give us an authorization, You may revoke it in writing at any time.
Your revocation will not affect any use or disclosure permitted by Your authorization while it was in
effect. Unless You give Us a written authorization, We cannot use or disclose Your PHI for any reason
except those described in this notice.

TO YOUR FAMILY AND FRIENDS: We may disclose Your PHI to a family member, friend or other
person to the extent necessary to help with your health care or with payment for your health care. We
may use or disclose your name, location and general condition or death to notify or assist in the
notification of (including identifying or locating) a person involved in your care. Before we disclose
Your PHI to a person involved in Your health care or payment for Your health care, We will provide You
with an opportunity to object to such uses or disclosures. If You are not present, or in the event of Your
incapacity or an emergency, We will disclose Your PHI based on Our professional judgment of whether
the disclosure would be in Your best interest.

UNDERWRITING: We may receive Your PHI for underwriting, premium rating or other activities
relating to the creation, renewal or replacement of a contract of health insurance or health benefits. We
will not use or further disclose this PHI for any other purpose, except as required by law, unless the
contract of health insurance or health benefits is placed with Us. In that case, Our use and Disclosure of
Your PHI will only be as described in this notice.

DISASTER RELIEF: We may use or disclose Your PHI to a public or private entity authorized by law
or by its charter to assist in disaster relief efforts.
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ECA HIPAA POLICY

PUBLIC BENEFIT: We may use or disclose Your PHI as authorized by law for the following purposes
deemed to be in the public interest or benefit:

As required by law;

For public health activities, including disease and vital statistics reporting, child abuse reporting,
FDA oversight, and to employers regarding work-related illness or injury;

To report adult abuse, neglect or domestic violence;

To health oversight agencies;

In response to court and administrative orders and other lawful processes;

To law enforcement officials pursuant to subpoenas and other lawful processes, concerning crime
victims, suspicious deaths, crimes on Our premises, reporting crimes in emergencies and for
purposes of identifying or locating a suspect or other person;

To coroners, medical examiners and funeral directors;

To organ procurement organizations;

To avert a serious threat to health or safety;

In connection with certain research activities;

To the military and to federal officials for lawful intelligence, counterintelligence and national
security activities;

To correctional institutions regarding inmates; and

As authorized by state workers compensation laws.

HEALTH RELATED SERVICES: We may use Your PHI to contact You with information about health-
related benefits and services or about treatment alternatives that may be of interest to You. We may disclose
Your PHI to a business associate to assist Us in these activities. We may use or disclose Your PHI to
encourage You to purchase or use a product or service by face-to-face communication or to provide You
with promotional gifts.

INDIVIDUAL RIGHTS

Access: You have the right to look at or get copies of Your PHI, with limited exceptions. You
may request that We provide copies in a format other than photocopies. We will use the format
You request unless We cannot practicably do so. You must make a request in writing to obtain
access to Your PHI when You make the request as an exercise of Your HIPAA Privacy rights.
Many records are available without making the request as an exercise of HIPAA Privacy rights.
You may obtain a form to request access by using the contact information listed at the end of this
notice. If You request copies, We will charge You a fee for the costs of copying, other supplies
and postage if You want the copies mailed to You and staff time associated with Your request. For
information maintained off-site in archival warehouses or that is not reasonably identifiable and
accessible, We will charge the actual cost of the time and other resources required to make the
information available. If You request an alternative format, We will charge a cost-based fee for
providing Your PHI in that format. If You prefer, We will prepare a summary or an explanation
of Your PHI for a fee. Contact Us using the information listed at the end of this notice for a full
explanation of Our fee structure.

Disclosure Accounting: You have the right to receive a list of instances in which We or Our
business associates disclosed Your PHI for purposes other than for treatment, payment, health care
operations, as authorized by You, and for certain other activities since April 14, 2004 or the date
coverage became effective for You, whichever is later. For example, We would account for Your
PHI or demographic information We disclose during an audit by a government oversight agency
or pursuant to a court order. You must make Your request in writing. We will provide You with
the date on which We made a disclosure, the name of the person or entity to whom We disclosed
Your PHI, a description of the PHI We disclosed, the reason for the disclosure and certain other
information. If You request this accounting more than once in a 12-month period, We may charge
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ECA HIPAA POLICY

You a reasonable, Cost-based, fee for responding to these additional requests. Contact Us using
the information listed at the end of this notice for a full explanation of Our fee structure and how
to make Your request.

e Restriction: You have the right to request that We place additional restrictions on Our use or
disclosure of Your PHI. You must make a request in writing if You wish to request additional
restrictions. You may obtain a form to request additional restriction by using the contact
information listed at the end of this notice. We are not required to agree to these additional
restrictions, but if We do, We will abide by Our agreement (except in an emergency). Both Your
request and any agreement to additional restrictions must be in writing signed by the person making
the request and (for Our agreement) by a person authorized to make such an agreement on Our
behalf. We will not be bound unless Our agreement is so stated in writing.

e Confidential Communications: You have the right to request that We communicate with You about
Your PHI by alternative means or to an alternative location. You must make Your request in
writing, and You must state that the information could endanger You if it is not communicated in
confidence as You request. We must accommodate Your request if it is reasonable, specifies that
alternative means or location and continues to permit Us to collect premiums and pay claims under
Your health plan, including issuance of explanations of benefits to the subscriber of the health plan
in which You participate. An explanation of benefits issued to the subscriber for health care that
You received for which You did not request confidential communications or about the subscriber
or others covered by the health plan in which You participate may contain sufficient information
to reveal that You obtained health care, even though You requested that We communicate with
You about that health care in confidence. Other transactions under the membership may also
detract from the level of confidentiality You might obtain from an alternate communication or
address.

e Amendment: You have the right to request that We amend Your PHI. Your request must be in
writing, and it must explain why the information should be amended. If You need information
about making a request or amendment, contact Us using the contact information listed at the end
of this notice. We may deny Your request if We did not create the information You want amended
and the originator remains available or for certain other reasons. If We deny Your request, We will
provide You a written explanation. You may respond with a statement of disagreement to be
appended to the information You wanted amended. If We accept Your request to amend the
information, We will make reasonable efforts to inform others, including giving people Your name,
of the amendment and to include the changes in any future disclosures of that information.

e Electronic Notice: If You receive this notice on Our web site or by electronic mail (e-mail), You
are entitled to receive this notice in written form. Please contact Us using the information listed at
the end of this notice to obtain this notice in written form.

QUESTIONS AND COMPLAINTS

If You want more information about Our privacy practices or have questions or concerns, please contact
Us using the information listed below. If You are concerned that We may have violated Your privacy
rights, or You disagree with a decision We made about access to Your PHI or in response to a request
You made to amend or restrict the use or disclosure of Your PHI or to have Us communicate with You
by alternative means or at an alternative location, You may complain to Us using the contact
information listed below. You also may submit a written complaint to the U.S. Department of Health
and Human Services. We will provide You with the address to file Your complaint with the U.S.
Department of Health and Human Services upon request. We support Your right to the privacy of Your
PHI. We will not retaliate in any way if You choose to file a complaint with Us or with the U.S.
Department of Health and Human Services.
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ECH PRINTING AND DUPLICATING SERVICES

Copyright Regulations and “fair use” rules for educators.

Suggested Handbook Language

In accordance with school board policy ECH, the following regulations will be observed to
comply with the copyright laws of the United States.

Under the “fair use” doctrine, unauthorized reproduction of copyrighted materials is permissible
for such purposes as criticism, comment, news reporting, teaching, scholarship or research. If duplicating
or altering a product is to fall within the bounds of fair use, these four standards must be met for any of
the purposes:

The Purpose and Character of the Use

The use must be for such purposes as teaching or scholarship and must be nonprofit. Fair use
would probably allow teachers acting on their own to copy small portions of work for the classroom but
would not allow a school system or an institution to do so.

The Nature of the Copyrighted Work

Copying portions of a news article may fall under fair use but not copying from a workbook
designed for a course of study.

The Amount and Substantiality of the Portion Used

Copying the whole of a work cannot be considered fair use; copying a small portion may be. At
the same time, however, extracting a short sequence from a 16mm film may be far different from a short
excerpt from a textbook, because two or three minutes out of a 20-minute film might be the very essence
of that production and thus outside fair use. Under normal circumstances, extracting small amounts out of
an entire work would be fair use, but a quantitative test alone does not suffice.

The Effect of the Use Upon the Potential Market for or Value of the Copyrighted Work

If resulting economic loss to the copyright holder can be shown, even making a single copy of
certain materials is an infringement, and making multiple copies can result in greater penalties.

Prohibited Practice

No one may make multiple copies of a work for classroom use if it has already been copied for
another class in the same institution; make multiple copies of a short poem, article, story, or essay from
the same author more than once in a class term or make multiple copies from the same collective work or
periodical issue more than three times a term; make multiple copies of works more than nine times in the
same class term; make a copy of works to take the place of an anthology; and may not make a copy of

“consumable” materials, such as workbooks.
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ECH PRINTING AND DUPLICATING SERVICES

Permitted Practice

A teacher may make--for use in scholarly research, in teaching or in preparation for teaching a
class--a single copy of the following: a chapter from a book; an article from a periodical or newspaper; a
short story, short essay or short poem (whether or not from a collected work); a chart, graph, diagram,
drawing, cartoons or picture from a book, periodical or newspaper; may make (for classroom use only and
not to exceed one per student in a class) multiple copies of the following: a complete poem (if it has
fewer than 250 words and is printed on not more than two pages), an excerpt from a prose work (if the
excerpt has fewer than 1,000 words or 10 percent of the work, whichever is less) and one chart, graph,
diagram, cartoon or picture per book or periodical.

A library may, for interlibrary-loan purposes, make up to six copies a year of a periodical
published within the last five years, make up to six copies a year of small excerpts from longer works,
make copies of unpublished works for purposes of preservation and security and make copies of out-of-
print works that cannot be obtained at a fair price.

Guidelines for Off-Air Recording of Broadcast Programming for Education Purposes

A broadcast program may be recorded off-air simultaneously with broadcast transmission
(including simultaneous cable retransmission) and retained for a period not to exceed the first 45
consecutive calendar days after date of recording. Upon conclusion of such retention period, all off-air
recordings must be erased or destroyed immediately.

Off-air recordings may be used once by individual teachers in the course of relevant teaching
activities and repeated once, only when instructional reinforcement is necessary, in classrooms and
similar places devoted to instruction within a single building, cluster or campus, as well as in the homes
of students receiving formalized home instruction, during the first 10 consecutive school days in the 45
calendar day retention period. “School days” are school session days--not counting weekends, holidays,
vacations, examination periods or other scheduled interruptions--within the 45 calendar day retention
period.

Off-air recordings may be made only at the request of and used by individual teachers and may
not be regularly recorded in anticipation of requests. No broadcast program may be recorded off-air more
than once at the request of the same teacher, regardless of the number of times the program may be
broadcast.

A limited number of copies may be reproduced from each off-air recording to meet the
legitimate needs of teachers under these guidelines. Each such additional copy shall be subject to all
provisions governing the original recordings.

After the first 10 consecutive school days, off-air recordings may be used up to the end of the 45
calendar day retention period only for evaluation purposes by the teacher, i.e., to determine whether or not
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ECH PRINTING AND DUPLICATING SERVICES

to include the broad-cast program in the teaching curriculum. They may not be used for student
exhibition or any other nonevaluation purpose without authorization.

Off-air recordings need not be used in their entirety, but the recorded programs may not be
altered from their original content. Off-air recordings may not be physically or electronically combined
or merged to constitute teaching anthologies or compilations.

All copies of off-air recordings must include the copyright notice on the broadcast programs as
recorded.

Computer Software

District employees may make a back-up copy of computer programs as permitted by current
Federal Law. Back-up copies may be used for archival purposes only and all archival copies shall be
destroyed in the event that continued possession of the computer program should cease to be rightful.

When software is used on a disk-sharing system, efforts shall be made to secure this software
from copying.

Illegal copies of copyrighted programs shall not be made or used on school equipment.

Approved by Board of Education: Date
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GAAF ESI DOCUMENTATION FORM

— Sample Form -

Retype to suit local needs, remove from policy book and file with the clerk and
principals. Form could also be included in staff handbooks.

Report to Local Law Enforcement

USD 498

Pursuant to Kansas law, the administrator or other school employee whose
signature appears below is reporting the following crimes:

Briefly describe each incident and the person/s involved in a misdemeanor or felony behavior at school, on
school property, or at a school activity.

Date School/Location | Person/s Involved Brief Description of
bullying incident/s.

School Districts are required by Federal Law and K.S.A. 72-6311 to protect the
privacy rights of students under the age of 18.

Administrator or other school employee

c/superintendent, USD 498; c/employee’s file
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GAAF ESI DOCUMENTATION FORM

EMERGENCY SAFETY INTERVENTION DOCUMENTATION

Date:

Dear:

The purpose of this letter is to inform you that on , at (a.m./p.m.)
(date) (time)
the need for the use of an Emergency Safety Intervention was required for

(name of student)

K.A.R. 91-42-1 through 92-42-7 provide that emergency safety intervention
(hereafter “ESI”) is defined to include the use of seclusion or physical restraint
but not the use of time-out or physical escort. Whenever an ESI is used, the
parent(s)/guardian(s) must be informed of the use the day it happens. This notice
requirement is deemed satisfied if the school attempts at least two methods of
contact to reach the parent or guardian. By the day following the ESI use, written
notification of the following shall be provided to the parent or guardian.

Type of ESI used: Seclusion Restraint
Duration of seclusion/restraint: (minutes) Location:

Name of staff member(s) who participated in or supervised the ESI:

Did the student have an Individualized Education Program (“IEP”), Section 504 Plan, or a Behavior
Intervention Plan at the time of the incident? If so, specify which:

Description of events leading up to the incident:

Student behaviors necessitating the ESI:

Steps taken to transition the student back into the educational setting:
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Parents or guardians of the above-named student are invited and strongly encouraged to schedule a
meeting to discuss the ESI and how to prevent future ESI use. Please contact the following staff member
at the email address and/or phone number listed below to schedule such a meeting or if you have any
questions regarding this use of ESI.

(Staff Member Name)

(Staff Member Email Address)

(Staff Member Phone Number)

(Signature of person completing report) (Date)

*Parent(s)/guardian(s) notified of this incident on by

Please feel free to provide feedback or comments concerning this ESI use below and email or deliver them to the
staff member specified above.

*Original provided to Building Principal
*Copy provided to (Parents/Guardians, Administrative Office)

KASB Recommended — 6/22
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GACC RECRUITMENT AND HIRING

REMOVE FROM POLICY AND FILE WITH THE CLERK

APPLICANT JOB APPLICATION ACKNOWLEDGMENTS

The following statements should be included on all job applications:

I certify that all the information provided by me in this application is true and complete. I
understand that any misstatement, falsification, or omission of information is grounds for

refusal to hire or, if I am hired and the same is discovered thereafter, termination.

I authorize any of the persons or organizations referenced in this application to give you any
and all information concerning my previous employment, education, or any other
information, personal or otherwise, with regard to any of the subjects covered by this
application, and I release all such parties from all liability for any damages that may result

from furnishing such information to you. I authorize any background checks by any third

party.

I authorize you to request, receive, and verify all information given on this application and I

release you from all damages that may result from your doing so.

I authorize you to conduct a criminal background investigation using any and all methods
necessary to successfully complete such investigation, and I release you from all liability for

any damages that may result from your doing so.

Signature of Applicant Date
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GACD EMPLOYMENT ELIGIBILITY VERIFICATION

Remove from Policy and File with the Clerk for reference

Documents That Establish Identity (Policy GACD)

To establish employment eligibility only, a person must present a document such
as a Social Security card, a U.S. birth certificate, or one of the other documents
listed.

For individuals 18 years of age or older:

e Driver’s license or ID card issued by a state or outlying possession of the
United States, provided it contains a photograph or information such as
name, date of birth, gender, height, eye color and address

e ID card issued by federal, state or local government agencies or entities,
provided it contains a photograph or information such as name, date of
birth, gender, height, eye color and address

e School ID card with a photograph

e Voter’s registration card

e U.S. military card or draft record

e Military dependent’s ID card

e U.S. Coast Guard Merchant Mariner Card

e Native American tribal document

e Driver’s license issued by a Canadian government authority

e For persons under age 18 who are unable to present a document listed above:

e Form M-274 (Rev. 11/01/2007)

e School record or report card

e C(Clinic, doctor or hospital record
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e Day-care or nursery school record
If a person is unable to present the required document(s) within three business

days of the date employment begins, he or she must present (within 3 business
days) a receipt*. The person then must present the actual document when the

receipt period ends. The person must have indicated on or before the time
employment began, that he or she is already eligible to be employed in the
United States. Receipts showing that a person has applied for an initial grant of
employment authorization, or for renewal of employment authorization, are not

acceptable.

* Check the link in the policy for more details. In some cases, persons
seeking work can apply for a document and present a receipt to the
employer that shows they have applied for a required document.

Approved by board of education:
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GAK PERSONNEL RECORDS

Request to Release Personnel Records
(re: USD 498 Policy GAK)

To: : (Superintendent/records custodian: USD 498)

From: (Employee or former employee)

I hereby request that my personnel records be copied and released to:

(Name of Organization/Official to whom records are to be sent)

Signed:

Date:

By requesting this release of my personnel records, I understand the administration may release the
following information:

my employment date(s);

my job description and duties while in the district’s employ;

my last salary or wage;

my wage history;

whether I was voluntarily or involuntarily released from service
and the reasons for the separation;

e written employee evaluations, which were conducted prior to my
separation from USD498

c¢c/USD files
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GAOD STUDENT TRANSPORTATION DISCLOSURE FORM

Student Transportation Disclosure

K.A.R. 91-38-6 requires each prospective school transportation provider to sign a statement
concerning their criminal and driving record histories. '"School transportation provider" is defined
in K.A.R. 91-38-1 as "either a school bus driver or a school passenger vehicle driver."

The following are required disclosures pursuant to this regulation.
1. Have you been convicted in any state or federal court within the last ten years of any felony

involving another person or any crime involving a child?
If so, please explain:

2. Within the last ten years, have you been convicted in any state of any of the following major
traffic violations? If the answer is "yes" to any of the below listed violations, please identify the
violation(s) and provide explanation for the circumstances below.

(A) Hit-and-run driving;

(B) driving while under the influence of alcohol or drugs;

(C) vehicular homicide;

(D) reckless driving; or

(E) any offense for which the driver’s license was suspended or revoked pursuant to
K.S.A. 8-254 and 8-255 and amendments thereto.

*For the purposes of this disclosure, a "conviction" means entering a plea of guilty or nolo
contendre, a finding of guilty by a court or jury, or forfeiture of bond.

I attest that my above responses are truthful and accurate. I acknowledge that any
disclosures given above may affect the district's ability to allow me to transport students, regardless
of whether provision of student transport is identified as a required job duty or is simply incidental
to my school employment or sponsorship of or attendance at school-related activities.

I hereby authorize USD 498 to obtain my driving record through a local law enforcement
agency; the Kansas Department of Revenue, Division of Vehicles in accordance with K.S.A. 74-

2012; and/or through law enforcement agencies in any other states wherein I have such a record.

Signed:

Signature of USD Employee or Applicant for Employment Date

Printed Name of Employee or Applicant for Employment
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GARA BLOODBORNE PATHOGEN PLAN

SAMPLE
EXPOSURE CONTROL PLAN

FOR BLOODBORNE PATHOGENS IN
U.S.D. NO. ) COUNTY, KANSAS

INTRODUCTION

In late 1991, the Occupational Safety and Health Administration issued safety standard regulations for the handling
of bloodborne pathogens by entities subject to its control. Although public entities in the State of Kansas are not
subject to OSHA, state statutes gave the Kansas Department of Human Resources the authority to inspect public
entities, such as school districts, for safety. In the spring of 1992, KDHR announced that it would apply the OSHA
standard for bloodborne pathogens to public entities in the State of Kansas. Although the KDHR is no longer in
existence, this Exposure Control Plan will be implemented in U.S.D. No.  to achieve compliance with the prior
state directive and is considered best practice procedure to help protect our staff and students in the school setting.

EXPOSURE DETERMINATION

For purposes of this plan "occupational exposure" means reasonably anticipated skin, eye, mucous membrane, or
parenteral (piercing mucous membranes or the skin barrier through needle sticks, human bites, cuts, abrasions, etc.)
contact with blood or other potentially infectious materials (OPIMs) that may result from the performance of the
employee's duties. OPIMs include body fluids such as semen, vaginal secretions, respiratory discharge, tears, vomitus,
urine, feces, saliva in dental procedures, etc. For purposes of this plan, employees of the district, by job classifications
have been divided into three categories:

Category |

All employees in the following job classifications at U.S.D. No. have occupational exposure:

[The district here should fill in all job classifications in which occupational exposure will occur. Custodians,
school nurses, athletic trainers, coaches, and special education teachers or paraprofessionals who work with
exceptional children who are at high risk for Hepatitis B are likely to fall in this category.]

Category 11

Some employees in the following job classifications in U.S.D. No. may have an occasional occupational
exposure:
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[Fill in all job classifications in which occupational exposure may occur for some employees within the
classification. Teachers, teacher aides, some paraprofessionals, and persons who occasionally render first aid
are likely to fall in this category.]

Category 111
Some employees in U.S.D. No. are unlikely to have occupational exposure. Their job classifications include:

[Fill in all job classifications in which exposure is unlikely. Central office administrators and clerical personnel
are likely to fall within this category.]

The following is a list of tasks and procedures or groups of closely related tasks and procedures in the school district

in which occupational exposure occurs or is likely to occur, and by which employees in which job classifications such
tasks are performed.

TASK OR PROCEDURE JOB CLASSIFICATION
Cleaning and bandaging scrapes, Teachers, teacher-aides, school cuts or abrasions nurse, coaches, athletic trainers
Cleaning vomitus from the floor Custodians
[The district should consider all situations in which employees may be exposed to blood or OPIMs, and include
a comprehensive list in this portion of the control plan. The preceding are only examples of the types of tasks
which should be included.]
IMPLEMENTATION SCHEDULE AND METHODOLOGY
METHODS OF COMPLIANCE
"Universal Precautions" is an approach to infection control. According to the concept of Universal Precautions, all
human blood and certain human body fluids are treated as if known to be infectious for Human Immunodeficiency
Virus (HIV) or Hepatitis B Virus (HBV). Universal Precautions shall be observed in U.S.D. No. to prevent
contact with blood and OPIMs.
ENGINEERING AND WORK PRACTICE CONTROLS

Engineering and work practice controls will be used to eliminate or minimize all employee exposure. Where exposure
potential remains, personal protective equipment shall also be used.

ENGINEERING CONTROLS

Engineering controls are controls which isolate or remove the bloodborne pathogen hazard from the workplace. The
following engineering controls will be used in the district:

The district will maintain appropriate containers for the disposal of needles or sharps in the following areas:

[List any area where a person may use a needle for injection, e.g., injections of insulin for a student or
employee. The district may want to limit the areas in which such injections will be allowed to the nurse's
office or other central area in the building.]

The district will maintain appropriate receptacles for the deposit of contaminated clothing, protective clothing, and
other articles.

Engineering controls will be examined, maintained, or replaced on a regularly scheduled basis.
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CONTROL INSPECTED BYTIMELINE
Sharps disposal School nurse Monthly
containers

Receptacles Custodian Daily

[List any engineering controls the district will use and the schedule for their inspection. The preceding are
examples of the types of controls which should be included.

WORK PRACTICE CONTROLS

Work practice controls are those controls that reduce the likelihood of an exposure by altering the manner in which
the task is performed.

The following work practice controls apply in U.S.D. No. :

Contaminated needles will not be bent, recapped or removed and will be disposed of in appropriately labeled
containers.

Eating, drinking, smoking, applying cosmetics, applying lip balm and the handling of contact lenses is prohibited in
areas where there is a reasonable likelihood of occupational exposure.

Food and drink cannot be kept in any area where blood or OPIMs are present.
Procedures involving blood or OPIMs will be performed in a manner to minimize splashing, spraying, or spattering.
Mouth suctioning of blood or OPIMs is prohibited.

Specimens of blood or OPIMs should not be brought to or taken in the school. If specimens of blood or OPIMs are
present in the school they should be in leakproof containers, appropriately labeled, and closed prior to storing or
transporting.

Equipment which may become contaminated with blood or OPIMs shall be decontaminated, or appropriately labeled,
as soon as is feasible after the contamination occurs. Affected employees and, if necessary, outside servicing agents,
will be informed of the contamination of the equipment prior to any handling, servicing or shipping of the equipment.

HANDWASHING FACILITIES

Handwashing facilities are provided for all students and employees of the district. Because washing one's hands with
soap and running water is one of the most effective ways to prevent the spread of disease through blood or OPIMs,
employees shall wash their hands with soap and water whenever exposure occurs. Although handwashing may be
advisable in other situations, employees must thoroughly wash their hands, or any other exposed or contaminated skin
with soap and water in these situations:

1. Immediately after the removal of gloves or other personal protective equipment.

2. Following contact of hands or other skin with blood or OPIMs.
In some situations, such as on athletic facilities or field trips, handwashing facilities may not be available. In this case,
the person in charge of the event (football coach, teacher who is taking the class on a field trip, etc.) shall ensure that

antiseptic towelettes are available for use. Antiseptic towelettes which may be used for this purpose are stored (place
of storage) and may be obtained through (name of person to contact). Whenever an employee uses an antiseptic
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towelette, the employee shall thoroughly wash his or her hands with soap and water as soon as it is feasible to get to
a handwashing facility.

PERSONAL PROTECTIVE EQUIPMENT

It shall be the responsibility of each building principal to ensure that appropriate personal protective equipment is
available and readily accessible for each employee's use at no cost to the employee. The principal shall also ensure
that all employees use personal protective equipment when there is occupational exposure. In the event that an
employee, exercising his or her personal judgment, fails to use protective equipment, the circumstances will be
investigated and documented in order to determine whether changes can be instituted to prevent future occurrences.

It shall be the responsibility of any employee who uses personal protective equipment to place the equipment in the
appropriately designated receptacle for storage, washing, decontamination or disposal after its use. These receptacles
are located (place where the receptacles are located). The school district shall be responsible for storing, cleaning,
laundering, decontaminating, repairing, replacing or disposing of such equipment.

All personal protective equipment which is penetrated by blood or OPIMs should be removed as soon as is feasible
and placed in the appropriate receptacle.

Personal protective equipment is stored (place of storage). The equipment may be checked out or obtained for use by
contacting (name of the person to contact). The following personal protective equipment is available in the district
for use by its employees:

Gloves. Gloves shall be worn by any employee when it is reasonably anticipated that there will be hand contact with
blood, OPIMs, mucous membranes or non-intact skin. Gloves shall also be worn when handling or touching
contaminated items or surfaces.

Disposable (single use) gloves are available for employee use in situations where such use is warranted or directed.
These gloves should be deposited by the employee in the appropriate container for disposal immediately following
their use. Handwashing after removing the gloves is required.

Utility gloves are assigned to some employees. These gloves may be decontaminated for reuse, and should be
deposited in the appropriate container for washing of decontamination. Any employee to whom utility gloves are
assigned shall be responsible for regularly inspecting these gloves for punctures, cracking or deterioration. The
employee shall dispose of such gloves when their ability to function as a barrier is compromised. The employee shall
report the disposal of the gloves to __(name)  who shall ensure that a new pair of utility gloves is assigned to the
employee.

Masks, eye protection, and face shields. This type of protective equipment shall be worn whenever splashes, spray,
splatter or droplets of blood or OPIMs may be generated and eye, nose or mouth contamination can be reasonably
anticipated.

Gowns, lab coats, aprons, and other protective body clothing. This type of protective clothing shall be worn in
occupational exposure situations. The type of protective clothing necessary will depend on the degree of exposure,

and shall be left to the employee's judgment.

HOUSEKEEPING

It shall be the responsibility of (name(s) of person responsible) to see that each worksite and building in the district is
maintained in a clean and sanitary condition.
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All equipment and environmental and working surfaces shall be cleaned and decontaminated with an appropriate
disinfectant as soon as feasible after contact with blood of OPIMs.

Protective coverings used to cover equipment and environmental surfaces shall be removed and decontaminated or
replaced as soon as feasible when they become overtly contaminated.

All bins, pails, cans, and waste paper baskets shall be inspected, cleaned, and decontaminated on a regularly scheduled
basis, or as soon as feasible upon visible contamination.

Broken glassware shall not be picked up by hand, but by using a broom and dustpan, tongs, vacuum cleaner or other
mechanical means.

The following cleaning schedule and method of decontamination will be implemented in the district:
AREA SCHEDULED CLEANING METHOD

[The cleaning schedule for all worksites and areas in the district's buildings should be listed here. The method
by which the areas will be decontaminated (e.g., disinfectant) should also be listed.]

All contaminated and regulated waste will be disposed of in compliance with state and federal regulations.

LAUNDRY

The school district will use Universal Precautions with all soiled or contaminated laundry. Any contaminated items
which can be laundered will be bagged at the site of the contamination and handled as little as possible. If the items
are wet, leakproof bags or containers shall be used. Such items shall not be sorted or rinsed at the site of the
contamination. The bags shall be deposited in the appropriately labeled receptacle in the building.

Any employee who comes into contact with contaminated items or laundry shall wear gloves and other personal
protective equipment as deemed necessary or appropriate.

[If the district uses a laundry service which does not use Universal Precautions the following sentences should be
added: Any contaminated laundry will be transported in red or appropriately labeled leakproof bags. The district will
provide the laundry service with a copy of the OSHA bloodborne pathogen standard. ]

HEPATITIS B VACCINATION

The School District will make the Hepatitis B vaccine and vaccination series available to any employee of the district
who has occupational exposure and falls within Category I of the exposure determination. In light of the OSHA
directive in early July, 1992, indicating that persons who render first aid only as a collateral duty, responding solely
to injuries resulting from work place incidents, generally at the location where the injury occurred may be offered
post-exposure vaccination rather than pre-exposure vaccination, the district will make the Hepatitis B vaccine and
vaccination series available to employees in categories II and III within 24 hours of possible exposure to HBV.

The Hepatitis B vaccination and any medical evaluation required before the vaccine can be administered will be
provided to the employee at no cost. No employee shall be required to participate in a prescreening program as a
prerequisite for receiving the Hepatitis B vaccination. The vaccine will be offered after the employee has received
training on bloodborne pathogens and within 10 working days of an employee's initial assignment to work involving
the potential for occupational exposure, unless the employee has previously been vaccinated, antibody testing has
revealed that the employee is immune, or the vaccine is contradicted for medical reasons.

Employees who decline the Hepatitis B vaccine will sign a waiver form as required by Appendix A of the OSHA
standard. (A copy of the required waiver form is attached to this plan.) (Name of person) shall be responsible for
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assuring that the vaccine is offered, and that the necessary waiver is signed and appropriately filed for any employee
who declines to accept the Hepatitis B vaccination which was offered.

Any employee who initially declines the Hepatitis B vaccination may later request the vaccination. The district will
provide the vaccination for the employee at that time.

(Name of physician or health care professional) will administer the vaccine to employees of the district at (name of
clinic, office, or hospital). [The district should determine how and where the vaccine will be administered and fill in
the details here after consulting with the local physician who will be administering the vaccine. Because the district
is responsible for paying for the vaccine, you may want to have an administrator in the district arrange appointments
for the employees. ]

Although booster doses of Hepatitis B vaccine are not currently recommended by the U.S. Public Health Service, if
such booster doses are recommended in the future, the district will make the booster doses available at no cost to all
employees who have occupational exposure.

REPORTING PROCEDURES FOR FIRST AID INCIDENTS

Whenever an employee in category II or 111 is involved in a first aid incident which results in potential exposure, the
employee shall report the incident to _ (name) before the end of the work shift during which the incident occurred.
The employee must provide _ (name) with the names of all first aid providers involved in the incident, a description
of the circumstances of the accident, the date and time of the incident, and a determination of whether an exposure
incident, as defined in the OSHA standard and this policy, has occurred. The information shall be reduced to writing
by _ (name) and maintained in the first aid incident report file. The district will maintain a list of such first aid
incidents which will be readily available to all employees and provided to applicable investigatory government
agencies upon request. Any employee who renders first aid or other assistance in any situation involving the presence
of blood or OPIMs, regardless of whether or not a specific exposure incident occurs, will be offered the full Hepatitis
B immunization series as soon as possible, but in no event later than 24 hours after the incident occurs. If an exposure
incident has occurred, other post-exposure evaluation and follow-up procedures will be initiated as well.

POST-EXPOSURE EVALUATION AND FOLLOW-UP

An exposure incident occurs when there is specific mucous membrane, non-intact skin or parenteral contact with blood
or OPIMs. Whenever an employee has an exposure incident in the performance of his or her duties, an opportunity
for a confidential post-exposure evaluation and follow-up will be provided to the employee at the expense of the
district.

Post-exposure evaluation and follow-up shall be performed by (name(s) of physician(s) or other qualified licensed
health care professional(s)) at (name of place(s)) according to recommendations of the U.S. Public Health Service
current at the time these evaluations and procedures take place. The district will make sure that any laboratory tests
required by the evaluation or follow-up procedures are conducted at an accredited laboratory at no cost to the
employee.

Whenever an exposure incident occurs, the exposed employee shall report the incident to _ (name) , who will explain
to the employee his or her right to a post-exposure evaluation and follow-up. If the employee desires an evaluation,
(name) will contact (name of person who will do the evaluation) as soon as feasible to arrange for the post-exposure
evaluation for the employee.

A post-exposure evaluation and follow-up will include the following elements:

1. Documentation of the circumstances under which the exposure incident occurred, including the route(s) of the
employee's exposure.
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2. Identification and documentation of the source individual whose blood or OPIMs caused the exposure, unless
identification is infeasible or prohibited by law.

3. Unless the source individual is known to be infected with HBV or HIV, the school district through_ (name) will
seek the consent of the source individual for blood testing for HBV or HIV. Failure to obtain consent will be
documented by the district.

4. If the source individual consents, results of the source individual's blood testing will be made available to the
exposed employee, along with information on laws concerning the disclosure of the identity and infectious status of
the source individual.

5. Ifthe exposed employee consents, blood testing of his or her blood will be completed as soon as possible. If the
employee consents to baseline blood collection, but not to HIV serologic testing, the blood sample will be retained for
90 days. The employee may request testing of the sample at any time during the 90-day period.

6. The exposed employee will be offered post-exposure prophylaxis in accordance with current recommendations
of the U.S. Public Health Service. These recommendations are currently as follows: If the source individual has
AIDS, is HIV positive, or refuses to be tested, the employee should be counseled regarding the risk of infection and
evaluated clinically and serologically for evidence of HIV infection as soon as possible after the exposure. The
employee should be advised to report and seek medical evaluation for any acute febrile illness that occurs within 12
weeks after the exposure. Retesting on a periodic basis may be necessary. During this follow-up period, especially
the first 6-12 weeks after exposure, the employee should follow recommendations for preventing the transmission of
the virus.

7. The exposed employee will be offered counseling concerning precautions to take during the period after the
exposure incident. The employee will also be given information on what potential illnesses to be alert for and to report
any related experiences to appropriate personnel. Reports should be made to _ (name) .

WORKING WITH THE HEALTH CARE PROFESSIONAL

(Name of responsible person) will provide (name of physician(s) or licensed health care professional(s)) with a copy
of the OSHA regulation governing bloodborne pathogens, and ensure that (name of physician(s) or licensed health
care professional(s)) are provided with: a description of the employee's duties as they relate to the exposure incident,
documentation of the circumstances under which the exposure incident occurred, results of the source individual's
blood test (if available), and all medical records which the district is required to maintain which are relevant to the
appropriate treatment of the employee, including the employee's vaccination status.

WRITTEN OPINION OF THE HEALTH CARE PROFESSIONAL

Following post-exposure evaluation, the health care professional shall provide the school district with a copy of his or
her written opinion within 15 days after the completion of the evaluation. This opinion shall include:

1. An opinion on whether Hepatitis B vaccination is indicated for the employee, and if the employee has received
the vaccination.

2. A statement that the employee has been informed of the results of the evaluation and about any medical conditions
resulting from exposure to blood or OPIMs which require further evaluation or treatment.

All other findings or diagnoses shall remain confidential between the employee and the health care provider and shall
not be included in the written opinion.
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COMMUNICATION OF HAZARDS TO EMPLOYEES
LABELING

Any container which contains used needles, blood or OPIMs in the district shall be appropriately labeled with a
"BIOHAZARD" label, or shall be red in color. All "BIOHAZARD" labels will have a fluorescent orange or orange-
red background and have the biohazard symbol and the word "BIOHAZARD" in a contrasting color.

Any receptacle used for the disposal or deposit of contaminated materials for laundering or discard will be red in color,
appropriately labeled or lined with red bags.

Any equipment which is contaminated will be appropriately labeled.
TRAINING

A training program on bloodborne pathogens will be provided for all employees with occupational exposure. Training
will be provided during working hours, and at no cost to the employee. Attendance at training sessions is mandatory.

Initial training will be provided for all employees within 60 days after the adoption of this exposure control plan.
Thereafter an employee will be provided with training at the time of initial assignment to tasks where occupational
exposure may occur. Annual training for all employees will be provided within one year of their previous training.
Additional training will be provided if changes in an employee's assignments affect the employee's occupational
exposure.

The training program will be conducted by a person who is knowledgeable in the subject matter covered by the
elements contained in the training program as it relates to the workplace that the training will address, and presented
in a manner which is understandable for all employees.

The training program will contain, at a minimum, the following elements: (1) A copy of the OSHA standard and
explanation of its contents; (2) A general explanation of the epidemiology and symptoms of bloodborne diseases; (3)
An explanation of the modes of transmission of bloodborne pathogens; (4) An explanation of the exposure control
plan and information on how the employee may obtain a copy of the plan; (5) An explanation of the appropriate
methods for recognizing tasks and other activities that may involve exposure to blood and OPIMs; (6) An explanation
of the use and limitations of methods, such as engineering controls, work practices, and personal protective equipment,
that will prevent or reduce exposure; (7) Information on the Hepatitis B vaccine, including information on its efficacy,
safety, method of administration, benefits, and the conditions under which it is offered, free of charge, to employees;
(8) Information on the appropriate actions to take and the persons to contact in an emergency involving blood or
OPIMs; (9) An explanation of the procedure to follow if an exposure incident occurs, including the method of reporting
and the medical follow-up that will be made available at no charge; (10) Information on the post-exposure evaluation
and follow-up following an exposure incident; (11) An explanation of labeling and color coding; and (12) An
opportunity for questioning the person conducting the training session.

RECORDKEEPING
MEDICAL RECORDS

The school district will establish and maintain a confidential medical record for each employee with occupational
exposure. This record will include: (1) the name and social security number of the employee; (2) a copy of the
employee's Hepatitis B vaccination status, including the dates the vaccination was given, any medical records relative
to the employee's ability to receive the vaccination, or the employee's signed waiver; (3) a copy of all results of
examinations, medical testing, and follow-up procedures; (4) a copy of the health care professional's written opinion
following post-exposure evaluation and follow-up; and (5) a copy of any information provided to the health care
professional under the evaluation and follow-up procedures.
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The medical records of employees maintained under this policy will be kept confidential and will not be disclosed to
any person, except as required by law, without the employee's express written consent. Medical records required
under this plan will be maintained for the duration of the employee's employment, and for thirty years thereafter.

TRAINING RECORDS

The school district will maintain records of all training sessions offered to employees under this plan. Such records
will include: The dates of the training session; a summary of the contents of the session; the name(s) and qualifications
of the persons conducting the training; and the names and job titles of all persons attending the training sessions.
Training records will be kept for at least three years from the date on which the training occurred. Employee training
records will be made available for inspection to employees, anyone having the written consent of the affected
employee, and to applicable investigatory government agencies upon request.

ACCESSIBILITY AND REVIEW

A copy of this Exposure Control Plan will be accessible to all employees of the district in the central office of each
building in the district. Any employee will be provided with a copy of the plan at no cost upon request. A copy of
this plan will also be made available to applicable investigatory government agencies upon request.

This Exposure Control Plan will be reviewed and updated at least annually, or whenever necessary to reflect new or
modified tasks and procedures which affect occupational exposure, or to reflect new or revised employee positions
with occupational exposure. _ (Name) shall be responsible for scheduling the annual review of this plan.
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ATTACHMENT #1

HEPATITIS B VACCINE DECLINATION FORM

Iunderstand that due to my occupational exposure to blood or other potentially
infectious materials I may be a risk of acquiring hepatitis B virus (HBV)
infection. I have been given the opportunity to be vaccinated with hepatitis B
vaccine, at no charge to myself. However, I decline hepatitis B vaccination at
this time. I understand that by declining this vaccine, I continue to be at risk
of acquiring hepatitis B, a serious disease. If in the future I continue to have
occupational exposure to blood or other potentially infectious materials and 1
want to be vaccinated with hepatitis B vaccine, I can receive the vaccination
series at no charge to me.

Date Signature of Employee

[NOTE: This waiver form is Appendix A to the OSHA standard. It must be
signed in this form by any employee who has occupational exposure and who
declines the vaccination after receiving training on the vaccination. If an
employee decides to decline the vaccination, this form should be filed in the
employee's medical record.]
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ATTACHMENT #2

3.

FIRST AID INCIDENT REPORT

Date and time of the first aid incident:

Names of all first aid providers:

Description of the accident or incident, and the circumstances surrounding it, which resulted in the need for

first aid procedures:

4. Did an exposure incident occur? YES or NO

a) (An exposure incident occurs when there is specific mucous membrane, non-intact skin or parenteral contact
with blood or other potentially infectious materials. Parenteral contact means the piercing of mucous
membranes or the skin barrier through needlesticks, human bites, cuts, abrasions, etc.)

5. Post-exposure evaluation and follow-up (were) (were not) offered.

a) [If the affected employee believes that an exposure incident has occurred, the employee should be offered
post-exposure evaluation and follow-up and the post-exposure evaluation and follow-up form should also be
completed.]

6. The affected employee was offered the full Hepatitis B immunization series at (fill in time and date)

a) [NOTE: The Hepatitis B vaccine must be offered as soon as possible, but in no event later than 24 hours
after the incident occurs. The vaccine must be offered whenever a first aid incident occurs, whether or not
an exposure incident has occurred.]

Date and time of the report Signature of responsible person

[This report will be filed in the employee's medical record. A copy of the report will be filed in the first aid incident
report file.]
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ATTACHMENT #3

POST-EXPOSURE EVALUATION AND FOLLOW-UP REPORT

1. Name of the employee who had an exposure incident.

2. Date, time, and place of the exposure incident.

3. A description of the circumstances under which the exposure incident occurred:

4. A description of the route(s) of the employee's exposure:

5. Information on the source individual:
a) The identity of the source individual (is) (is not) known. [If the answer is "is not" go to question 6.]
b) The source individual (is) (is not) known to be infected with HBV or HIV. [If the answer is "is" go

to question 6.]

c) The school district, through _ (name) sought the consent of the source individual to blood testing.

The source individual (did) (did not) consent to blood testing. [If the answer is "did not" go to
question 6.]

d) The source individual (did) (did not) consent to having the results of the blood test released to the
school district and to the affected employee.:: {If the answer is “did not” go to question 6. If the
answer is “did” the affected employee and any employee who receives the information on behalf of
the district should be instructed that such information must be kept confidential pursuant to Kansas
law.]

e) (Name of responsible employee) made the results of the source individual’s blood test available to
the affected employee on (date).

6. (Exposed employee) was informed of his/her right to post-exposure evaluation and follow-up by (responsible
employee) on (date). (Exposed employee) was informed that (name of health care professional) would perform the
evaluation at (name of health care facility), at the expense of the district, and that ( responsible employee) would
arrange an appointment for the evaluation. (Exposed employee) (declined) (accepted) the offer and the appointment
(was) (was not) made.

7. (Responsible employee) offered (exposed employee) post-exposure prophylaxis in accordance with current
recommendations of the U.S. Public Health Service on (date).

8. (Responsible employee) offered (exposed employee) counseling with (name of nurse, physician or counselor)
concerning precautions to take during the period after the exposure incident. Such counseling also included
information on potential illnesses. (Exposed employee) was instructed to report any related experiences to
(responsible employee).

Date of report Signature of Responsible Employee

[This report will be filed in the employee's medical record. A copy of this report will be provided to the health care
professional doing the evaluation along with a copy of the OSHA regulation, a description of the employee's duties as
they relate to the exposure incident, the result of the source individual's blood test, if available, and a copy of the
employee's medical record.]
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GARA BLOODBORNE PATHOGEN PLAN

ATTACHMENT #4

DOCUMENTATION OF TRAINING

1 Date of training session.
2 Place that training was offered.

3 Summary of the contents of the training session: [In lieu of summarizing the materials the district may attach the
materials to the training report. ]

4 Names and job titles of all persons attending the training session.

[This report should be filed in the training file, and kept for at least three years after the training session occurs. ]
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GARI FAMILY AND MEDICAL LEAVE PLAN

(Remove this page from the policy book)
SAMPLE: FAMILY AND MEDICAL LEAVE PLAN

Family and medical leave as required by federal law shall be granted for a
period of up to 12 weeks during a 12-month period. For purposes of this policy,
a 12-month period shall be defined as a fiscal year beginning on July 1 and ending
the following June 30. Spouses employed by the district may only take an
aggregate of 12 weeks of leave for the birth or adoption of a child within a 12-
month period.

Leave is available for the following:

(1) the birth of a son or daughter of the employee and to care for the newborn
child;

(2) the placement of a son or daughter with the employee for adoption or foster
care and to care for the newly placed child;

(3) to allow the employee to care for the employee's spouse, son, daughter, or
parent with a serious health condition;

(4) a serious health condition of the employee that makes the employee unable to
perform the functions of his or her job;

(5) any qualifying exigency arising out of the fact that the employee's spouse,
son, daughter, or parent is a covered military member on active duty (or has been
notified of an impending call or order to achieve active duty) in support of a
contingency operation; and

(6) the need to care for a covered service member with a serious injury or illness
if the employee is the spouse, son, daughter, parent, or next of kin of the service
member Eligible employees are, for reason (6) only, entitled to a combined total
of 26 workweeks of leave during a 12-month period.

(Leave for reason 1 or 2 must be taken within 12 months of the date of birth or
placement of the child.)

This leave shall normally be unpaid leave. However, if the employee has
any paid vacation, personal, or sick leave that is available for use because of the
reason for the leave, the paid leave shall be used first and counted toward the
annual family and medical leave. The superintendent will notify the employee of
the beginning date of family and medical leave and the amount of the employee’s
accrued paid leave designated as family and medical leave.

The employee is eligible for family and medical leave if he or she has been
employed by the district for at least 12 months and has worked at least 1,250
hours during the 12-month period immediately preceding the commencement of
the FMLA leave.

During the period of any unpaid family and medical leave, the board shall
continue to pay the employer's share of the cost of group health benefits in the
same manner as paid immediately prior to the leave. Any employee portion of the
cost shall be paid by the employee to the clerk of the board on the payroll date or
other time as the employee and superintendent may agree prior to the
commencement of the leave. The board may terminate group health coverage if
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GARI FAMILY AND MEDICAL LEAVE PLAN

the employee's portion of the payment is not received within 30 days of the due
date, so long as written notice of the delinquency in payment and the notice of
intent to terminate coverage are sent at least 15 days prior to the termination.

When leave is foreseeable, the employee shall give written notice 30 days
in advance. If leave is not foreseeable, notice will be given as soon as is
practicable.

Upon the employee providing notice of need for leave, the employer will
notify the employee of the following within 5 business days, absent extenuating
circumstances:

a. whether or not the employee is eligible for FMLA leave;
the reasons that leave will or will not count as family and medical leave,

b. any requirements for medical certification,

c. employer requirement of substituting paid leave,

d. requirements for premium payments for health benefits and employee
responsibility for repayment if employer pays employee share,

e. right to be restored to same or equivalent job, and

f. any employer required fitness-for-duty certifications.

Family leave (reasons 1 or 2) may not be used intermittently or on a
part-time basis without the prior approval of the superintendent.

The superintendent may require an instructional employee to continue
leave until the end of a semester if the leave begins more than five (5) weeks
before the end of a semester, lasts more than three (3) weeks and the return would
occur during the last three (3) weeks of the semester.

If the leave is for a reason other than the employee's serious health
conditions or for a qualifying exigency as described in section (5) above, the
superintendent may require an instructional employee to continue leave until the
end of a semester, if:

1. the leave begins in the last five (5) weeks of a semester, will last more
than two (2) weeks and the return to work would occur in the last two
(2)weeks of a semester, or

2. the leave begins in the last three (3) weeks of a semester, and lasts more
than five (5) days.
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GCI CLASSIFIED EMPLOYEE EVALUATION

SAMPLE CLASSIFIED PERSONNEL EVALUATION
EMPLOYEE: DATE:

EVALUATOR: BUILDING:

Commendable | Acceptable Improvement | N/A
Performance Needed

PERSONAL QUALITIES

. Punctual

. Uses time wisely

. Neat and well groomed

. Gets along with other personnel

. Relations with the public

. Relations with students

General attitude

Supportive of administrative decisions

Oloo|a|on|wn| &b — |

. Self-motivated

II. WORK-RELATED SKILLS

1. Add criteria from employee’s job
description here.

2.

el Pl ed

*Specific indicators from each employee’s
job description should be inserted here.

1II. COMMITMENT TO DUTY

Loyalty

Strives for self-improvement

Trustworthy

Dependable

Uses wise judgment

Accepts criticism

AN Bl Bad Il o

Keeps information confidential

concerning school records and school
operations as it pertains to students, parents
and school personnel
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GCI CLASSIFIED EMPLOYEE EVALUATION

EVALUATOR’S COMMENTS ON STRENGTHS AND WEAKNESSES

1. Personal Qualities

2. Work Related Skills

3. Commitment to Duty

4. Employee’s Comments

Employee Evaluator

Date Date

This evaluation was signed by the employee after it was reviewed by the evaluator.
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IB SCHOOL SITE COUNCILS

Duties of the Officers
The chair shall preside at all meetings and have general supervision of the council’s activities. The chair
shall work with the Principal in planning and directing the council’s activities.

The chair, in consultation with the principal, shall prepare an agenda for all council meetings and arrange
for the agenda to be delivered to each member at least days before each meeting. The vice chair
shall exercise all functions in the absence of the chair and assist the chair as needed.

The secretary is responsible for:

o Keeping an account of the proceedings and transactions of all council meetings;

e Providing a copy of the minutes to the council members and the clerk of the board within
days of each meeting;

e Preparing any official correspondence the chair may request;

e Maintaining a council file in the school’s administrative offices containing copied of all minutes,
council correspondence, the annual school report and the current council guidelines; and

e Maintaining a list of council members with current contact information, including email addresses.

Meetings
The council shall meet (monthly, or locally determined frequency) in the (location) on the (determined

dates). Special meetings may be called by the chair or vice chair as long as all council members are notified
of the meeting at least two days in advance and notice of the meeting is given to those have requested notice
of council meetings.

The first council meeting of the academic year shall be called in (determined date).
council members shall constitute a quorum. (A quorum must be present to conduct business)

All council meetings are open to the public, and members of the public shall be encouraged to attend.
Persons desiring to speak at a council meeting may request to be put on the agenda no later than days
before the meeting date.

Reports
The council shall report to the board times a year. Reports shall be written and filed with the clerk

of the board. The board may invite some or all of the members to discuss the reports. After the board
accepts each report, copies shall be shared with the principal and staff.

Legal Duties
The council shall report to the Kansas State Board of Education if required.

Training
Site councils shall not have any of the powers and duties reserved by law or regulation to the school board.

Amendments
Site councils shall comply with all applicable conditions of the Kansas Open Meetings Act and the Kansas
Open Records Act.
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IDAD TITLE I PROGRAMS

IDAD-Regulation-Title I Programs

NOTE: This document MUST be approved by board action to become policy.

File with clerk, distribute to principals and duplicate as necessary in district
newsletters and other documents.

Regulation — Title I

Parental Involvement Encouraged

Parents shall receive information about the Title I program, the curriculum,
academic assessments, and required proficiency levels, and their right to request
additional meetings. All parents of Title I students shall be invited to the
meetings.

The board shall strongly encourage parental involvement in the district's
Title I program. Included in these efforts shall be: activities that will educate
parents regarding the intellectual and developmental needs of their children at all
age levels including:

e Assistance in understanding.
= State academic content and achievement standards;
= How to monitor their child’s progress; and
= Title I regulations.

e Activities that include promoting cooperation between the district and
other agencies or school/community groups (such as parent-teacher
groups, Head Start, Parents as Teachers, etc.) to furnish learning
opportunities and disseminate information regarding parenting skills

and child/adolescent development.
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IDAD TITLE I PROGRAMS

e Implementing strategies to involve parents in the educational process,

including: Joint development of a school-parent compact that outlines

the shared responsibilities of the school and the parent for high

student achievement by:

Keeping families informed of opportunities for involvement and
encouraging participation in various programs.

Providing access to educational resources for parents/families
to use together with their children.

Keeping families informed of the objectives of district
educational programs as well as of their child's participation
and progress within these programs.

Allowing parents reasonable access to staff who work with their
children.

Providing professional development opportunities for teachers
and staff to enhance their understanding of effective parent
involvement strategies.

Promoting activities, which emphasize the importance of

parent-school communication.

Activities to Enable Parental Participation

The district shall enable families to participate in the education of their

children through a variety of roles. For example, family members shall be given

opportunities to:

Provide input into district policies that affect Title I programs
and their children.

Understand and participate in school improvement efforts.
Volunteer time within classrooms and school programs.
Perform regular evaluations of parent involvement at each
school and at the district level.

Provide access, upon request, to any instructional material used
as part of the educational curriculum.

Provide information in a language understandable to parents, if

practical.
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IDAD TITLE I PROGRAMS

Scheduling for Parents’ Convenience

The district shall, to the extent possible, schedule activities for parent
involvement at times and places accessible to parents of Title I students and
provide information in a format and language the parents understand.

Annual Evaluation

The district shall conduct, with involvement of parents, an annual
evaluation of the contents and effectiveness of the parental involvement policy
IDAD. The district shall use the findings of the evaluation to design strategies
for more effective parental involvement and to revise, if necessary, the policy

IDAD.

Approved: KASB Recommended Regulation — 7/03; 1/04
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IDAD TITLE I PROGRAMS

Title I Parent Involvement: Policy Development Meetings

USD 498, Marshall County, KS

Date of meeting/s (fill out sheet for each meeting):

Parents present (list names, address, phone, child’s name):

Name Address Phone Child’s Name

Major topics discussed:

©KASB. 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 not limited to another school district, organization, company or corporation
without written permission from KASB.



IDAD TITLE I PROGRAMS

Proposed changes (if any) made to policy IDAD

Administrators and other school employees present:

Name Title/Position Building

Copies to: Clerk of the Board; Superintendent of Schools; School Principal
Approved by Board of Education as Policy/Regulation: date
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IDAE STUDENT PRIVACY POLICY

Protection of Pupil Rights Amendment: Regulation
USD 498

NOTE: This document MUST be approved by board action to become policy.

File with clerk, distribute to principals, and duplicate as necessary in district
newsletters and other documents.

Surveys: Parental Inspection Rights
Parents shall have the right to inspect any survey created by a third party before it is administered

or distributed to students in the school. Prior to distribution, parents shall have the right to inspect any
survey that seeks information about: political affiliations or beliefs of the student or the student’s parent;
mental or psychological problems of the student or the student’s family; sex behavior or attitudes; illegal,
anti-social, self-incriminating, or demeaning behavior; critical appraisals of other individuals with whom
respondents have close family relationships; legally recognized privileged or analogous relationships, such
as those of lawyers, physicians, and ministers; religious practices, affiliations, or beliefs of the student or
student’s parent; or income (other than that required by law to determine eligibility for participation in a
program or for receiving financial assistance under such program).

Written Permission Required
If such survey is funded in whole or in part by federal funds or if the survey concerns the

student’s or student’s parents’ or guardians’ beliefs or practices on sex, family life, morality, or religion,
it shall not be administered without providing notice to and the express written consent of a parent or
guardian. If the survey is not federally funded and does not cover the aforementioned topics, parents
must be given direct notification of the survey and be provided with an opportunity to opt their child
out of the survey. If the survey is part of the curriculum, parents shall have the right to inspect any
instructional materials used in conjunction with the survey.

Physical Examinations

Prior to the administration of any non-emergency, invasive physical examination or screening that
is required as a condition of attendance, administered by the school, scheduled by the school in advance
and not necessary to protect the immediate health and safety of the student, the school shall provide
parents with notice of the activity and provide parents with an opportunity to opt their child out of the
activity. This requirement does not apply to routine dental, hearing and vision screenings required under
Kansas law.

Parental Rights: Marketing Information
If the school collects, discloses or uses personal information from students for the purpose of

marketing or selling that information, parents shall have a right to inspect any instrument used for the
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IDAE STUDENT PRIVACY POLICY

collection of such information before it is administered or distributed to students in school. Parents shall

be provided with notice of such activities and provided with an opportunity to opt their child out of the

activity. The requirements concerning activities involving the collection and disclosure of personal

information from students for marketing purposes do not apply to the collection, disclosure, or use of

personal information collected from students for the exclusive purpose of developing, evaluating, or

providing educational products or services for or to students or educational institutions, such as the

following:

1. College or other postsecondary education recruitment or military recruitment.

2. Book clubs, magazines, and programs providing access to low-cost literary products.

3. Curriculum and instructional materials used by elementary schools and secondary schools.

4. Tests and assessments used by elementary schools and secondary schools to provide cognitive,
evaluative, diagnostic, clinical, aptitude, or achievement information about students.

5. The sale by students of products or services to raise funds for school-related or education-related
activities.

6. Student recognition programs.

Release of Information — FERPA Rights
Unless the information collected from students is designated as directory information and is

maintained outside of a statewide longitudinal student data system, no information gathered about

students shall be released to third parties without the express written consent of the parent or eligible

student. (See JRB)

Approved: KASB Recommended Regulation —7/03; 1/04; 12/14
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IDAE STUDENT PRIVACY POLICY

Annual Notice of Authorized Student Data Disclosures

In accordance with the Student Data Privacy Act and board policy IDAE,
student data submitted to or maintained in a statewide longitudinal data system
may only be disclosed as follows. Such data may be disclosed to:

e The authorized personnel of an educational agency or the state board of
regents who require disclosures to perform assigned duties; and

e The student and the parent or legal guardian of the student, provided the
data pertains solely to the student.

Student data may be disclosed to authorized personnel of any state
agency, or to a service provider of a state agency, educational agency, or school
performing instruction, assessment, or longitudinal reporting, provided a data-
sharing agreement between the educational agency and other state agency or
service provider provides the following:

e purpose, scope and duration of the data-sharing agreement;
e recipient of student data use such information solely for the purposes
specified in agreement;
e recipient shall comply with data access, use, and security restrictions
specifically described in agreement; and
e student data shall be destroyed when no longer necessary for purposes of
the data-sharing agreement or upon expiration of the agreement,
whichever occurs first.
*A service provider engaged to perform a function of instruction may
be allowed to retain student transcripts as required by applicable

laws and rules and regulations.
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IDAE STUDENT PRIVACY POLICY

Unless an adult student or parent or guardian of a minor student provides
written consent to disclose personally identifiable student data, student data may
only be disclosed to a governmental entity not specified above or any public or
private audit and evaluation or research organization if the data is aggregate data.
“Aggregate data” means data collected or reported at the group, cohort, or
institutional level and which contains no personally identifiable student data.

The district may disclose:

e Student directory information when necessary and the student’s parent or
legal guardian has consented in writing;

e directory information to an enhancement vendor providing photography
services, class ring services, yearbook publishing services, memorabilia
services, or similar services;

e any information requiring disclosure pursuant to state statutes;

e student data pursuant to any lawful subpoena or court order directing
such disclosure; and

e student data to a public or private postsecondary educational institution
for purposes of application or admission of a student to such
postsecondary educational institution with the student’s written consent.

As the parent or legal guardian of [name of student(s)], I acknowledge

that I have been provided with notice of authorized student data disclosures
under the Student Data Privacy Act.

Parent Signature Date
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IF TEXTBOOKS, INSTRUCTIONAL MATERIALS & MEDIA CENTERS

(Retype and file with clerk.)

USD 498
REQUEST FOR REVIEW OF A TEXTBOOK,
INSTRUCTIONAL MATERIAL,

MEDIA CEN”lg)EI; MATERIAL
Request initiated by
Telephone Address
Complainant represents:  self; or if a group:
Name of group
The material I object tois a: film  recording  magazine  pamphlet  textbook
other .
Book or other material
Author (if known)
Publisher (if known)
1. Are you familiar with the district policy, procedure and philosophy regarding selection of text
books, instructional materials and media center materials? Y N
2 Did you read or view all the material provided in the entire work? Yes NO

If no, how did you select the parts for reading or viewing?

3. Please identify the objectionable material. (Please be specific; cite pages or items.)

4, What is the basis of your objection to the specific sections or parts identified?
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IF TEXTBOOKS, INSTRUCTIONAL MATERIALS & MEDIA CENTERS

5. What do you believe is the major theme of this material?
6. What would you recommend the school do with this material?
7. In its place, what material of equal educational quality would you recommend?
8. Additional comments:
Administrator Signature of complainant

Date received:

KASB Recommendation - 12/21
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IFCB FIELD TRIPS

NOTE: This form must be signed and returned to the school by (date)
if the student named below is to participate in the field trip or activity.

Consent to Participate in Field Trip or Other Activity and Consent for Treatment

I , the parent and legal guardian of

give my consent for my child to participate in the field trip/other activity described here:

on date. I further give my legal consent and authorize any representative of

School to authorize emergency medical treatment, including any necessary surgery or
hospitalization, for my above-named child, for any injury or illness of an emergency nature he/she
incurred while participating in the field trip or other activity noted above by any physician or dentist
licensed in accordance with the provisions of the Kansas Healing Arts Act, K.S.A. 65-2801, and any
hospital.

I agree to pay and assume all responsibility for medical and hospital expenses and any
emergency services incurred on behalf of my child.

I acknowledge and agree that School is not responsible for any

medical, hospital expenses and/or other charges that are incurred in the medical treatment or
hospitalization of my child. A photocopy of this document shall have the same force and effect as the
original. If my child requires emergency medical treatment, [ understand that school personnel will make
a reasonable attempt to contact me to seek my permission to authorize that treatment. To facilitate

contacting me, [ agree to continue to provide current work and home phone numbers to the school.
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IFCB FIELD TRIPS

Work phone number

Home phone number

Health insurance provider name

Parent or Legal Guardian Date

Parent or Legal Guardian Date
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II EDUCATIONAL TESTING PROGRAMS

Edit to fit local needs and remove from policy book.

Testing Integrity: Staff handbook language

In the administration of standardized tests, licensed staff (teachers,

administrators and others) shall not:

1. Provide inappropriate test preparation
2. Modify test administration procedures.
3. Provide inappropriate assistance to students during test administration.
4. Change or fill in answers on student answer sheets.
5. Provide inaccurate data on student information sheets.
6. Discourage or exclude certain students from taking the test.
7. Engage in any other practice to artificially raise student scores without
actually improving underlying student achievement.
Failure by staff to follow district guidelines and/or state testing directions is

grounds for termination.

Approved by board of education: _ / /20
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IIBGA CHILDREN’S INTERNET PROTECTION PLAN

ITBGA Children’s Internet Protection Plan (CIPA) Plan IIBGA
Children’s Internet Protection Act (CIPA) Safety Plan

[Revise and edit as necessary to fit USD goals and include in Handbook]

Goals:

It is the policy of USD 498 to take the following technology protection
or other specified measures in order to better protect our district students from
harmful online and electronically transmitted content:

o install blocks or Internet filters to the district network in order to limit access
by both minors and adults to child pornography and visual depictions or
materials that are obscene, inappropriate, or harmful to minors and/or the
transmission thereof;

e monitor the online activities of students while at school, at school sponsored
activities, or while wutilizing the district's network, computer system,
computers, e-mail system, or electronic devices having access to the Internet;

e address issues related to the safety of students when using e-mail, chat rooms,
and other electronic communication;

e cducate students about appropriate online behavior, including interacting with
other individuals on social networking websites and in chat rooms as well as
on cyberbullying awareness and response;

e hinder unauthorized access (hacking) and other unlawful on-line activities by
students; and

e prevent unauthorized disclosure, use, or dissemination of personal information
regarding minors, which shall include, but may not be limited to, personally
identifiable information contained in student records; and

e comply with the Children's Internet Protection Act.
Access to Inappropriate Material

To the extent practicable, technology protection measures or Internet
filters shall be used to block or filter the Internet or other forms of electronic

devices from accessing child pornography as well as obscene, inappropriate, or

©KASB. 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 not limited to another school district, organization, company or corporation
without written permission from KASB.



IIBGA CHILDREN’S INTERNET PROTECTION PLAN

harmful material given the age and maturity levels of district students. It is the
district’s goal to implement and enforce technology protection measures under
this plan in such a way as to ensure no minor has access to visual depictions that
are child pornography, harmful to minors, or obscene.

Subject to administrative approval, technology protection measures may
be minimized only for bonafide research or other lawful purposes that are closely
monitored by district staff.

Inappropriate Network Usage

To the extent practicable, steps shall be taken to promote the safety and
security of users of the district's online computer network when using electronic
mail, chat rooms, instant messaging, and other forms of direct electronic
communications.

Specifically, in accordance with CIPA, measures to prevent inappropriate
network usage shall include frequent monitoring of the District's network,
computer systems, and equipment to detect any unauthorized access to prohibited
materials as described earlier in this plan, hacking, and other unlawful activities
by students or staff members. Such monitoring shall also strive to detect
unauthorized disclosure, use, and dissemination of personally identifiable
information regarding students.

Education, Supervision and Monitoring

It shall be the responsibility of all members of the District's staff to
educate, supervise, and monitor appropriate usage of online computer network
access to the internet in accordance with this policy and CIPA. If, during the
course of such monitoring, a student or staff member discovers a violation of this

policy, the student or staff member shall make a report as follows:
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IIBGA CHILDREN’S INTERNET PROTECTION PLAN

1) Students shall report suspected violation of this policy to any classroom

teacher.

2)Staff members shall report suspected violations of this policy to their

immediate supervisor when possible.
Disciplinary Measures

The district retains the right to discipline any student, up to and including
expulsion, and any employee, up to and including termination, for violation of
this policy.
Adoption

This Children's Internet Protection Act Safety Plan was adopted by the
Board of USD 498 at a public meeting, following normal public notice and a

hearing, on (Month Day, Year).

Approved: KASB Recommendation — 6/12; 6/13
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IIBGA CHILDREN’S INTERNET PROTECTION PLAN

If requesting discounts for internal connections and basic maintenance for
internal connections, the following items need addressed as part of a
technology plan. This plan should be approved by the board and filed in the

district office. There would be no need to publish it in handbooks.

{THE CHILDREN'S INTERNET PROTECTION ACT TECHNOLOGY
PLAN}

The district's technology plan must be designed with input from district
staff who have an understanding of the district's technology level and available

resources. The elements of such plan shall include the following:

1)Clear Statement of Goals and a Realistic Strategy for Using
Telecommunications and Information Technology to Improve

Educational or Library Services;

2) Professional Development Strategy to Ensure Staff Understands How to

Use These New Technologies to Improve Education or Library Services;

3)Assessment of the Telecommunication Services, Hardware, Software, and
other Services that will be Needed to Improve Education or Library

Services,; and

4) Evaluation Process that Enables the School or Library to Monitor
Progress Toward the Specified Goals and Make Mid-Course Corrections

in Response to New Developments and Opportunities as They Arise.

***This Children's Internet Protection Act Technology Plan must be

adopted by the Board of USD 498 at a public meeting, following normal
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IIBGA CHILDREN’S INTERNET PROTECTION PLAN

public notice and a hearing. Documentation of such adoption including
the date thereof (Month Day, Year) must be included in the plan

language.

Approved: KASB Recommendation — 6/12; 6/13
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IKCA HUMAN SEXUALITY AND AIDS EDUCATION

NOTE: Remove from book and file with the clerk/principals.

HUMAN SEXUALITY
AND

AIDS EDUCATION

I, , parent/guardian of

, request that my child be removed from those

portions of the Human Sexuality/AIDS instruction noted below:

I have had the opportunity to review the curriculum goals and objectives

or have had the opportunity to have them explained to me by a school official.

Date Signature of Parent/Guardian
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IKDA RELIGIOUS OBJECTIONS TO ACTIVITIES

Sample Only: Retype, remove from policy book and file with the clerk.
ACTIVITY PARTICIPATION OPT-OUT FORM

(parent/guardian) request that my child,

________________________ , be excused from participating in certain
activities for religious reasons.

From what activity do you wish your child to be excused?

Identify where in the curriculum the activity exists. (Please identify the
grade level, class, building.)

For what reason do you wish your child to be excused. (Please state the
particular religious objection to this activity, including the religious teaching you
believe this activity violates.)

I understand that I am requesting the school to excuse my child from certain
activities and that my request is subject to review and determination by the school.
I further understand that if my request is granted, my child may still be required
to view the activity, discuss the activity or may otherwise be exposed to the
subject matter of the activity.

Parent/Guardian Signature Administrator Signature
Date Received
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JBCA HOMELESS STUDENTS

Homeless Student Regulations

Required by Federal and State Law

NOTE: This document MUST be approved by board action to become policy.

File with clerk, distribute to principals, and duplicate as necessary in district
newsletters and other documents.

Homeless students shall, by definition, include the following:

1. Children and youth who are sharing the housing of other persons due to
loss of housing, economic hardship, or a similar reason; are living in
motels, hotels, trailer parks, or camping grounds due to the lack of
alternative adequate accommodations; are living in emergency or
transitional shelters; or are abandoned in hospitals.

2. Children and youth who have a primary nighttime residence that is a
public or private place not designated for or ordinarily used as a regular
sleeping accommodation for human beings.

3. Children and youth who are living in cars, parks, public spaces,
abandoned buildings, substandard housing, bus or train stations, or
similar settings.

4. Migratory children who meet one of the above-described circumstances.

Enrollment/Placement (See JBC)

The district, according to the child's or youth's best interest, shall either
continue the child's or youth's education in the school of origin for the duration
of homelessness in any case in which: 1) a family becomes homeless between
academic years or during an academic year; and 2) for the remainder of the
academic year, if the child or youth becomes permanently housed during an
academic year; or enroll the child or youth in any public school that nonhomeless
students who live in the attendance area in which the child or youth is actually

living are eligible to attend.

School Stability
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JBCA HOMELESS STUDENTS

In determining the best interest of the child or youth, the district

homeless student liaison shall:

1) presume that keeping the child or youth in the school of origin is in
the child's or youth's best interest, except when doing so is contrary
to the request of the child's or youth's parent or guardian, or (in the
case of an unaccompanied youth) the youth;

2) consider student-centered factors related to the child's or youth's best
interest, including factors related to the impact of mobility on
achievement, education, health, and safety of homeless children and
youth, giving priority to the request of the child's or youth's parent or
guardian or (in the case of an unaccompanied youth) the youth;

3) if, after conducting the best interest determination based on
consideration of the presumption in clause (1) and the student-
centered factors in clause (2), it is determined that it is not in the
child's or youth's best interest to attend the school of origin or the
school requested by the parent or guardian, or (in the case of an
unaccompanied youth) the youth, provide the child's or youth's parent
or guardian or the unaccompanied youth with a written explanation of
the reasons for its determination, in a manner and form understandable
to such parent, guardian, or unaccompanied youth, including
information regarding the right to appeal such determination; and

4) in the case of an unaccompanied youth, ensure that the district
homeless student liaison assists in placement or enrollment decisions
under this subparagraph, gives priority to the views of such
unaccompanied youth, and provides notice to such youth of the right

to appeal.
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JBCA HOMELESS STUDENTS

Immediate Enrollment

The school selected shall immediately enroll the homeless child or youth,

even if the child or youth:

1) is unable to produce records normally required for enrollment, such
as previous academic records, records of immunization and other
required health records, proof of residency, or other documentation;
or

2) has missed application or enrollment deadlines during any period of
homelessness.

Relevant Academic Records

The enrolling school shall immediately contact the school last attended
by the child or youth to obtain relevant academic and other records.

Relevant Health Records

If the child or youth needs to obtain immunizations or other required
health records, the enrolling school shall immediately refer the parent or guardian
of the child or youth, or (in the case of an unaccompanied youth) the youth, to
the district homeless student liaison, who shall assist in obtaining necessary
immunizations or screenings, or immunization or other required health records.

Records

Any record ordinarily kept by the school, including immunization or
other required health records, academic records, birth certificates, guardianship
records, and evaluations for special services or programs, regarding each
homeless child or youth shall be maintained so that the records involved are
available, in a timely fashion, when a child or youth enters a new school or school
district and in a manner consistent with the Family Educational Rights and Privacy

Act. See policies JR through JRD.
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JBCA HOMELESS STUDENTS

Enrollment Disputes

If a dispute arises over eligibility, school selection, or enrollment in a

school:

1) the child or youth shall be immediately enrolled in the school in
which enrollment is sought (whether sought by the parent, guardian,
or unaccompanied youth), pending final resolution of the dispute,
including all available appeals;

2) the parent or guardian of the child or youth or (in the case of an
unaccompanied youth) the youth shall be provided with a written
explanation of any decisions related to school selection or enrollment
made by the school, the local educational agency, or the State
educational agency involved, including the rights of the parent,
guardian, or unaccompanied youth to appeal such decisions; and

3) the parent, guardian, or unaccompanied youth shall be referred to the
district homeless student liaison, who shall carry out the dispute
resolution process as expeditiously as possible after receiving notice

of the dispute.

Placement Choice

The choice regarding placement shall be made regardless of whether the
child or youth lives with the homeless parents or has been temporarily placed

elsewhere.

Privacy
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JBCA HOMELESS STUDENTS

Information about a homeless child's or youth's living situation shall be
treated as a student education record, and shall not be deemed to be directory
information, under policy JRB.

Contact Information

Nothing shall prohibit the district from requiring a parent or guardian of
a homeless child or youth to submit contact information.

Definition

The term “school of origin” means the school that a child or youth
attended when permanently housed or the school in which the child or youth was
last enrolled, including a preschool.

When the child or youth completes the final grade level served by the
school of origin, the term “school of origin” shall include the designated receiving
school at the next grade level for all feeder schools.

Comparable Services

Each homeless child or youth shall be provided services comparable to

services offered to other students in the school selected, including:

1) Transportation services;

2) Educational services for which the child or youth meets the eligibility
criteria, such as services provided under title I of the Elementary and
Secondary Education Act of 1965 or similar State or local programs,
educational programs for children with disabilities, and educational
programs for English learners;

3) Programs in career and technical education;

4) Programs for gifted and talented students; and

5) School nutrition programs.

Coordination
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JBCA HOMELESS STUDENTS

The district shall coordinate the provision of services under these
regulations with the Department for Children and Families and other agencies or
entities providing services to homeless children and youths and their families,
including services and programs funded under the Runaway and Homeless Youth
Act (42 U.S.C. 5701 et seq.), and transportation, transfer of school records, and
other interdistrict activities, with other local educational agencies.

Housing Assistance

If applicable, the district shall coordinate with state and local housing
agencies responsible for developing the comprehensive housing affordability
strategy to minimize educational disruption for children and youths who become
homeless.

The coordination required shall be designed to:

1) ensure that all homeless children and youths are promptly identified;

2) ensure that all homeless children and youths have access to, and are

in reasonable proximity to, available education and related support
services; and

3) raise the awareness of school personnel and service providers of the

effects of short-term stays in a shelter and other challenges associated
with homelessness.

Homeless Children and Youths With Disabilities

For children and youths who are both homeless and eligible for services
under the Individuals with Disabilities Education Act (20 U.S.C. 1400 et seq.),
the district shall coordinate the provision of services under these regulations with
the provision of programs for children with disabilities served by the district and
other involved local educational agencies.

District Homeless Student Liaison
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JBCA HOMELESS STUDENTS

The board designates the following individual to act as the district's
homeless student liaison: (Name of Office) (Business Address) (Phone-Fax). The
district shall inform school personnel, service providers, and advocates working
with homeless families of the duties of this liaison.

The district homeless student liaison shall ensure:

1) homeless children and youths are identified by school personnel
through outreach and coordination activities with other entities and
agencies;

2) homeless children and youths are enrolled in, and have a full and equal
opportunity to succeed in, district schools;

3) homeless families and homeless children and youths have access to
and receive educational services for which such families, children,
and youths are eligible, including services through Head Start
programs (including Early Head Start programs) under the Head Start
Act (42 U.S.C. 9831 et seq.), early intervention services under part C
of the Individuals with Disabilities Education Act (20 U.S.C. 1431 et
seq.), and other preschool programs administered by the local
educational agency;

4) homeless families and homeless children and youths receive referrals
to health care services, dental services, mental health and substance
abuse services, housing services, and other appropriate services;

5) the parents or guardians of homeless children and youths are informed
of the educational and related opportunities available to their children
and are provided with meaningful opportunities to participate in the

education of their children;
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JBCA HOMELESS STUDENTS

6) public notice of the educational rights of homeless children and
youths is disseminated in locations frequented by parents or guardians
of such children and youths, and unaccompanied youths, including
schools, shelters, public libraries, and soup kitchens, in a manner and
form understandable to the parents and guardians of homeless children
and youths, and unaccompanied youths;

7) enrollment disputes are mediated in accordance with these
regulations;

8) the parent or guardian of a homeless child or youth, and any
unaccompanied youth, is fully informed of all transportation services,
including transportation to the school of origin, and is assisted in
accessing transportation to the school that is selected;

9) school personnel providing services under these regulations receive
professional development and other support; and

10) unaccompanied youths:

a. are enrolled in school;

b. have opportunities to meet the same challenging state academic
standards as Kansas establishes for other children and youth;
and

c. are informed of their status as independent students under
federal law regarding student financial assistance for higher
education acquisition and that the youths may obtain assistance
from the district homeless student liaison to receive
verification of such status for purposes of the Free Application

for Federal Student Aid.
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JBCA HOMELESS STUDENTS

The liaison shall also work with the state coordinator for education of
homeless children and youth to request and receive needed technical assistance
and monitoring to ensure the district complies with federal and state law regarding
homeless students. Similarly, the liaison will coordinate with the state
coordinator in order to provide professional development opportunities for
district personnel to aid them in identifying and meeting the needs of homeless
children and youths and will respond to inquiries from parents, guardians, and
homeless children and youths to ensure they are provided with the full protection
of the law and services they are due.

Notice

The district shall inform school personnel, service providers, advocates
working with homeless families, parents and guardians of homeless children and
youths, and homeless children and youths of the duties of the district homeless
student liaison, and publish annually updated contact information for the liaison

on the district's website.

Local and State Coordination

The district homeless student liaison, as a part of assigned duties, shall
coordinate and collaborate with state coordinators, the community, and school
personnel responsible for the provision of education and related services to
homeless children and youths. Such coordination shall include collecting and
providing to the state coordinator the reliable, valid, and comprehensive data.

Homeless Status

The district homeless student liaison may affirm, without further agency
action by the Department of Housing and Urban Development, that a child or youth

who is eligible for and participating in a program provided by the district, or the
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JBCA HOMELESS STUDENTS

immediate family of such a child or youth, who meets the eligibility requirements,
is eligible for such program or service.

Dispute Resolution Process

A complaint regarding the placement or education of a homeless child or
youth shall first be presented orally and informally to the district's homeless
student liaison. If the complaint is not promptly resolved, the complainant may
present a formal written complaint (grievance) to the homeless student liaison.
The written complaint must include the following information: date of filing,
description of concerns, the name of the person or persons involved, and a
recapitulation of the action taken during the informal charge stage. Within five
(5) working days after receiving the complaint, the liaison shall state a decision
in writing to the complainant, with supporting evidence and reasons. In addition,
the liaison will inform the superintendent of the formal complaint and the

disposition.

Transportation (See EDAA. JBC and JGG)

If it is in the best interest of the homeless child or youth to attend the
school of origin, transportation to and from that school will be provided at the
request of the parent or guardian or, in the case of an unaccompanied youth, the
homeless coordinator. If the student's temporary housing is outside the attendance
area of the school of origin, then the district will work with the school of origin
to agree on a method to apportion the responsibility and costs for transporting the

child. If an agreement cannot be reached, the costs will be shared equally.

Approved:

KASB Recommended Regulation — 7/03; 4/07; 12/16
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JBCA HOMELESS STUDENTS

Complaint Form

PROGRAMS FOR HOMELESS STUDENTS
(Assignment to a School Other than School of Origin/School Requested by the Parent)

After reviewing the situation, it would be in the best interest of your child or youth to be educated
at

Explanation of decision:

If you so choose, you may appeal this decision in the following manner:

You may verbally and informally state your complaint to the district's homeless student liaison. If
the complaint is not promptly resolved, you may complain in writing to the district homeless
student liaison. You must include the following information: date of filing, description of the
complaint, the name of the person or persons involved and an explanation of the action taken
during the informal charge stage. Within five (5) working days after receiving the complaint, the
liaison will provide you a written decision, with supporting evidence and reasons. In addition, the
liaison will inform the superintendent of the formal complaint and the result.

Approved:

KASB Recommended Regulation — 7/03; 4/07; 12/16
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JBCB FOSTER CARE STUDENT REGULATIONS

Foster Care Student Regulations

To Aid In Implementation of Federal Law

NOTE: This document MUST be approved by board action to become policy.

File with clerk, distribute to principals, and duplicate as necessary in district
newsletters and other documents.

The Every Student Succeeds Act (‘ESSA”) addresses additional protections
for students in foster care and establishes a system of joint responsibility for
school districts, the Kansas State Department of Education (“KSDE”), and the
Kansas Department for Children and Families (“DCF”) to ensure the educational
stability of students in foster care.

For the purposes of these regulations, “foster care” means 24-hour
substitute care for children placed away from their parents and for whom a child
welfare agency has placement and care duties. This includes, but is not limited
to, placements in foster family homes, foster homes of relatives, group homes,
emergency shelters, residential facilities, child-care institutions, and pre-
adoptive homes.

Transportation of Students in Foster Care

ESSA requires each Kansas school district to collaborate with child welfare
agencies, such as DCF and tribal child welfare agencies, to develop and implement
clear, written procedures for how transportation to maintain a student in foster
care in his or her school of origin (when in the student’s best interest) will be
provided, arranged, and funded. The procedures must ensure that the
transportation will be provided promptly, in a cost-effective manner, and in
accordance with federal law. Also, they must address how additional costs will
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JBCB FOSTER CARE STUDENT REGULATIONS

be absorbed. Therefore, if there are any additional costs incurred to maintain a
foster care student in his or her school of origin, the district will provide the
transportation if:

1. DCF agrees to reimburse the district for the additional costs;

2. The district agrees to pay the additional costs; or

3. DCF and the district split the additional costs.

Upon request, the district will provide an assurance to KSDE that the
district has transportation procedures meeting the above requirements.

Additional Costs

“Additional costs” reflect the difference between what the district would
spend to transport a student to the assigned school and the cost of transporting a
student in foster care to his or her school of origin. Title I, Part A funds may be
used to pay for additional transportation costs in Title I districts.

School of Origin

The “school of origin” is the school in which a student is enrolled at the
time of placement in foster care or of a change in placement. A student in foster
care is entitled to remain enrolled in his or her school of origin unless it is
determined not to be in the student’s best interest to stay at that school.

Best-Interest Determination

DCF will make the final decision regarding whether it is in a student’s best
interest to remain in the school of origin. District staff may be asked to provide
information on the “educational best interest” of the student to support
educational decision-making based on what is best for the student academically.
For students receiving special education and related services under the Individual
with Disabilities Education Act or for students on Section 504 accommodation

plans, it is recommended that relevant team members should be consulted in the
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JBCB FOSTER CARE STUDENT REGULATIONS

best interest determination process, as the district will still be required to ensure
compliance with Least Restrictive Environment requirements.

The United States Department of Education has provided a list of factors
that may be considered in determining the student’s educational best interest,
which include appropriateness of the current setting, proximity of placement to
school attendance centers, the child’s preference, the parents’ preference, the
child’s attachment to the school of origin, where siblings will be placed, and the
availability of needed services. The “best-interest determination” may not be
made based on transportation costs or funding.

District Foster Care Liaison

The “district foster care liaison” is a district employee who facilitates the
enrollment in or transfer to a public school of a student in the district who is a
ward of the state. The district’s foster care liaison is considered the designated
point of contact for collaboration with DCF on transportation procedures.

The District has designated the following staff person as the District foster
care liaison:

Name:

Position:

E-mail:

Address:

Telephone:

Child Welfare Agency

In Kansas, DCF is the regular child welfare agency for collaboration on
transportation procedures. The Child Protective Services (“CPS”) division of
DCF will typically be the division that works with the district on issues related

to students in foster care, however, tribal child welfare agencies may also be
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JBCB FOSTER CARE STUDENT REGULATIONS

involved with this process. Therefore, whenever DCF is used in these regulations,
it may be deemed to apply to any child welfare agency based on the circumstances.

Child Welfare Contact

The district, if receiving Title I, Part A funds, must collaborate on
transportation procedures with the DCF-designated contact if DCF notifies the
district in writing that DCF has designated an employee to serve as a point of

contact for the district.

Approved:

KASB Recommended Regulations — 12/16
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JBCB FOSTER CARE STUDENT REGULATIONS

General Transportation Procedures (OPTIONAL)

To ensure that transportation is provided promptly when it is determined
to be in the best interest of a student in foster care to remain in the school of
origin, the district has developed the following transportation procedures. These
procedures will guide the development of an individual transportation plan for a
student needing transportation to his or her school of origin.

Funding Strategies

The district and DCF have identified the following funding options that may

be implemented if additional costs to transport a student in foster care to the
school of origin are determined:
(Adjust the items below to include those agreed upon by the district and DCF.
Consider any cost-sharing strategies that the district has used successfully with
neighboring districts in transporting students who are homeless to and from their
school of origin or any other programs where transportation costs are shared.)

1. Cost sharing between the district and DCF through use of a specific

transportation strategy in which each party is responsible for a
segment of the transportation;

2. Offset of costs by DCF, such as using Title IV-E funds paid to a foster

parent or caregiver for transportation;

3. Cost sharing between the school district of attendance and the school

district where the student is living;

4. Use of the district’s Title I funds;

5. Use of Medicaid reimbursements if the IEP for a student receiving

special education services will include transportation as a related
service;

6. Use of any available grant funds, and
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JBCB FOSTER CARE STUDENT REGULATIONS

7. [Other].

Transportation Strategies

The following transportation strategies may be comnsidered in achieving
transportation to a student’s school of origin:
(Adjust the items below to include those agreed upon by the district and DCF.
Consider any strategies that have been used successfully to transport students
who are homeless to and from their school of origin and effective practices
currently used to share transportation costs with neighboring districts,
community partners, or others.)

1. Arranging transportation by the foster parent or caregiver to the
school of origin or to a bus stop on a route to the school of origin,
such as when the foster parent lives within a certain distance from
the school of origin;

2. Arranging transportation by a relative or another adult approved by
DCF with whom the student has a relationship and whose existing
commute aligns with the student’s transportation need to the school
of origin or a bus stop on a route to the school of origin;

3. Maximizing the existing district transportation system by exploring
ways the student can be transported to an existing bus stop that
serves the school of origin (options to transport the student to an
existing bus stop could occur through use of public transportation
with a bus pass or transportation voucher, or transportation by the
foster parent or caregiver, a relative, or another adult with whom
the student has a relationship);

4. Using existing intradistrict transportation options that allow

students to be transported within the district, such as routes for
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students who are homeless, students attending magnet programs, or
students receiving special education services (this option may
require the addition of a bus stop on an existing route or that an
existing route be rerouted to accommodate the transportation needs);

5. Coordinating with the district in which the student is living to
provide transportation to the district boundaries or an existing bus
stop within the district,

6. Evaluating whether an IEP for a student receiving special education
services will include transportation to the student’s special
education program at the school of origin as a related service;

7. Contracting with a private transportation company, such as a taxi

service, for the student’s transportation needs;

8. Using public transportation with a bus pass or transportation
voucher;
9. Adding a district transportation route; or

10. [Other].

Individual Transportation Plan

When DCF determines that the best interest of a student in foster care is to
remain in the school of origin, the district foster care liaison will take steps to
promptly collaborate with relevant DCF staff on how transportation to the school
of origin will be provided, arranged, and funded.

When possible, and to allow for adequate consideration of the student’s
needs, individual transportation planning will begin in advance of placement
changes and will occur in coordination with the consultation on the student’s

educational best interest.
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The district foster care liaison will convene a meeting to establish an
individualized transportation plan for the student. The liaison will attempt to
include the student’s DCF education decision-maker and others who may be
involved in education decision-making for the student, such as the student’s
caseworker, foster parent or caregiver, and the court-appointed special advocate
(CASA) liaison. The District foster care liaison may also involve other district
staff, as appropriate. The liaison will involve the district transportation director
if the individual transportation plan will involve adjustments to existing bus
routes.

If necessary, the district foster care liaison will identify a short-term
transportation strategy that may be used until the final transportation plan is
completed so that the student can remain at the school of origin without
interruption.

In evaluating transportation options to the school of origin, participants
will prioritize student safety, cost effectiveness, reliability, and time and distance
of the commute.

Determining Additional Costs

To identify whether additional costs will be incurred in an individual
transportation plan to transport the student to the school of origin, the foster
care liaison will consult with the district transportation director to calculate the
cost of transporting the student to the school that the student would otherwise
attend, which will be used as a comparison. In accordance with the federal Non-
Regulatory Guidance, if the district is able to provide transportation through an
established bus route, there are no additional costs. If the district will reroute
buses or provide transportation through a private vehicle or transportation

company, the district may consider as additional costs the cost of rerouting buses
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or the difference between the special transportation costs and the usual
transportation costs.

Administrative costs, such as additional staff time to coordinate
transportation, will also be considered in determining whether there are
additional costs to transport the student in foster care to the school of origin.

Plan Elements

The individual transportation plan may include:

1. A daily transportation strategy;
2. One or more backup transportation strategies;
3. Transportation strategies to allow participation in after-school and

extracurricular activities,

4. A description of the funding strategy that will be used if additional
costs to transport the student to the school of origin are identified;

5. Identification of who is responsible for each aspect of the
transportation strategy;

6. Designation of an adult to accompany younger students, if necessary,
such as when public transportation is used,

7. For transportation strategies with multiple segments, sign off
procedures to ensure that the student safely and successfully
completes each segment,

8. A communication protocol between the District and DCF when
transportation for a student is no longer needed,; and

9. A regular review process for adjusting transportation strategies
when circumstances change.

The final individual transportation plan will require a signature by the

foster care liaison and a district official who has authority to approve any
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additional expenditure. The DCF education decision-maker and the foster parent
or caregiver, if different from the education decision-maker, will also be asked

to sign the plan.

Approved:

KASB Optional Procedures — 12/16
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JBE TRUANCY

Waiver of Compulsory Attendance Form

I, (name of parent(s) or legal guardian), understand that pursuant to Kansas law, (name of student) is

required to attend school until he/she receives a high school diploma or General Educational

Development (GED) credential or reaches the age of 18, whichever occurs first.

Pursuant to K.S.A. 72-3120, as amended, Unified School District No. 498 encourages (name of student)

to remain in school or to pursue an education alternative.

The school has informed me that the academic skills listed below have not been achieved by (name of
student):

[List skills that have not been achieved.]

Based on information attached below, I understand the difference in future earnings power between a high

school graduate and a high school drop out.

The school has indicated to me and to my child that (name of student) is encouraged to attend one of the

following alternative educational programs:
[List available alternative educational programs.]

The undersigned hereby give(s) written consent to allow (name of student), who is [choose one] 16

U117 years of age, to be exempt from the Kansas compulsory attendance requirement and state I/we have
attended the final counseling session conducted by Unified School District No. 498 in which the above

information was presented to us.

Signed: Date:
Parent or Legal Guardian

Signed: Date:
Student

Approved:

KASB Recommended — 12/20
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Median weekly earnings and unemployment rate by educational attainment, 2018
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JCABB SEARCHES OF STUDENTS

Retype, customize for local use, remove from policy book and file with the

clerk/principals.

Search Report Form

Name of the student

Parents contacted yes no

Time of search Date

Name of the person who conducted the actual search

Names of the persons present while the student was being searched:

2.
3.
Notifications parent/Guardian.
Name Time Results
Law enforcement
Name Time Results
other
Name Time Results

cc: Student's file
cc: Superintendent
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JDD REPORT TO STAFF OF EXPULSION OR CONVICTION

— Sample Form —

Retype to suit local needs, remove from policy book, and file with the clerk and
principals. Form could also be included in staff or student handbooks.

Report to Staff Member USD 498

Pursuant to K.S.A. 72-6143, administrative, professional or paraprofessional
employees of a school who have information that a pupil has engaged in the
following shall report the information and the identity of the student to the su-
perintendent. The superintendent shall investigate the matter, and, if it is de-
termined the student has been involved in the following, the superintendent shall
provide information and the identity of the pupil to all employees who are
involved, or likely to be directly involved, in teaching or providing related
services to pupil:

1. Any student who has been expelled for conduct which endangers the safety of
others;

2. Any student who has been expelled for commission of felony type offenses;

3. Any student who has been expelled for possession of a weapon;

4. Any student who has been adjudged to be a juvenile offender and whose
offense, if committed by an adult, would constitute a felony, except a felony
theft offense involving no direct threat to human life;

5. Any student who has been tried and convicted as an adult of any felony,
except theft involving no direct threat to human life.

You are notified that , within the past 365 days, has

been expelled, adjudged or convicted for an activity listed above.

School District staff are required by both Federal Law and K.S.A. 72-
6311 to protect the right of privacy of any student under the age of 18
and the student's family regarding personally identifiable records, files,
data, and information directly related to the student and his/her family.
I acknowledge this responsibility and agree that I will disclose the above
information only to other USD __~ employees and officials. Violation of
these privacy rights could include sanctions up to and including ter-
mination.

Administrator or school employee making report
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JDDAA Alcohol, Drug and Tobacco Policy Activities Contract

Student & Parent or Guardian:

I have read and understand the rules and regulations as stated in the Alcohol, Drug, and Tobacco Policy.
Participation in all activities required an acceptance of the risk of possible injury. You, as a participant,
can help make the activity safer by not intentionally using substances which are prohibited, illegal, and/or
which can cause serious injury.

As a member of an activity representing USD 498, I agree to conduct myself at all times in accordance

with the provisions set forth herein.

Signed:

(Student)

Signed:

(Parent / Guardian)

Date:

This contract must be on file in the Activity Director’s office before a student may participate in a
contest/performance.

The following activities are included in the “Alcohol, Drug & Tobacco Policy” of Valley Heights Jr/Sr
High School:

All athletic and non-athletic activities sponsored by H.S.H.S.A.A.

Approved: 7/10/06
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JDDB REPORTING CRIMES TO LAW ENFORCEMENT

— Sample Form - (Use to Report All Crimes)

Retype to suit local needs, remove from policy book and file with the clerk and
principals. Form could also be included in staff or student handbooks.

Report to Local Law Enforcement

USD 498

Pursuant to K.S.A. 72-6143, the administrator or other school employee whose
signature appears below is reporting the following crimes:

Briefly describe each incident and the person/s involved in a misdemeanor or felony; possession of a
weapon at school, on school property, or at a school activity; or possession, use, sale or distribution of an
illegal drug or controlled substance at school, on school property or at a school activity; or behavior at
school, on school property, or at a school activity, which resulted in, or is likely to result in, serious bodily
injury to others.

Date School/Location | Student/s or Person/s | Brief Description
Involved

School Districts are required by Federal Law and K.S.A. 72-6311 to protect the
privacy rights of students under the age of 18.

Administrator or other school employee

c/superintendent, USD 498; c/student’s file
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JDDC SHORT MODEL BULLYING PLAN

USD 498 Bullying Plan
(Also see Policies GAAE and JDDC)

Bullying means: Any intentional gesture or any intentional written, verbal, electronic, or physical act or
threat either by any student, staff member, or parent towards a student or by any student, staff member or
parent towards a staff member that is sufficiently severe, persistent, or pervasive that it creates an
intimidating, threatening, or abusive educational environment that a reasonable person, under the
circumstances, knows or should know will have the effect of:

Harming a student or staff member, whether physically or mentally;

Damaging a student’s or staff member’s property:

Placing a student or staff member in reasonable fear of harm; or

Placing a student or staff member in reasonable fear of damage to the student’s or staff member’s

property.

Bullying also includes cyberbullying. "Cyberbullying" means bullying by use of any electronic
communication device through means including, but not limited to, e-mail, instant messaging, text

messages, blogs, mobile phones, pagers, online games, and websites.

Additionally, bullying means any form of intimidation or harassment prohibited by the board of education
of the school district in policies concerning bullying adopted pursuant to K.S.A. 72-6147 or subsection (e)
of K.S.A. 72-1138, and amendments thereto. USD 498 will not tolerate these actions by students, staff,

or parents.

For the purposes of this plan and its authorizing policies, “parent” includes a biological, adoptive, or step-

parent; guardian; custodian; or other person with authority to act on behalf of a student.

Similarly, a “staff member” means any person employed by the district.

Any act of bullying by either an individual student or group of students towards a student or staff member
of the district is prohibited on or while utilizing school property, in a school vehicle, or at school-
sponsored activities, programs, and events. This policy applies to students who directly engage in an act
of bullying, to students who, by their behavior, support another student’s act of bullying, and to all staff

members and parents who engage in similar behaviors.
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JDDC SHORT MODEL BULLYING PLAN

Training concerning identifying, reporting, investigating, and preventing bullying behaviors as outlined in
district policies and this plan shall be provided to students and staff members using district resources
available for such purpose and shall be provided through school assemblies, staff development, or other

appropriate forums at least {annually/biannually}.

The board or the district administration on behalf of the board may seek student, staff, parent, and/or
community input on the adoption, revision, and/or implementation of the board’s bullying policies or plan

as directed or approved by the board.

No teacher, administrator, or school district employee shall engage in, permit, or tolerate bullying.

Retaliation against a victim, good faith reporter, or a witness to bullying is prohibited. A student or staff
member who engages in an act of bullying, reprisal, retaliation or false reporting of bullying, shall be
subject to discipline in accordance with school district policy and procedures. The school administration
and/or board may take into account the following factors when determining an appropriate disciplinary
action for such prohibited conduct: the ages of the parties involved; the developmental and maturity

levels, special education needs of the parties involved, and the severity of the behavior.

Discipline guidelines for student bullying may be found in student and employee handbooks. Offenses
over time or single offenses which are severe in nature may result in discipline up to and including
suspension and/or expulsion or termination from employment. Parents participating in prohibited
bullying conduct aimed at district students and/or staff members may jeopardize their access to district
facilities; district property; school sponsored activities, programs, and events; and/or district students
and/or staff members through the district’s communication systems. As appropriate, reports to local law
enforcement will be filed to report criminal bullying behaviors. (See Policies EBC, GAAC, GAACA,
JGEC, JGECA and KN)

Approved:

KASB Recommendation — 6/18
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JDDC BULLYING FORM

— Sample Form -

Retype to suit local needs, remove from policy book and file with the clerk and
principals. Form could also be included in staff or student handbooks.

Report to Local Law Enforcement

USD 498

Pursuant to Kansas law, the administrator or other school employee whose

signature appears below is reporting the following crimes:

Briefly describe each incident and the person/s involved in a misdemeanor or felony behavior at school, on

school property, or at a school activity.

Date School/Location

Student/s or Person/s
Involved

Brief Description of
bullying incident/s.

School Districts are required by Federal Law and K.S.A. 72-6311 to protect the

privacy rights of students under the age of 18.

Administrator or other

c/o Superintendent, USD 498;

school employee

c/student’s file
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JGCA DISTRICT HEALTH AND WELLNESS PLAN

DISTRICT HEALTH AND WELLNESS PLAN
(Sample Plan)

The board offers the following district health and wellness plan as a supplement to its
health and wellness policy, JGCA. This plan reflects some of the board’s elected methods to
promote student health and wellness, prevent and reduce childhood obesity, and provide
assurance that school meals and other food and beverages sold and otherwise made available on
the school campus during the school day are consistent with applicable minimum federal
standards. This plan is periodically revised in accordance with policy JGCA. Questions
concerning its contents may be directed to , president of the district’s health and
wellness committee at or to the superintendent at

NUTRITION PROMOTION AND EDUCATION

Designated instructional staff will integrate nutrition education into the district’s sequential,
comprehensive health education program. The program will be reviewed and updated, as
appropriate.

Nutrition education will be interactive and will endeavor to provide students with the knowledge
and skills needed to adopt healthy eating behaviors.

Nutrition education may be provided in school cafeterias, as well as in the classroom, with
coordination between the food service personnel and teachers.

The district will provide appropriate training to the staff members responsible for providing
nutrition education and training to students on strategies for promoting healthy eating behaviors.

Consistent nutrition messages will be disseminated throughout the district, schools, classrooms,
cafeterias, homes, and community utilizing one or more of the following methods:

1. Handouts;

2. Posters and bulletin boards;

3. Postings on the district’s website;

4. Articles and information provided in district or school newsletters;
5. Presentations that focus on nutritional value and healthy lifestyles;
6. Special programs that highlight aspects of nutrition education; and

7. News media.
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JGCA DISTRICT HEALTH AND WELLNESS PLAN

Lessons and Activities

District staff will develop and implement nutrition education lessons and activities for all grades
that are appropriate to the student’s age and developmental levels.

Instructional staff will be requested to integrate nutritional themes into daily lessons and
activities, as appropriate, to complement the academic standards based on nutrition education.
Nutritional themes may include, but are not limited to:

1. Knowledge of USDA dietary guidelines;

2. Sources and variety of foods;

3. Guide to a healthy diet, including snacks and the importance of breakfast;

4. Concepts of control and prevention of disease and nutritional deficiencies;

5. Use and misuse of dietary supplements;

6. Understanding calories;

7. Understanding and using food labels;

8. Essential nutrients and their relationship to physical performance and body composition;

9. Appreciating cultural diversity related to food and eating;

10. Recognizing appropriate serving sizes;

11. Safe food preparation, handling, and storage; and

12. Identifying and limiting junk food.

District staff members are expected to be supportive in helping students to practice the
nutritional themes used in lessons and activities.

Family and Community Involvement

The superintendent or designee will be responsible for promoting family and community
involvement in supporting and reinforcing nutrition education in the schools utilizing one or
more of the following methods:

1. Nutrition education materials are sent home with students, posted in school buildings, and
made available on the district’s website;

2. Parents/Guardians are encouraged to send healthy snacks/meals to school;
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JGCA DISTRICT HEALTH AND WELLNESS PLAN

3. Families are invited to attend any exhibitions of student nutrition projects or health fairs;

4. Nutrition education workshops and screening services may be offered;

5. Links with nutrition service providers (e.g., qualified public health and nutrition
professionals) may be established on the district’s website to inform families about

supplemental nutritional services available in the community;

6. Nutrition education curriculum may include homework that students can do with their
families, such as:

a. Reading and interpreting food labels,
b. Reading nutrition-related articles, and
c. Preparing healthy recipes; and
7. School staff members will be encouraged to cooperate with other agencies and

community groups to provide opportunities for student projects related to nutrition, as
appropriate.

PHYSICAL ACTIVITY

Developmentally appropriate physical activities during the school day for students will be
designed to achieve optimal health, wellness, fitness, and performance benefits, and may include
the following:

1. Daily school-wide exercise program for students in which all students participate in their
classrooms;

2. Physical activity breaks for students between lessons or classes, as appropriate; activities
will be planned to maximize student participation;

3. Providing information to parents/guardians that encourages students’ physical activity
outside the school environment, such as outdoor play at home, sports, recreation
programs, before and after-school programs, community programs, etc.;

4. Establishing guidelines governing the age-appropriate physical activity opportunities for
students that will be provided in each school;

5. Offering and supervising walking programs for students on school property before
school, at lunch, or after school;
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JGCA DISTRICT HEALTH AND WELLNESS PLAN

6. Daily recess periods for elementary school students featuring time for unstructured but
supervised active play;

7. Introducing physical activities other than competitive sports to students;

8. Organizing and supervising walking trains for students going to and coming home from
school;

9. Programs conducted before and after school in district facilities providing
developmentally appropriate physical activities to students in an effort to promote
physical activity. Designated staff will meet with providers of before and after-school
programs in district facilities to discuss and support opportunities for physical activity for
attendees;

10. Sending students home with suggestions for physical activities for use by
parents/guardians through:

a. Monthly suggested activity calendars,

b. Periodic information and updates,

c. Notices of family activity events taking place in the schools or community;
11. Promoting the use of school facilities by students and the community for physical

activity, fitness, sports, and recreation programs offered by district schools and/or

community-based organizations outside of school hours through:

a. Announcements,

b. Posted notices,

c. Newsletters,

d. District’s website,

e. District’s calendar,

f. News media.

PHYSICAL EDUCATION

Professional staff will provide physical education instruction that complies with the established
curriculum and academic standards to ensure that students develop required skills and
knowledge.
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JGCA DISTRICT HEALTH AND WELLNESS PLAN

The physical education curriculum and program will be reviewed and updated, as appropriate.
District schools will encourage all students to participate in physical education classes.

Physical education staff will utilize appropriate instructional strategies that provide meaningful
inclusion of all students, regardless of skill or fitness level.

The district’s physical education programs will:

1. Provide physical activity options and alternatives from a variety of categories such as
outdoor, rhythmical, and lifetime;

2. Feature cooperative as well as competitive games;

3. Teach self-management skills as well as movement skills;

4. Actively teach cooperation, fair play, and responsible participation;

5. Promote participation in physical activity outside of school;

6. Endeavor to be an enjoyable experience for students;

7. Encourage lifelong participation in health-enhancing physical activities;

9. Attempt to create a positive learning environment in which students feel safe and
supported; and

10. Utilize physical activities that are developmentally appropriate.

Suitably adapted physical education will be included, when practicable, as part of a student’s
IEP, Section 504 Plan, or accommodation when chronic health problems, disabling conditions, or
other special needs preclude such student’s participation in regular physical education instruction
or activities. Documented medical conditions and disabilities will be accommodated in
accordance with the applicable IEP or Section 504 Plan.

An annual assessment and inventory of equipment, facilities, and resources used for physical
education courses will be made by physical education staff. Equipment, facilities, and resources
determined to be obsolete, out-of-date, unusable, or unsafe will be reported for disposition.

Physical education staff will attend professional development opportunities and inservice
programs, in accordance with board policy.

District schools will discourage the withholding or use of physical education solely as a form of
punishment.

Student physical activity on school grounds during school hours will be supervised to enforce
safety rules and to attempt to prevent injuries.
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JGCA DISTRICT HEALTH AND WELLNESS PLAN

Building administrators are encouraged to notify district staff that physical activity (e.g., recess)
will not be used or withheld as a form of punishment;

Assessment

A local assessment system may be implemented to track student progress on the Health and
Physical Education academic standards. Course grades will be awarded in the same manner
grades are awarded in other subject areas and will be included in calculations of grade point

average, class rank, and academic recognition programs.

Family and Community Involvement

To promote family and community involvement in supporting and reinforcing physical education
in the schools, the building principal or designee will be responsible for ensuring that:

1. Physical education activity ideas are sent home with students;
2. Parents/Guardians are actively encouraged to promote their child’s participation in the
school’s physical education programs and any after-school activities through information

distributed by the school,

3. Families are invited to attend and participate in physical education activity programs and
health fairs when held;

4. Physical education curriculum may include homework that students can do with their
families.

5. School staff is encouraged to consider student preferences and interest when developing
physical education programs.

6. School staff is encouraged to work with local recreation agencies and community

organizations to provide opportunities for students to participate in physical activity
programs outside of school.

OTHER SCHOOL BASED ACTIVITIES

Drinking water shall be available and accessible to students, without restriction and at no cost to
the student, at all meal periods and throughout the school day.

Nutrition professionals who meet hiring criteria established by the district and in compliance
with federal regulations shall administer the school meals program. Professional development
and continuing education shall be provided for district nutrition staff, as required by federal
regulations.
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JGCA DISTRICT HEALTH AND WELLNESS PLAN

Students shall be provided a clean and safe meal environment.
District administrators may consider offering alternative service models to increase
school breakfast participation, such as breakfast served in the classroom and “grab & go

breakfast” to reinforce the positive educational, behavioral, and health impacts of a
healthy breakfast.

Students shall have access to hand washing or sanitizing before meals and snacks.
{ } Access to the food service operation shall be limited to authorized staff.

{ } Nutrition content of school meals shall be available to students and
parents/guardians upon request.

{ } The district shall provide appropriate training to staff on the components of the
school health and wellness policy and plan.

{ } Fundraising projects submitted for approval shall be supportive of healthy eating and
student health and wellness or at least neutral on that topic.

{ } The district shall support the efforts of parents/guardians to provide a healthy diet
and daily physical activity for children by communicating relevant information through

various methods.

{3 other.

FUNDRAISERS

Fundraising projects must be submitted for district approval in accordance with district policy.
School fundraising activities will be approved with consideration of the following:

1.

Fundraising activities held during the school day involving the sale of food or beverages
will be limited to foods that meet the USDA Smart Snacks in School nutrition standards,
unless an exemption is approved by the building principal;

Availability of any food or beverage items sold as part of a fundraising activity will be
restricted until at least thirty (30) minutes after the last lunch period;

Fundraising activities that promote physical activity will be encouraged; and
District staff members are encouraged to select foods and beverages which are low in

sugar and fat content to be sold as part of any fundraisers for school sponsored activities,
programs, or events outside of the school day.
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JGCA DISTRICT HEALTH AND WELLNESS PLAN

For purposes of this regulation, school day means the period from midnight before school begins
until thirty (30) minutes after the end of the official school day.

Copies of this administrative regulation will be available in the central office and will be
distributed to activity sponsors, student treasurers of school activities, and other interested
individuals and groups.

Exempt fundraiser foods or beverages may not be sold in competition with school meals in the

food service area during the meal service.

NUTRITION GUIDELINES FOR ALL FOODS/BEVERAGES AT SCHOOL

All foods and beverages available in district schools during the school day shall be offered to
students with consideration for promoting student health and reducing obesity.

Foods and beverages provided through the National School Lunch or School Breakfast Programs
shall comply with established federal nutrition standards.

Foods and beverages offered or sold at school-sponsored events outside the school day, such as
athletic events and dances, shall offer healthy alternatives in addition to more traditional fare.

Competitive Foods

Competitive foods available for sale shall meet or exceed the established federal nutrition
standards (USDA Smart Snacks in School). These standards shall apply in all locations and
through all services where foods and beverages are sold to students, which may include, but are
not limited to: a la carte options in cafeterias, vending machines, school stores, snack carts, and
fundraisers conducted during the school day.

Competitive foods are defined as foods and beverages offered or sold to students on school
campus during the school day, which are not part of the reimbursable school breakfast or lunch.

For purposes of this policy, school campus means any area of property under the jurisdiction of
the school that students may access during the school day.

For purposes of this policy, school day means the period from midnight before school begins
until thirty (30) minutes after the end of the official school day.

The district may impose additional restrictions on competitive foods, provided that the
restrictions are not inconsistent with federal requirements.

Non-Sold Competitive Foods
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JGCA DISTRICT HEALTH AND WELLNESS PLAN

Non-sold competitive foods available to students, which may include but are not limited to foods
and beverages offered as rewards and incentives, at classroom parties and celebrations, or as
shared classroom snacks, shall meet or exceed the standards established by the district.

If the offered competitive foods do not meet or exceed the Smart Snacks in School nutrition
standards, the following standards shall apply:

1. Rewards and Incentives: (CHOOSE ONE OF THE OPTIONS BELOW)

a.

b.

C.

{ } Foods and beverages shall not be used as a reward or incentive in district
schools.

{ } Foods and beverages shall not be used as a reward for classroom or school
activities unless the reward is an activity that promotes a positive nutrition message

(e.g., guest chef, field trip to a farm or farmers market, etc.).

{} other.

2. Classroom Parties and Celebrations: (CHOOSE ONE OR MORE OF THE OPTIONS
BELOW)

a.

{ } Only non-food based parties and celebrations shall occur on the school campus
during the school day in district schools.

{ } Classroom parties/celebrations with food/beverages shall be limited to no more
than one (1) per month in each classroom.

{ } Parents/Guardians shall be informed through newsletters or other efficient
communication methods that foods/beverages should only be brought in when
requested for scheduled parties.

{ } Classroom parties shall offer a minimal amount of foods (maximum 2-3 items)
containing added sugar as the primary ingredient (e.g., cupcakes, cookies) and will
provide the following:

* Fresh fruits/vegetables; and

»  Water, 100 percent juice, 100 percent juice diluted with water, low-fat milk, or
nonfat milk.

{ } When possible, foods/beverages for parties and celebrations shall be provided by
the food service department to help prevent food safety and allergy concerns.

{ } Food celebrations shall not occur until thirty (30) minutes after the end of the
last lunch period.
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JGCA DISTRICT HEALTH AND WELLNESS PLAN

g {} other.

3. Shared Classroom Snacks:
a. { } Shared classroom snacks are not permitted in district schools

b. { } other.

The district shall provide a list of suggested nonfood ideas and healthy food and beverage
alternatives to parents/guardians and staff, which may be posted via the district website, student
handbook, newsletters, posted notices and/or other efficient communication methods.

Marketing/Contracting

Any foods and beverages marketed or promoted to students on the school campus during the
school day shall meet or exceed the established federal nutrition standards (USDA Smart Snacks
in School) and comply with established Board policy and administrative regulations.

Exclusive competitive food and/or beverage contracts shall be approved by the board, in
accordance with provisions of law. Existing contracts shall be reviewed and modified to the
extent feasible to ensure compliance with established federal nutrition standards, including
applicable marketing restrictions.

SAFE ROUTES TO SCHOOL

District schools may provide appropriate instruction on walking and bicycling safety to students.

To make walking and biking to school safer and easier for students, improvements to school
zone traffic safety may be made by:

1. Developing drop-off and pick-up procedures and informing students, parents/guardians,
and district staff by means of:

a. Publication in handbooks,

b. Reminders to parents/guardians in the form of letters or emails at the start of each
school term and as necessary throughout the school year,

c. Presentation at a student assembly,
d. Presentation at a parents meeting, and/or
e. Posting of notice/signs.
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JGCA DISTRICT HEALTH AND WELLNESS PLAN

2. Designating a drop-off and pick-up zone to discourage traffic congestion in front of
schools;

3. Conducting regular traffic safety training for school personnel, volunteers, and students
who drive to school;

4. Encouraging carpooling to alleviate traffic congestion in front of schools;

5. Staggering school arrival and dismissal times for different grades to minimize the flow of
traffic; and

6. Using a designated employee, parent/guardian, or volunteer at drop-off locations to open
the student’s door and expedite the drop-off process.

Designated school personnel, police, and volunteers may periodically evaluate drop-off and pick-
up conditions and provide safety information and instruction to drivers.

The Superintendent or designee may meet periodically with local municipality officials, law
enforcement, and community organizations to develop, evaluate, and maintain safe routes to
school.

In cooperation with the local ordinances and laws, physical improvements such as curb striping
and signage revision may be made to the school’s drop-off and pick-up zones and/or parking and
stopping spots.

PERSONAL AND COMMUNITY HEALTH

The district will provide a framework to educate, support, and promote health enhancing
behaviors and programs for students levels. Research demonstrates that healthy students do
better in school and score higher on achievement tests. Parents should be involved with the
health and education provided to their students. Students will be provided opportunities to learn
and understand personal health, prevention and control of disease, the dangers of substance use,
abuse and additions, mental and emotional health, injury prevention and safety, and community
health needs which may include:

e Major body systems, functions, and relationships between systems;
Healthy personal hygiene habits;
Importance of personal health and seeking health care;
Value of and recommended sleep amounts;
Health and unhealthy habits;
Leading causes of death and risk behaviors;
Disease prevention skills;
Communicable and noncommunicable diseases;
Relationship between nutrition, exercise, and disease prevention;
Structure and functions of the immune system;
Drug types and dangers of alcohol, tobacco, and other illegal drugs;
Refusal skills;
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JGCA DISTRICT HEALTH AND WELLNESS PLAN

Physical and psychological addictions;

Cummulative risk behaviors;

Addictive substances and effect on health;

Personal strategies for drug free living;

Communicating care, consideration, and respect;
Developing stress management skills;

Avoiding negative self-talk, self-harm, and suicide;
Developing positive body image and self esteem;
Expressing feelings, wants and needs in a health manner;
Role of the individual in maintaining a healthy community;
Local community health needs, issues, and events; and
Opportunities to develop and maintain a healthy community.

Approved:

KASB Recommendation — 12/20
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JGFG STUDENT ACCIDENTS

Re-Type and Remove From Policy Book
SAMPLE STUDENT INFORMATION FORM

Student Name

Parent/Guardian Name
Mailing Address
Street Address

Home Phone

Business Phone

Name(s) and phone number(s) of some other person(s) to be called in the event of an accident if the parent(s)
cannot be contacted:

1.

2.

Name and office phone number of family physician:

Physical conditions staff members should be alerted to:

SAMPLE CONSENT FOR EMERGENCY MEDICAL TREATMENT
I, the undersigned, being the natural parent (or legal guardian) of  , a minor, do hereby consent
to the securing of emergency medical treatment, including the necessary transportation to receive such
treatment, forsaid by |, the superintendent of schools USD 498, Marshall County, or designee.
Dated this day of , 20, and valid for the remainder of 20 -  school year or until

specifically revoked.

Parent

Witnessed By:
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JGFGB SUPERVISION OF MEDICATIONS

SAMPLE FORM

USD 498

School

Medications Given at School

Name of Student

Parent/Guardian

Physician’s Name Phone

Medication Prescribed by

Dosage Time to be Given

Duration of Orders

Administered By Date Time Dosage (signature) Comments
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JGFGB SUPERVISION OF MEDICATIONS

Permission for Medication

Name of Student

School Grade
Teacher
Medication Dosage

I hereby give my permission for to take the above
medication at school as ordered. I understand that it is my responsibility to
furnish this medication. [ further understand that any school employee who
administers any drug or nonprescription medication pursuant to parental written
request to my student in accordance with written instructions from the physician
or dentist shall not be liable for damages as a result of an adverse medication

reaction suffered by the student because of administering such medication.

Date Signature of Parent or Guardian

NOTE: The medication is to be brought to school in the original container
appropriately labeled by the pharmacy, or physician, stating the name of the
medication, the dosage and times to be administered.
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JGFGBA STUDENT SELF-ADMINISTRATION OF MEDICATIONS

Permission for Self-Administration of Medication

Name of Student

School Grade
Teacher
Medication Dosage

I hereby give my permission for (name of student) to administer the above
medication at school as ordered. I understand that it is my responsibility to
furnish this medication. I acknowledge that the school incurs no liability for
any injury resulting from the self-administration of medication and agree to
indemnify and hold the school, and its employees and agents, harmless against
any claims relating to the self-administration of such medication.

My child has been instructed on self-administration of the

medication and is authorized to do so in school.

Signature of Parent or Guardian
INOTE: Parental permission must be renewed annually]

Approved:
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JGG School Bus Guidelines

School Bus Guidelines:

1. No swearing or cussing.

2. Bus driver is in charge at all times.

3. Students shall not extend any part of their body out of the school bus windows.
4. No standing or walking about while school bus is moving.

5. Keep feet and hands to yourself.

6. No smoking or chewing tobacco will be permitted on the bus.

7. No sharp objects of any kind or weapons will be allowed on the bus.

8. No animals are allowed on the bus.

9. No beverages or food will be brought onto the bus without prior approval of the teacher, sponsor, or
building principal.

10. No illegal drugs or intoxicating liquor or alcohol will be allowed or tolerated on the bus.

Each driver will apply these rules to the best of their discretion.

PARENT’S SIGNATURE:

DATE:
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JH STUDENT ACTIVITIES

Sample Only: Adapt for local use

Public Input Form: Request to Add/Eliminate an Activity

1. Name:

2. Address:

3. Represents: Self Group:

4. Name of Group:

5. Activity to eliminate: Explain rationale

6. Activity to add:

7. Proposed start-up budget: $

e Prepare a detailed budget sheet for board consideration.
e Where would you get the money?
e Ifnonew money is available, what existing program would you propose
reducing or eliminating to fund the proposed budget?

8. On-going budget: $

Prepare a reasonably detailed on-going budget which describes the on-

going expenses necessary to maintain the program.

9. Indicate need to add program:

10. OTHER:

Use additional paper as necessary.
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JOQKA FOREIGN EXCHANGE STUDENTS

APPLICATION FORM

Foreign Exchange Student/Host Family
(To Be Completed by Host Family and School Administrator)

Host Family Information

Name
Address City State
Zip Code Phone No.

Names, ages, and class of host family children attending the schools of the district:

Name Age Class or Grade Level

1)
2)

3)

4)

Foreign Exchange Student

Name Nationality Age
Address City

Country Phone No.

Sponsoring Agency

School diploma received from home country? Yes No

Check courses that student has completed. (verified from official transcript)

English Number of verified units
Science Number of verified units
Social Studies Number of verified units
Physical Education Number of verified units
Native language class Number of verified units

We, acting as host family, assume full responsibility for (student's name) while he/she is residing with us.
We are not sponsoring this student for personal profit and will ensure that all of the policies, rules, and
regulations of the board are followed.

Date Signature of head of host family
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KBA DISTRICT OR SCHOOL WEB SITES

SAMPLE HANDBOOK LANGUAGE / FORMS FOR

DISTRICT USE AFTER BOARD APPROVAL

General Information

Student Privacy Rights (See JRB)

Identifiable student images shall not be posted on district or school websites
without prior written permission from the student and, if under 18, the student's
parent or guardian. The mailing address, telephone number or other personally
identifiable information about any student shall not be posted on district or
school web sites. All applicable requirements of the Family Educational Rights
and Privacy Act (FERPA) shall be followed.

Copyrighted Material Posted On Websites (See KBA)

Any original materials created by students are owned by those students.
Original materials will not be posted on district or school web sites without
prior written permission of the student who created the work.

(Webmaster/Principal, etc.) shall be in charge of monitoring permission to post
copyrighted materials.

Software Copyright (See ECH)

Software acquired by staff using district or school web sites, and installed on
district computers, must comply with copyright laws. Proof of purchase (copy
or original) must be filed in the district office.

Downloading Copyrighted Materials (ECH)

Students and staff shall not download copyrighted materials without prior,
written permission being obtained from the author or creator of the material in
question. See ECH for “fair use exceptions” which may allow for limited use of
copyrighted materials.
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KG FACILITY USE LANGUAGE AND FORMS

Proposed rules: This is a “Starter Kit” which must be customized
to meet local needs. Remove from policy and file with the clerk after
board approval.

Facility Use Rules

Use of school facilities or school grounds by community groups may be allowed
by the board on a temporary basis. The following fees are for use of the facilities
equipped as is. Additional fees will be charged for pianos, chairs, projectors,
public address systems, etc., not in the facility. No alteration to any facility shall
be made by the renter or their personnel without the written permission of the
superintendent.

The individual or group using the facility agrees to assume responsibility for care
of the facility and agrees to pay for any damages to the facility, beyond normal
wear, related to its use of the facility. In addition, the individual or group agrees
to assume responsibility to ensure the use of tobacco, unprescribed controlled
substances or alcoholic beverages is not allowed in the facility, either by the
individual, the group or other participants.

Payment for the use of a facility is to be made in advance. Additional charges
may be assessed after the fact if the individual or group fails to abide by the
agreement.

This policy shall be administered by the superintendent, or the superintendent’s
authorized designee, and the superintendent’s decisions are subject to review by

the board upon timely filing of a written protest with the clerk of the board.

Procedure for Figuring Charges (Example Only)

The USD 498 Board of Education recognizes there are groups and/or organizations
within the district which are ongoing with primary goals of community betterment
and providing varying degrees of services to district students.

The district’s schedule for facility use charges is altered to reflect the amount to
be recovered from similar groups for the use of school facilities.

(Private Organizations and Businesses - 100% of Fee)
These organizations and businesses are identified as follows:

1) The primary goal of the business/organization is profit making; or

2) Charges are made by the business/organization when a school facility
is used and the receipts are placed in the business/organization account
for use generally by the business/organization; or

3) The business/organization is a nonprofit type of organization with the
major financial support derived generally from a specific group of
people through donations and/or freewill offerings.

©KASB. 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 not limited to another school district, organization, company or corporation
without written permission from KASB.



KG FACILITY USE LANGUAGE AND FORMS

Examples of businesses/organizations in this group are: dance studios and dance
groups; radio-television entertainment; automobile displays; churches and other
religious organizations; businesses; nonschool sport events, etc.

(Civic Organizations - 60% of Fee)
These organizations are identified as follows:

1) The group generally operates within the community and is adult-
oriented;

2) The group is easily recognized as a civic organization and functions in
many different communities;

3) The group operates on a State, Regional and/or National Charter which
specifically states service to the community as one of the organization
requirements; or

4) The group is a local organization that receives its funding from
donations and/or receives tax money from some governmental agencies.

Examples of organizations in this group are: Lions Club; Rotary Club;
Kiwanis Club; V.F.W.; American Legion; Elks Club; Chamber of Commerce, etc.

(USD {498} Supporting Organizations - 40% of Fee)
These organizations are identified as follows:

1) The group sponsors events directly involving USD 498 students and/or,
in a broad sense, former students; is a type which provides future
positive assistance to USD 498 student events and is nonschool
supervised; or

2) The group may derive income from the events, and shall return
substantial income to the community through scholarships and other
similar projects to USD 498 students; or

3) The group provides a broad base program of student self-improvement
in moral judgment, home and community life, poise and self-control
and the family as an American way of life; or

4) The group has a track record of promoting a positive image of the
community, the young people of the area and aid to education in the
district.

Examples of these organizations are: Junior Miss Scholarship Program; Miss
Kansas Pageant; Alumni Association; Vo-Tech.; Arts Councils; etc.

(Community Improvement and Student
Assistance Organizations - No Charge)
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KG FACILITY USE LANGUAGE AND FORMS

These organizations are identified as follows:

1) The groups providing services to the county or city population at little
or no cost that are difficult to obtain elsewhere or are military and/or
governmental in nature; or

2) The group generally operates as a not-for-profit group; or

3) The group provides an opportunity for a better understanding of the
arts through displays and presentations and may be governmental in
nature; or

4) The group provides needed assistance to the community in times of
disaster and is a nonprofit or governmental type of organization; or

5) The group organizes when necessary to supply a service to education
in general or specifically to students.

Examples of these organizations are: City/County Recreation; Military Band;
Swim Team; Parents of Seniors for School Purposes; Kansas National Guard;
Kansas Kids Wrestling Program; Community Playhouse; occasional usage by 4-H,
Boy Scouts and Girl Scouts; etc.

Approved: KASB Recommendation — 2/00; 4/07
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KG FACILITY USE LANGUAGE AND FORMS

USD 498

SCHEDULE OF RATES FOR FACILITY USE

Building/Area

High School:

Rate of Charge

Fieldhouse when no admission is charged

Fieldhouse when admission is charged

Gym when no admission is charged

Gym when admission is charged

Auditorium when no admission is charged

Auditorium when admission is charged

Cafeteria without kitchen equipment

Cafeteria with kitchen equipment*

Junior High School:

Gym when no admission is charged

Gym when admission is charged

Elementary:

Gym (Central) when no admission is charged

Multi-purpose when no admission is charged

Multi-purpose when admission is charged

Use of Any Classroom (per classroom)

When no admission is charged

When admission is charged

All charges are based on a per day charge. Use of facilities for four (4) hours or
less will be charged one-half (1/2) of the daily rate. The charges include the time
for one (1) custodian. Should the services of additional personnel be required
due to the nature of the use request, the charges will be based on $

for such additional employee.

*When kitchen equipment is used, a school cook must be present.

©KASB. 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 not limited to another school district, organization, company or corporation

without written permission from KASB.

per hour



KG FACILITY USE LANGUAGE AND FORMS
USD 498, Waterville, Kansas
SCHOOL FACILITY USE PERMIT [Sample Only]
This permit authorizes the use of the school facilities as listed. The person to whom this permit is issued
agrees to accept responsibility for the care of the facility and the compliance with school board policy

covering facility use by nonschool groups. (Policy KG)

Person to Whom Issued:

Address: Telephone No.

Group or Organization Represented:

Purpose of Meeting:

Specific Facility/Room(s)Needed:

Date(s) of Use:
Building Needed:
Start Time: End Time:

Room(s) Needed: Start Time: End Time:

Equipment/Services Needed:

(only those services/equipment/facilities listed will be provided.)

Insurance and Other Special District Requirements for Use:

Use Charge for Services/Facilities Listed:

Date and Amount Paid:

Principal’s Approval: Date:

Superintendent’s Approval: Date:

This form must be signed by the person to whom it is issued and presented by that person to the custodian
on the date(s) shown. Please read all the provisions and guidelines related to this agreement.

I have read the Building Use Agreement and Guidelines and I agree that I will be responsible to see that
there is full compliance with them.

Ist copy: Requester’s copy
2nd copy: Building Principal
3rd copy: Clerk of the Board

Signature: Date:

Group Representative
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KGA USE OF DISTRICT PERSONAL PROPERTY AND EQUIPMENT
USD 498, Waterville, Kansas

SCHOOL PERSONAL PROPERTY AND EQUIPMENT USE PERMIT [Sample Only]

This permit authorizes use of the school equipment as listed. The person to whom this permit is
issued (hereafter "Permittee") agrees to accept responsibility for care of the equipment and compliance
with school board policy KGA as well as [IBG if Permittee is a student or employee of the district.

As a condition of use, Permittee agrees to pay the district fair market value for any equipment that
has been lost, stolen, or has suffered irreparable damage while in Permittee's possession. If school
equipment is returned damaged beyond normal wear and tear of acceptable use, Permittee agrees to
reimburse the district for the cost to repair such equipment. No district reimbursement shall be assessed
to Permittee for normal wear and tear of the equipment commensurate with acceptable use under policy
KGA and policy lIBG if Permittee is a district student or employee.

Permittee Name:

Address: Telephone No.

Group or Organization Represented, if any:

Equipment Needed:

Date(s) of Use:

Start Time: End Time:

Insurance and Other Special District Requirements for Use:

Deposit Date and Amount Paid, if any:

Principal’s Approval: Date:

Superintendent’s Approval: Date:

This form must be signed by the permittee and presented to the person responsible for the equipment on the
date(s) shown. Please read all the provisions and guidelines related to this agreement. I have read the
School Personal Property and Equipment Use Permit above and relevant policies thereto, and [ agree that I

will be responsible to see that there is full compliance with them.

©KASB. 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 not limited to another school district, organization, company or corporation
without written permission from KASB.



KGA USE OF DISTRICT PERSONAL PROPERTY AND EQUIPMENT

Ist copy: Permittee's copy
2nd copy: Building Principal
3rd copy: District office

Date:

Signature:
Approved User (Permittee)

©KASB. 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 not limited to another school district, organization, company or corporation

without written permission from KASB.



KI DISTRIBUTING MATERIALS IN SCHOOLS

Sample only: Adapt for Local Use

Distribution Rules: Non-School Materials USD 498

The following item/s may be distributed:

Time: On September 13th and 14th only between the hours of 3:15 and 3:30 p.m.

Place: In the commons area at a table set up for the purpose of distribution of

approved materials.

Manner: The person distributing may stand next to the table on which materials
are stacked. If a child walking by asks for one, the person may hand them a copy.
No attempt shall be made to engage the child in dialogue concerning whether they

accept or reject the material.

signed:

Administrator

signed:
Representative of group or individual who produced the material

Approved: KASB Recommendation — 4/99; 3/00

©KASB. 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 not limited to another school district, organization, company or corporation
without written permission from KASB.



KN COMPLAINTS

U.S.D. No. 498
Complaint

The policies of Board of Education of U.S.D. No. 498 prohibit discrimination on the basis of race, color, national origin, disability, genetic information, and
sex in all programs and activities of the district. Additionally, discrimination on the basis of age is prohibited in employment. Harassment of individuals on any
of these grounds is strictly prohibited. Individuals who believe they have been discriminated against on any of these grounds may file a complaint with the
following discrimination coordinators:

District Discrimination Coordinator: Name: Address: Phone:
Building Discrimination Coordinators: Name: Address: Phone:
Title IX Coordinator: Name: Address: Phone:

Name of Complainant:

Address:
Email Address:
Telephone Number:
Nature of the Complaint I believe that I have or someone I know has been subjected to discrimination on the basis of:
(Please Select Any that O Race O Color O National Origin ORacial Harassment
Apply): O Sex O Sexual Harassment O Disability OReligion

O Age O Genetic Information O Harassment on the basis of

OR

O General Complaint/Not Related to Perceived Discrimination

My complaint is not one of the perceived discrimination or harassment but is regarding the
situation described below.

Please describe the incident
or act complained of:
Please include information
about:

e  Who was the person
engaging in the
conduct?

e  Who was the conduct
directed toward?

e  What was the nature of
the conduct?

e  When did it occur?

e  Where did it occur?

e  What effect did the
incident have on you?
What effect did it have Attach additional sheets if necessary.
on the person allegedly
targeted?

Were there any witnesses to | O Yes O No

this incident? .l .
If yes, please indicate who the witnesses were:

©KASB. 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 not limited to another school district, organization, company or corporation
without written permission from KASB.



KN COMPLAINTS

What action do you believe
the school should take with
regard to this incident?

If this matter proceeds to an investigation or hearing, will you appear and make and be interviewed and/or testify as to your
knowledge of the matter? [ Yes O No

©KASB. 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 not limited to another school district, organization, company or corporation
without written permission from KASB.
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