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KASB POLICY SERVICE DISCLAIMER

KASB has attempted to provide recommended policies and magended
policy updates which reflect the current legislative charges antkrit, court
decisions and agency rules andegulations recognizing general operations
procedures of schools in Kansas and the nation.

The recommended policies and recommended policy updates have been
reviewed by KASB attorneys to ensure compliance with federal and state laws
and regulations.

Use of KASB recommended policies does not guarantee the district will
not be involved in legal proceedings and challenges to decisions made by the
district based on these policies.

KASB assumes no financial or legal liability responsibility for district
losses incurred by the district resulting from litigation filed against thetdict
as a result of the use of the KASB Policy Service recommendations. All
recommended policies should be reviewed, discussed, and changed to meet the

unique and individual needsf the district and approved by the board.

12/95; 4/07
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PREFACE

The following policies of Wified School District (USD) 363are the
result of a combined effortof the staff at the Kansas Association of School
Boards, the Board of Edcation and district staff.

KASB has written the policy model and integrated the appropriate
policies and procedures being used. Upon the completion of the first and second
draft, KASB staff consulted with the board and selected district staff members
to arrive at the final draft. Thisihal draft was then adopted by the board.

Understanding the Policy System

Policies: principles adopted by the school board to chart a course of
action. They tell WHAT is wanted and may include also WHY and HOW MUCH.
They should be broad enough to provide the administration with flexibility and
guidance in handling the dato-day issues which arise. They also should be
narrow enough to give the admirniation clear guidance.

This philosophy was incorporated into the thinking that produced the
model and guided the board and the district's staff in developing the final,
adopted poaicies.

A binder contains these thirteen sections of policies. Thesgiers are:

A -- SCHOOL DISTRICT ORGANIZATION

B -- SCHOOL BOARD OPERATIONS

C -- GENERAL SCHOOL ADMINISTRATION

D -- FISCAL MANAGEMENT

E -- BUSINESS MANAGEMENT

F -- FACILITY EXPANSION PROGRAM

G -- PERSONNEL (Licensed and NonLicensed)
H --NEGOTIATIONS

| -- INSTRUCTIONAL PROGRAM

J -- STUDENTS

K --GENERAL PUBLIC RELATIONS

L --INTERORGANIZATIONAL RELATIONS

M --RELATIONS WITH OTHER EDUCATION AGENCIES
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The policy system's ultimate success depends on using these policies
daily to guide the board, adimistrators and other staff as a management tool to
facilitate school board perations and actions.

The Index

The index is designhed to help the user find the subject described in the

appropriate policy.

When Using This Manual

Proper use of this manual ¢hudes, looking up the subject matter in the
index and proceeding to the policy section first. Second, check the table of
contents which is found in the front of each policy section. Determine if the
desired subject is croseeferenced to any other policy.Proceed to the alpha
code in the papropriate section and read the policy. Once this is done, cross

references should also be read.

State Law and Neqgotiated Contracts

Policies do not contain any statutory language or citations, unless

necessary or nedgoated contract language. They exist in separate utoents
which should be consulted as needed. If there is doubt about the subject being
considered, guidance should be sought from the superintendent or another

administrative staff member.

Definitions
1. When the masculine pronoun is used throughout these policies, it is
intended to refer to both feminine and masculine amtnts.
2. Wherever the word "superintendent” or "principal” occurs, the words

"or designated representative" are assumed tdnzduded.
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A District Authority A

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

Home Rule

The board shall have authority to conduct district business without
specific statutory delegation. The board may transact all school district
business and adopt policies the board deems appropriate to perform its

constitutional duty to maintain, develop and operadeal public schools.

Approved: KASB Recommendation 1/01; 7/03; 4/07
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ABE District Goals and Objectives(See BK) ABE

The board shallannually establish and review longange goals and
objectives to guide district operations. All district personnel shall direct their
efforts toward achieving district goals and objectives. The supenisi¢at shall
give the board periodic reports on progress maadavadrds achieving dirict
goals.

The board shall participate in loagange planning through an annual
meeting with the superintendent and designated staff to review progress on the
implementation of board priorities, initiatives, and lomgnge plans. Té board
also shall consider and act upon objectives and major activitiep@sed by the
superintendent to achieve district goals.

The superintendent shall develop necessary procedures to implement this

policy.

Approved: KASB Recommendationh 1/01; 4/07
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AC School District Grade Levels AC

The district will be organizedon a Prek5; 6-8; and 912 plan.

Approved: KASB Recommendation 1/01; 4/07; 13/
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AD District Attendance Areas AD

The Board shall review school attendance arems neededand make
changes as warranted.

The superintendent shagllas needed,prepare a written report for the
board concerning changes recommended for school attenelameas for the next
school year and the reasons for the recommendations. The board shall consider
the recommendations following receipt of the report. The recommended changes
shall be made availabléo district patrons. The Boardanay schedule a public

hearing to seek input on the proposed changes.

Approved: KASB Recommendation 1/01; 4/07
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ADA School Census ADA

The board may direct the superintendent to conduct a census of the
following:
T The number of potential students living in the district under the age of 5
years;
1 The number of potential students residing in the districtween the
ages of 5 and 21;
The census shall also obtain information related to the planning of
transportation services and other information the superintendent considers
necessary such as, but not limited to, birthdates of potential students in those

categories.

Approved: KASB Recommendation 1/01; 4/012/18
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AE School Year AE

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

(1) The minimum number of statutorily required school days for students
K-12, conssting of not less than 2 1/2 hours for kindergarten
students and 6 hours for students in graded 2, or

(2) The minimum number of statutorily required school hours foudsnts
in grades k12.

Virtual Schools

If the board sponsms a virtual school, it shall comply with all current
regulations of the Kansas State Department of Education, the school district and

applicable state laws.

Approved: KASB Recommendation 1/01; 6/05; 4/07; 6/08
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AEA School Calendar(See IKD) AEA

The board shall establish a calendar for each school year. On or before
April 15 of each year, the superintendent shall present a mesended school
calendar for the axt school year. District customs, conumity interest, legal
holidays, staff recommendations and other relevant matters shall be considered.

A copy of the current cal endar shall be o

Approved: KASB Recommendation 1/01; 470
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AEB Extended School Year(See JBD, JBE, JCDA and JDD) AEB

Extended School Year

The board may extend the regular academic year. The superintendent
shall be responsible for preparing a plan and presenting it to the board. The
board may extend the regularly scheduled academic year because of the
following types of circumstances which are stated by way of illustration and not
by way of limitation: adverseweather conditions, building maintenance
problems, personnel problems, Iplic health reasons, or budgetary problems.

Extended Learning Opportunities for Students

The board may require extended learning opportunities for students not
meeting minimum acadmic requirements as defined by the board.u®nts may
be assigned to extended academic sessions including, but not limited to:

f before or after-school;
9 Saturday school; or
fsummer sessions.

Regulations necessary to govern extended academic sessionld kba
recommended by the superintendent for board approval. Truancy laws,
suspension and expulsion policies and law, and all appropriate portions of the

student behavior code shall apply duringtended academic sessions.

Approved: KASB Recommendatioi 7/02; 4/07
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AF School Day AF
Except as otherwise provided in the negotiated agreement for staff
members covered therebyhe board shall establish the time of baging andof

ending the school day and other time schedules.

Approved: KASB Recommendation 1/01; 4/07 6/18
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AG Closing School Buildings(See AD) AG

Upon request of the board, the superintendent shall present to the board
plans for efficient use of all school attendance centers. The board reserves the

right to close school buildings as provided for in current law.

Approved: KASB Recommendationh 1/01; 4/07
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BA Goals and Objectives BA

The board shall endeavor to provide the best educational system possible

within the financial limitations of the district.

Approved: KASB Recommendation 1/01; 4/07; 12/13
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BBBB New Member Orientation (See BCBK) BBBB

The superintendentthe board presidentand Clerk of the Boardshall
conduct an orientation program to acquaint new board members with board
policy, district operations, and procedures. The orientation shall also describe
the duties and responsibilities of board members, theperintendent, the clerk
and Treasurer Newly elected and newly appointed board members shall be
encouraged to tdend workshops for new board members.

Prior to the time they officially take office, newly elected boardmbers
shall be invited to attendall board meetings, except when the board is in
executive session. They shall receive copies of all agendesorts and other
communications received by current board members except information or

material of a confidential nature.

Approved: KASB Recaimendationi 1/01; 4/07
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BBBF Reimbursement for Expenses(See GAN) BBBF

No board member shall be reimbursed for expenses incurred for any
travel unles the travel has been approved by the board. Board members who
provide their own transportation shall be reimbursed for each mile actually
traveled in attending board meetings and in the performance of districitniess.
Any payments to board members mube in the form of a reimbursement for
amounts previously paid by the board member, and receipts shall beided by
the board member in accordance with the provisions of GAN.

In the event a board member charters a plane to travel, only the cost of

the fuel will be reimbursed.

Approved: KASB Recommendationl/01; 7/03; 4/07
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BBC Board Committees(See CF) BBC

The board shall operate at all times as a committee of the whole.

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

Sub-committees of the board may be assigned on a temporary basis and
shall consist of no more than three board members. Board subcommittees are
subject to the open meetisglaw.

Advisory Committees

After considering administrative recommendations, the board may
establish advisory committees. The type and function of each advisory
committee shall be dictated by district needs. After considering
recommendations of the sepintendent and other members of the administrative
staff, the board shall appoint all members of board advisory committees.

No financial assistance shall be furnished any committee without prior
board approval. The superintendent shall monitor each comint e e 6 s progr
and relay information to the board. As requested, each committee shall report
in writing to the superintendent and/or the board.

The board may dissolve any advisory committee at any time. No

committee shall exist longer than one yearlass reappointed by board action.

Approved: KASB Recommendationh 1/01; 4/07; 11/12; 6/13
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BBE Attorney BBE
The board shall appoint an attorney to handle legattars referred by

the board.

Approved: KASB Recommendation 1/01; 4/07

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organizapiany coroorporation
without written permission from KASB.



BBG Consultants (See CJ, CL and ID) BBG
The board may use consultants to advise the board\either the

superintendent nor any staff member is authorized to engage a consultant for

pay without prior board approval.

Approved: KASB Recommendationl/01; 4/07
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BCAB Meeting Duration, Timing, and Location BCAB

Unless otherwise specified inresolution adopted by the board in July

of any year, thefollowing rules shallapply to meetings of the board:

A Regul ar meetings of t he board sfhal]l b e
each month. If such dafjalls on a legal holiday, the meeting will be
schediled for the following workday.

AL Any regular meeting may be adjaourned t
determined by the board irts motion to so adjourn.

A Al regul ar me et ithe ¢ SD IFHBB Adiministbacionhaed d i n
Conference Center located at 3@iley, Holcomb, KS. Regular
board meetingshall generally begin a7:00 p.m. central standard
time.

A Regul ar and speci al meetings shal/l b e
duration unless the board passasmotion to extend thisimit by
one % hour increment

The day, time, and place of regular board meetings shaltédbgewed

and set each year bnesolution at the organizational meeting in July. Notice of
the adpted meeting schedule shall tpaiblished in the offécial newspaper of the

district.

Approved: KASB Recommendation 12/137/16
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BCAC Special Meetings BCAC

Special meetings may be called at any time by the president of the board
or by joint action of anythree board members. Written notice, stating the time
and place of any special meeting and the purpose for which the meeting has been
called shall, unless waived, be given to each board member at leastdlemdar
days in advance of the special meetingNo business other than that stated in

the notice may be transacted at the special meeting.

Approved: KASB Recommendationl/01; 4/07 12/18
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BCAE Public Hearings (See BCBI and KN) BCAE

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

Public hearings will be held at a convenient time and a suitable place.

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

individual to run the actual hearing.

Approved: KASB Recommendation 1/01; 4/07
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BCBD Agenda BCBD

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

The board agenda shall be compiled by the superintendent in catipar
with the board president. Other board members may request items to be placed
on the agenda. The ageéa may include a period of time when thelpic may
speak to the board.

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

The agenda format may include:

1 monthly reports to the board;

1 a consent agenda containing routine business and information
items;

1 financial reports including monthly listing of bills ready for
payment;

1 important correspondence;

1 bids, specifications;

1 attendance center reports; and

1 requests for hearings and other suictiormation

Other items and reports may be added to the agenda.

Approved: KASB Recommendatianl/01; 4/07
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BCBF Rules of Order (See BCBH) BCBF

The board kall be governed by laws and rules adopted by the board.

Robertés Rulsadl notbe Zdiopded by the board.

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

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

All formal board actions shall beaaken by ordinary motions unless a formal
resolution is required by law.

It shall not be necessary for a motion to be before the board $oudis an
agenda item which has been presented by the board president for consideration.
In the ordinary course otvents, the board shall discuss all thers other than
routine procedural questions prior to the making of a motion so reaching of
consensus may be facilitated.

The following motions shall be in order:

9 To recess;

1 To take action;

©KASB. This material may be reproduced for use BJ363. It may not be reproduced, either in whole or in part, in any formaekats to
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BCBF Rules of Order BCBF-2

1 To amend a motion to take action, but the amending motion shall be
disposed of before any other motion to amend the main motion shall
be in ader;

1 To defer action, either finally or to a specific time, date, and place;

f To go into executive session; and

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

The president may call a meeting to order or, without objection from a

majority of the board, call for a break or adjourn the meeting withoutodiom.

Approved: KASB Recommendation 1/01; 4/07
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BCBG Voting Method BCBG

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

Any abstaining vote shall be counted as a "no" vote. (See KSALY28)

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

left the meeting and when the member returned to the board meeting.

Approved: KASB Recommendation 1/01; 4/07 6/18
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BCBH Minutes (See BCBF) BCBH

Accurate minutes of &ch board meeting shall be taken andnsaribed.

The clerk shall be responsible for taking and transcribing minutes of each board
meeting. The board shall designate an acting clerk if the clerk is absent.
Neither the superintendent nor a board membeaymserve as acting clerk.
Unofficial minutes shall be sent to the board as soon as possible after each
meeing. The board shall review mutes of each meeting as soon as

practicable, shall make any corrections or changes required to make thetesi
accuately reflect board actions taken, and then approve the minutes as
presented or changed.

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

direct the clerk to attach a copy ofdhwritten remarks to the original mites.

Approved: KASB Recommendation 1/01; 4/07
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BCBI Public Participation at Board Meetings (See BCA and KN) BCBI

Open Forum

The president or presiding officer may ask patrons attending if they
would like to speak during the open forum. Rules for the public forum will be
available from the clerk prior to the board meeting and at the meeting itself.
The board president may impose a limit on the time a visitor may address the
board. The board president may ask groups with the same interest to appoint a
spokesper son t o del i ver t he gr oup?o6s mes s a
guestions, board members shlahot interact with speakers at the open forum.

PatronRequested Agenda Items

Any patron may request addition of a specific agenda item and shall
notify the superintendensevendays prior to the meeting and state theagsen(s)
for the request. The supiemtendent shall determine whether the request can be
sol ved by staff wit hout t he patronos appear
superintendent shall consul t wi t h t he board
may be placed on the next regular board tirg agenda.

Handling Complaints

The superintendent may refer complaints to the board only if a
satisfactory adjustment cannot be made by a principal, the superintendent, or

other appropriate staff members.

Approved: KASB Recommendation 1/01; 4/07
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BCBJ News Coverage BCBJ

The board may provide accommodations for members of the newdian
present at board meetings. The superintendent may provide copies djotdmed
agenda to news media prior to each board meeting upon request oegasred
by law. At an appropriate time, the board or superintendent meylagan board
action.

Cameras/Recording Devices

Use of cameras, photographic lights, and recording deviaé any board
meeting shall be allowed subject to reasonable rules, which are designed to
ensure orderly conduct. All recording devices, including microphones, shall be
kept in an area designated for the media. Use of recording devices shall not
interfere with or disrupt the meeting. No cameras or recordireyides shall be

allowed at executive sessions of the board.

Approved: KASB Recommendationh 1/01; 4/07
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BCBK Executive Session BCBK
(See BBBB, BE, CN, CNA, ECA, IDAE, Il, JRB and KBA)

The board shall conduct executive sessions only as provided by law.

Sample Motion

I move that the board go into executive session for the purpose of
discussing _(17)_ (a statutorily approved reason and justification) and that the
board return to the open meeting at

1) Personnel matters for nonelected personnel,;
*Justification: To protect the privacy interests of an identifiable
individual.

2) Consultation with an attorney which would be deemed privileged in attorney
client relationship;
*Justification: To protect attorneglient privilege and the public interest.

3) Matters relating to employeemployee negotiations whether or not in
consultation with the representative or representatives of the body or agency.
*Justificati on: To protect the district
its negotiating position and the public interest.

4) Confidential data relating to financiadffairs or trade secrets of
corporations, partnerships, trusts, and individual proprietorships;

*Justification: To protect the privacy rights of a corporation,

partnership, trust, etc. with regard to their financial affairs.

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

*Justification: To protect the privacy rights of a student who is
identifiable.

6) Preliminary discussion relating to the acquisition of real property;
*Justificati on: To protect the distric
bargaining position.

7) Matters relating to the security of the board, the school, school buildirrgs o
facilities, or the information system of the school.
*Justification: To ensure the security of the school, school buildings or
facilities and/or the information system of the school are not
jeopardized.

*Explanation of reason for executive session.

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
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BCBK Executive Session BCBK-2

NO BINDING ACTION SHALL BE TAKEN DURING CLOSED OR EXECUTIVE
SESSIONS

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

The purpose forthe executive session will be one of the severas@ns
stated in BCBK.

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

The motion will explain why one of the seven statutorily acceptable

reasons was chosen.

Approved: KASB Recommendationh 6/99; 6/00; 1/01; 4/07
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BDA Developing and Adopting Policy(See CM, CMA, GAA and JA) BDA

The board shall adopt all new policies and delete or modify existing
policies. Board policies, rules and regulations may be amended at any board
meeting by a majority vote ofhe board. All handbooks shall be approved by the
board and adopted, by reference, as a part of these policies and rules.

Drafting Policy

The superintendent shall draft all recommended policy changes, including
new policy recommendations. The supetendent may involve appropriate staff
members, patrons or students when revising or drafting new policy.

Attorney Involvement

Board policies and rulesnay be submitted to the legal counsel to determine
their legality before they are submitted to theard.

Policy Dissemination

Changes in board policy shall be disseminated as appropriate. The
superintendent shall develop a procedure to ensure appropriate dissemination and
the destruction or removal of obsolete policies. One hard copy policy book sha
be kept in the central business office. If appropriate, the superintendent may also
designate additional staff members who shall be furnished a policy book. Current
boardapproved policiesmay be posted on the district website, or other website
desigmted by the board.Board members, district staff, patrons and others will be

encouraged to use the web site to access current board policy.

©KASB. Thismaterial may be reproduced for use in the district. It may not be reproduced, either in whole or in part, in any faewesh@de
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BDA Developing and Adopting Policy BDA-2

Historical Policy Files

The clerk shall keep an historical set of bdapolicies which will reflect
all revisions, amendments or other actions pertaining to every policy.

Public Input on Policy

Individuals or groups may submit proposed changes in board policy.

Approved: KASB Recommendation 1/01; 4/07; 6/10
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BE School Board Records BE
(See BCBK, CN, CNA, ECA, II, and KBA)

The board shall keep records necessary to document board actions.

Approved: KASB Recommenationi 12/00; 2/07; 4/07; 6/07
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BG Memberships BG

The boardmay maintain membership in the Kansas Association of School
Boards and, if a member of KASB, may join érparticipate in the etivities of

the National School Boards Association.

Approved: KASB Recommendationl/01; 4/07
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BK Board Self-Evaluation (See ABE) BK

The boardmay conduct an annual selévaluation. Each board member
shall use a seklevaluation instrument to appraise individual performance or the
performance of the board as a whole. Results of these evaluations shall be
discussed at least annuallyand revised standards and priorities shall be
devdoped to guide the boardébés devel opment i n

The board considers the following conditions crucial to selfaluation:

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

The standards may include, but not be limited to:

educational leadership;

policy development;

board member development and performance;

relationships with the superintendent and other staff members;
communications with the public;

fiscal managment;

board meeting organization and committee performance;

relations with cooperating agencies and other governmental
organizations.

=4 =4 =8 -8 -4 8 a9

2. Evaluation shall be at a scheduled time and place widtheast 6 board
members present.
3. The evaluation shall be a compa t e of t he i ndi vidual b
opinion.
4. The evaluation shall discuss strengths as well as areas needing
improvement.
The evaluation results shall be discussed in detail, and the board shall
formulate a series of objectives for the coming year. Féd@bjectives shall be
stated in the form of behavioral change or pretivity gains.

Approved: KASB Recommendation 1/01; 4/07
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CA Goals and Objectives of School Administration CA

The goal of school administration is to create an environment in which all

students can demonstrate continuous academic improvement. The superintendent

must possess leadership qualities which motevatll staff members to improve

t he educational program and t o attain t he

superintendent, wi t h t he boar dés direction
coordinate available resources to develop an educational program designed

maintain continuous academic improvement and full state accreditation in all

schools.

Approved: KASB Recommendation 01/02; 4/07; 12/13
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CB Administrator Eth ics CB

An administrator's professional behavior must conform to an ethical
code. The administrator acknowledges schools belong to the public, and they
must provide educational opportunities to all. An administrator's actions will
be viewed and appraisedy the community, professional associates, and
students. Therefore, the administrator subscribes to the following standards:

The administrator

1 Makes the welbeing of students the basis for decision making and

action;

1 Fulfills professional responsibilies with honesty and integrity;

1 Supports the principle of due process as required by law;

1 Obeys local, state and national laws;

1 Implements all board policies, rules and regulations;

 Pursues appropriate measures to correct those laws, policies and
regulatons that are not consistent with sound educational goals;

1 Avoids using an administrative position for personal gain;

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

1 Seeks to improve the profession through rasesh and continuing
professional development; and

f Honors employment contracts until fulfillment or release.

Approved: KASB Recommendatioh 01/02; 4/07
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CD Administrative Line and Staff Relations (See GACA and GACB) CD

All administrators are ultimately responsible to the board. Within the
limits of policy and terms of the job desiption, the superintendent's

administrative subordinates have full authority to administer district programs.

Approved: KASB Recommendation 01/02; 4/07
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CE Superintendent of Schools CE

The superintendent i s the school systemob
have, under t he boar dos directi on, gener al
superintendent is accountable to the board and is responsible for manalgéng
schools in compliance with board policies

The superintendent may delegate powers and duties to other school
personnel. Delegating power or duties, however, shall not relieve the

superintendent of responsibility for any action taken.

Approved: KASBRecommendation 1/02; 4/07
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CEA Superintendent Qualifications CEA

The superintendent shall possess, or be eligible for, a Kansas

supernt endent 6s |l i cense

Approved: KASB Recommendation 01/02; 4/07; 12/14
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CEB Superintendento6s Duti es CEB

The superintendent shall be responsible to:

serve as t he ddmsistratoc;t 6 s chi ef a

carry out all board policies and rules;

oversee safe and orderly schools;

ensure student achievement for all student groups;

build positive school/community relations;

lead the board in developing constructive board/superintendent raiati
oversee effective and efficient staff performance;

practice responsible fiscal, facility and resource management; and

model positive professional attributes.

Approved: KASB Recommendation 01/02; 4/07
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CEC Superintendent Recruitment CEC

The superintendent search presents the board with an opportunity to
recruit individuals who will implement the board's goals. The board shall
establish an orderly pocedure for employing a superintendent that conforms to
generally accepted ethical and legal standards and minimizes misunderstanding
in the community. The process should allow the board ample opportunity to
evaluate a number of c awhadsk grafessidomal tpiniad anfl i ¢ a t |
experience meet district needs. The board may solicit applications from
gualified staff members and may list the vacancy with placement offices.

The boardmay select a professional search serviedo shall screen all
applications and recommend finalists to the board for interviews. The board
shall interview selected andidates. Board members maaisit each findi st 6 s

district.

Approved: KASB Recommendationh 01/02; 4/07 12/14
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CEE Compensation and Benefits CEE

The board s hall annually det er miatioe t he
and benefits. Compensation shall be based on recent performance and the

super i nt ablitygamnday out board policy.

Approved: KASB Recommendation 01/02; 7/03; 4/07
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CEF Expense Reimbursement and Credit Cards(See CG, GAN anKB) CEF

The superintendent s use of a district
card shall be confined to necessary school business. The board shall annually
prescribe limits and restrictions on the use of credit cards and shall monitor
monthly recepts and reimbursement expenses.

All rewards points or cash back payments earned using district credit cards are district property

and shall be either applied to future district credit card purchases or remitted to the district

treasurer for accountingd deposit.
Expenses for district travel in personal vehicles or extended travel incurred in
the performance of official duties shall be reimbursed in accordance with the

provisions of GAN.

Approved: KASB Recommendationh 6/01; 7/02; 4/07 6/15
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CEG Superintendentos Professional De@ES&S|I op me nt

The superintendent shall keep updated on new educational practices and
shall attend educ@onal conferences and other learning opportunities as

approved or required by the board.

Approved: KASB Recommendation 01/02; 4/07
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CEI Evaluating the Superintendent (See CGI and GAK) CEI

The board shall adopt an evaluation system that provides a basis for
f or mal eval uati on o f t he superintendent6s
include the evaluation form used and the process necessary to edtenphe
form.

The board shall evaluate the superintendent using the evaluation form in
accordance with current legal equirements for the first four years of
empl oyment and annually for the term of t he

The s uper i nevaduatdoa nshadlsbe confidential and be made
available only to the board, the superintendent and others as provided by law.

The evaluation instrument shall be on file at the district office with the clerk.
Any revisions in the evaluation system shall inodle input from the

superintendent.

Approved: KASB Recommendationh 6/00; 1/02 6/04; 4/07
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CEJ Nonrenewing or Terminating tht SCBJerinter

The board may nonrenew or terminate the superintendenthéraact.

Approved: KASB Recommendationh 01/02; 4/07

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whpbartinrany form whatsoever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organizapiany coroorporation
without written permission from KASB.



CEK Resignation CEK

The superintendentmay submit a resignation to the board president at a
regular or special meeting. The board shall consider the resignation in light of

t he di strictds needs

Approved: KASB Recommendation 1/02; 4/07
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CF Board-Superintendent Relations(See BBC) CF

The board delegates to the superintendent all administrative duties. The
board reserves the ultimate decision in all matters concerning personnel policy
or expenditures of funds; it will normally proceed in those areas only after

recei ving the superintendentds recommendati on

Approved: KASB Recommendationh 01/02; 4/07
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CG Administrative Personnel (See CEF, GAN and KB) CG

The board shall employ administrative personnel as needed.

Compensation Guides and Contracts

Administrative personnel shall be compensated for their services with a
contracted salary determined bthe board. Administrative contracts shall be
reviewed annually. The board shall determine the terms and length of each
contract. The boardébés attorney manwntradievel op
(See KB)

Qualifications and Duties

The superintendentshall develop appropriate job descriptions for each
administrative position. When adopted by the board, job descriptions shall be
filed in the central office and may be published in the appropriate handbook.

Recruitment

The board delegates to the supmtrendent the authority to identify and
recommend the appointment of individuals to fill vacant administrative
positions. The superintendent shall screen all applicants and may use other
staff members to assist. The superintendent shall make recommemdato the
board. The district may pay preapproved expenses incurred by candidates
interviewed for an administrative position.

Assignment

The board shall sol i cit t he superinte
appoinment, assignment, transfer, demotion, termtion or nonrrenewal of any

administrative personnel.

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
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CG Administrative Personnel CG-2

Orientation

The superintendent shall conduct an appropriate administrative
orientation program.

Supervision

The superintendent shall be responsible for supervisahigadministrative
personnel.

Administrative Intern Program

The board may establish, by contract with an approved administrator
training insitution, an administrative intern program.

Travel Expense and Reimbursement

Travel expense for administrativetaff shall be provided in accordance

with CEF and GAN.

Approved: KASB Recommendationh 01/02; 7/03; 4/07
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CGIl Administrator Evaluation (See CEIl and GAK) CGl

Administrative personnel shall be evaluated in writing by the
superintendent in accordance with legal requirements for the first four years of
employment and at least annually thereafter. Administrative personnel files and
evaluations shall be availablenly to the board, the appropriate administrator,

the superintendent and others authorized by law.

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

appropriate handbook.

Approved: KASB Recommendation 01/02; 4/07; 12/13
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CGK Suspension CGK

The superintendent shall have the authority to suspend district
administrators with pay pending further board action.

The superintendent may suspend adnsimators with pay for any reason
including, but not limited to, one or more of the following: alleged violation of
or failure to implement board policy, rule, or regulationefusal or failure to
follow a reasonable directive of theadmi ni st rswdrwdsomM sthe
superintendentor the boarg the filing of a complaint against the administrator
with any civil or criminal authority, the alleged commission of an offense
involving moral turpitude; or other good cause.

If a suspension without pay is impode on an administrator, the
administrator is entitled to pay until the administrator has been advised of the

basis for suspension and has been given an opportunity to respond.

Approved: KASB Recommendation6/19

CJ Hiring Consultants (See BBG, CL and ID) CJ

The administration may use professional consultants. The board shall
approve any consultant pay in advance or may instruct the superintendent to

budget aspecific amount for consultant fees.

Approved: KASB Recommendationh 01/02; 4/07
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CK Professional Development Opportunities CK

The board encourages, nd may require, administrators to attend
activities which will directly benefit the schools. The district may pay expenses

to attend meetings approved by the superimtent.

Approved: KASB Recommendation 01/02; 4/07
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CL Administrative Teams (See BBG, CJ and ID) CL

The board advocates the team concept of school adstration.

Method of Appointment

The superintendent shall select the members of each adminisgd&am.

Organization

The superintendent shall determine the organization of
administrative team.

Resources

With board approval, the team may use outside consultants asticli
resources.

Financial

The superintendent may recommend an adminative team budget to the

board.

Approved: KASB Recommendationh 01/02; 4/07
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CM Policy Implementation (See BDA,CGK, CMA, GAA and JA) CM

Administrative employees who fail to implement board policies may, by
board action, be suspendedvithout pay, demoted, placed on probation,

nonrenewedor terminated.

Approved: KASB Recommendation 6/00; 01/02; 4/07 6/19

©KASB. This material may be reproduced for use in USD 363 It map@oeproduced, 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, organizapiany coroorporation
without written permission from KASB.



CMA Administrative Rules and Regulations CMA
(See BDA, CM, DJFAB, GAA and JA)

The superintendent is responsible for recommending, rules and
regulations necessary to carry out board policy and to agpeére t he di stri
schools. These rules and regulations shall constitute the administrative
handbooks gwerning the schools and shall be considered for approval,
modification or dis@proval by the board. No administrative rule shall conflict
with board mlicy.

The superintendent shall review all proposed rules before they are
submitted to the board. The administrative staff shall review all administrative
rules recommended by the superintendent before being submitted to the board
for their consideration

Staff Involvement

The superintendentmay include representatives of those empees who
will be affected at the planning stage.

Community Involvement

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

Student Involvement

The superintendent may consi der student
which affect them.

Rules Drafting

All proposed rulesmay be submitted to the legal counsel to determine

their legality before they are $#unitted tothe board.
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CMA Administrative Rules CMA -2

Disseminating Rules

All employees who play a role in enforcing the rules or who will be
affected by any rule changes shall be given copies of the pertinent rules and any
revisions.

Reviewing Rules

Administrative rules adopted by the board shall be subject to regular
review by the administrative staff. Proposed changes shall be submitted to the
board.

Action Allowed When No Policy Exists

In an emergency when action must be taken, the superintendent shall
have authority to act. Any decision shall be subject to board review at the next
meeting. The superintendent should recommend any policy needs ndideint

may have ceated.

Approved: KASB Recommendationh 01/02; 4/07
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CN Public Records CN
(See BE, CNA, ECAHAI, IDAE, II, JGGA, and JRet seq)

The board designastethe District Office Administrative Assistant as its
Freedom of Information Officer The Freedom of Information Officer shall have
the authority to establish and maintain a system e€ards in accordance with
the Kansas Open Records Act and other applicable laWwBe board further
assigns the clerk to handleequests for records and torve as the custodian of
the records. The custodian shall prominently display and distribute or otherwise
make avaliable to the public a brochureoncerning record accesisn the form
prescribed by the local Freedom of Information Officer.

Types of Records

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

Central Office Records

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

Building Records

Records maintained by the building principals shall include, but not be
limited to, the following: activity funds, student cerds and personnel records.

(See JRet seq)
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CN Records CN-2

Public Access

All records, except those subject to exception by the Kansas Open
Records Act, shall be open to inspection by the gehegnablic during regular
office hours of any school or the district office. The superintendent will
establish procedures for making records available on normal business days
when district offices are closedThe district may charge and require advance
payment of a fee for providing access to or furnishing copies of public
records.

Requests for access to open records shall be made in writing to an
official custodian of district records. The official custodian shall examine
each request to determine whethtehe record requested is an open record or
is subject to an exceptionf the Kansas Open Records Athat would allow
the record to remain closed. The custodian may also refuse to provide access
to a public record or to permit inspection if a requestgda an unreasonable
burden in producing public records or if the custodian has reason to believe
that repeated requests are intendeddierupt other essential functions of the
district.. The custodian shall either grant or deagchrequest.

If the cusbdian does not grant the request, the person requesting the
record shall eceive a written explanation of the reason for the denial within
three days of the request, if an explanation is requested. If the requester
disagrees with the explanation, the fikmm of information officer shall
settle the dispute.

Each requesfor access toa public record shall be acted oas soon as
possible, but not later than the end of the third business day following the

date that the request is receivedf the request isnot acted on immediately,

©KASB. This material may be reproduced for use in the district. It may not be reproduced, either in whole or in pafityin any
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the custodian shall inform the requestewithin the three day window, when
and where the open record will be made available.

Each custodian shall file all requests and their dispositions in the
appropriate office and make repts as requested by the superintendent or the

board.
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CN Records CN-3

Copies of Records

Copies of open records shall be available upon written request, unless
otherwise specified in Kansas or federal law. Requestors may only make
abstracts or obtainapies of public records to which they have access under the
Kansas Open Records Act. The district shall not be required to provide copies of
radio or recording tapes or discs, video tapes, filmps$ctures slides, graphics,
illustrations, or similar audioor visual items or devices, unless such items or
devices were shown or played during open session of a distroard meeting.
Similarly, the district shallnot be required to provide such items or devices
which are copyrighted by a person other than th@ard. Furthermorenothing
in the Kansas Open Records Act requires the district to electronically make
copies available by allowing a requestor to obtain copies by inserting,
connecting, or otherwise attaching an electronic device provided by the
requesbdr to the computer or other electronic device of the district.

Advance payment of the expense pfoviding access to or furnishing
copies of openrecords shall be borne by threquestor. Uder no circumstances
shall the documents be allowed out of theusual building loation without
approval of the official custodian.

The board may prescribe reasonable fees for providing access to or
furnishing copies of public records, subject to the following:

1 in the case of fees for copies of records, the feesllshat exceed the

actual cost of furnishing copies, including the cost of staff time required

to make the information available and printing fees of __ cents per page,

as applicable;
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1 In the case of fees for providing access to records maintained on
computer facilities, the fees shall include only the cost of any computer
services, including staff time required.

Revenue from copying open records wi ||
general fund.

Disposition

All district office records shall be kept foat least the minimum length
of time required by law.

The clerk is designated as the official custodian of all boandl district

office records maintained by the district. Each building principal is deaied

as official custodian of all records estlabhed and maintained at the building

level. In addition to those records required by law, tleéerk shall be

responsi bl e for preparing and keeping ot her
efficient operation.
District employees shall follow the guidimles found in the student

records policies. (Se¢DEA andJR throughJRD)

Approved: KASB Recommendationh 6/00; 01/02; 4/07; 6/0712/16; 12/18 6/19
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CNA Document Production, Including Electronic Information * CNA
(See BCBK, BE, CN, ECA, IDAE, II, JGGA, JRt seg.and KBA)

Destroying Documents

After the district receives knowledge of legal action against the district
or its employees,no documents or electronic information pertaining to the
subject of the action, maintained in any form, may bestdtoyedas long as the

legal action is pending.

Approved: KASB Recommendation 02/07; 4/07; 6/07 6/19

* For detailed information, see Fedal Rules of Civil Procedure. 34 Production
of Documents, Electronically Storedhflormation.
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CO Reports CoO

The board may require reports from the superintendentooblmer staff
members. The board delegates to the superintendent authority to regeppEsts
from any staff member.

Types of Reports

Annual

The superintendent shall submit to the board an annual report
summarzi ng t he districtds oding schaoli year.s Thie oeportt he p
shall include the accreditation status of each district schooldind.

Budget Reports

The superintendent shall present a monthly budget report to the board.
The budget report shall be i ncHalihdulde éach t he L
account, the original appropriation, the amount expended to date, the amount
encumbered to date, and the remaining balance in each account.

Disseminating Reports

The board, upon request, may receive copies of reports submitted to the
superintendent i f t here is no potentivady vi ol &

rights.

Approved: KASB Recommendationh 01/02; 4/07
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DA Goals and Objectives DA

The board shall adhere to strict fiscal accounting procedures as outlined
in board policies and rules. The board shall make an effort to secure goods and
services from responsible merchants and vendors at a price and quality that will

enable the staff to fulfill the district's educational goals.

Approved: KASB Recommendation 4/07
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DB Budget Planning DB

A planned, systematically prepared budge essential in the management
of the district. The board delegates to the superintendent the authority to

develop a budget for the board's consideration.

Approved: KASB Recommendation 4/07

©KASB. This material maye reproduced for use in USD 363. 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, organizapiany coroorpation
without written permission from KASB.



DC Annual Operating Budget (See KBA) DC

The district budget shall be prepared by the superintendent in
cooperation wi t h sel ected di strict empl oy e e
eduational goals.

The superintendent shall follow the adopted budget.

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

Budget Forms

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

Priorities

The board will establish priorities for the district on a shadoetrm,
intermediate and longrange basis.

Deadlines and Schedules

Deadlines and time schedules shall be established by the board.

Encumbrances

An encumbrance shall be made when a purchase is made or when an
approved purchase order is processed. All encumbranztesll be charged to a

specific fund. All necessary encumbrances shall be made by the supgrdiené.
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DC Annual Operating Budget DC-2

Recommendations

Recommendations of the superintendent and professional staff caimger
t he d i shudgietc alldchions will be presented to the board prior to
submission of the tentative draft budget. Alsuperintendent and staff
recommendations will be msented to the board no later than the regular board
meeting inJune.

Preliminary Adoption Procedures

The supeintendent will be responsible for developing the budget cover
letter. It is recommended that the letter include a restatement of the goals and
objectives of the district and a list of budget priorities. An explanation of line
item expenditures will bernicluded in the letter. Fund expenditures and line
categories will also be explained in terms of how the budget meets the goals and
objectives of the district and enhances completion of priorityograms. A
preliminary dr aft o f t he bed submnitteid c hyd she b udg
superintendent to the board on or beforkugust 1 each year.

Hearings and Reviews

The board shall conduct budget hearings according to state law.

Budgda Transparency

The district shall comply with the requirements of the Kansas 0mif
Financial Accountingand Reporting Act and rules and regulations promulgated
by the Kansas State Board of Education thereunder in maintaining, reporting,
publishing on the district's website, and making available to the public

specified budgetary reads, forms, and information.
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DC Annual Operating Budget DC-3

Management of District Assets/Accounts

The superintendent shall establish and maintain accurate, financial
mana g e me n t Systems t o me et t he di strictos f
information for financial reports, and safeguard district resources. The
superintend e n t shall ensur e t he di strictos accou
internal controls. The superintendent shall review the accounting system with

the board.

Approved: KASBRecommendation 7/03; 4/07; 6/07; 6/096/15; 6/18
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DE Fraud Prevention and Investigation DE

All employees, board members, consultants, vendors, contractors, and
other parties maintaining business relationship with the district shall act with
due diligence in duties involving the distrié s fiscal The s our c e
superintendent shall develop internal controls that aid in the prevention and
detection offraud, financial impropriety, or irregularity.

Reporting Fraud

An employee who suspects fraud, impmety, or irregularity shall
promptly report those suspicions to the immediate supervisor and/or the
superintendent. If the superintendent is the subject of the complaint, reports
shall b e mad e t o t he boar d presi dent or t
superintendent shall generally have primary responsibility for any
investigations, in coordination with legal counsel and other internal or external
departments and agencies as appropriate. If the superintendent is the subject of
the report of fraud, impropety, or irregularity, the board shall retain control
over the investigation or may designate its legal counsel or another invdastiga
to act on behalf b the board in investigating the matter and reporting any
findings back to the board.

Whistleblowes

The district encourages complais reports, or inquiries about illegal
practices or volations of district policies, including illegal or improper conduct
by the district, its leadership, or by others on its behalf. Reports may include,
but not be Imited to, financial improprieties, accounting, or audit matters,
ethical violations, or other similar illegal or improper practices or policies. The
district prohibits retaliation by or on behalf of the district against staff members
who make good faith @mplaints, reports, or inquiries under the policy or for
©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
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DE Fraud Prevention and Investigation DE-2

participation in a review or investigation under this policy. This protection
extends to those whose allegations are made in good faith but prove to be
mistaken. The district reserves the right to discipline persons who make bad
faith, knowingly false, or vexatious complatis, reports, or inquiries or who
otherwise abuse this policy.

Complaints, reports, or inquiriesnay be made under this policy on a
confidential or anonymous basis. They should describedetail the specific
facts demonstrating the bases for the complaints, répopor inquiries. They
should be directed to the superintendent unless otherwise provided above. If the
superintendent ismplicated in the complaint, report, or inquiry, it shidube
directed to the board or its legal counsel. The district will conduct a prompt,
review or investigation. The district may be unable to fully evaluate a vague or

general complaint, report, or gquiry that is made anonymously.

Approved:

KASB Recommendation 6/18
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DFAA Grants and other Outside Financial Resources DFAA

The boad encourages the superintendent to secure federal, state and
private grants, or other alternative funding sources for use in curriculum
development, staff development, instructional or activity programs and other
areas as directed by the board.

The boardshall approve all grant applications before their submission.

Approved: KASB Recommendatioh 6/04; 4/07
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DFAB Standard of Conduct for Federally Funded Contracts DFAB

The following standard of conduct shall be followed by board members,
district emdoyees, officers, and their agents in an effort to eliminate conflicts
of interest and to govern actions while engaged in the selection, award, and
administration of contracts on behalf of the district.

No board member, employee, officer, or agent may tpdapate in the
selection, award, or administration of a contract supported by Federal funds if
he or she has a real or apparent conflict of interest concerning the contract.

For the purposes of this policy, a conflict of interest would include any
instance when a board member, employee, officer, or agent; any member of his
or her immediate family; his or her partner; or an organization which employs or
is about to employ any of the parties indicated herein has a financial or other
interest in or receive®r would receive a tangible personal benefit from a firm
considered for a contract.

Unless otherwise provided herein, no board member, employee, officer,
or agent of the district may solicit or accept gratuities, favors, or anything of
monetary value fromvendors, contractors, or parties to subcontracts.

Therefore, these individuals would be prohibited from accepting offensffee
entertainment which would otherwise cost the individual, lodging,
transportation, gifts, or meals. However, accepting meafifered by a sponsor
and consumed by such individual at school, a school sponsored activity, or a
related event and /or accepting free product samples having a retail value no
greater than $0.00will be a violation of this policy or standard of conduct.

Employees, officers, and agents of the district found to be in violation of
this policy and standard of conduct shall be subject to disciplinary actugnto
and including suspension or termination for employees and denial of access to
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district property and activities and/or the severing of the officer or agency

relationship with the district, as appropriate.

Approved: KASB Recommendation 12/16
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DFAC Federal Fiscal Compliance(See CMA, CN, DFAA, and DFABDFAC

The board shall esure federal funds received by the district are
administered in accordance with federal requirements, including but not limited
t o t he feder al Uni form Gr ant Gui dance.
responsibilities when federal funding is considered.he board designhates the
Superintendentas the federal programs coordinator and district contact for all
federal programs and funding.

The Superintendent shall establish and maintain a sound fiscal management
system to include internal controls dnfederal grant management standards
covering the receipt of both direct and stat@dministered federal grants and to
track costs and expenditures of funds associated with grant awards. The
superintendent to assist in proper administration of federal nfilis and
implementation of this policy, may recommend additional procedures and
regulations be adopted to supplement this policy.

The di strictds fiscal management system
internal controls, a high Ilevel of transparency anaccountability, and
documented procedures to ensure that all fiscal management system

requirements are met. Fiscal management standards and procedures shall assure

thatthe following responsibilities are fulfilled:

1 Identification i The district must idetify, in its accounts, all federal
awards received and expended and the federal programs under which they

were received.
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DFAC Federal Fiscal Compliance DFAC-2

1 Financial Reportingi Accurate, current, and complete disclosure of the
financial results of ach federal award or program must be made in
accordance with the financial reporting requirements of the Education
Department General Administrative Regulations (EDGAR)

1 Accounting Recordsi The district must maintain records which
adequately identify the surce and application of funds provided for
federally-assisted activities.

1 Internal Controls i Effective control and accountability must be
maintained for all federal funds, real and personal property purchased
therewith, and other assets acquired with éeal funding. The district
must adequately sabtmard all such property and must assure that it is
used solely for authorized purposes.

 Budget Controli Actual expenditures or outlays must be compared with
budgeted amounts for each federal awar@rocedures shall be developed
to establish determination for allowability of costs for federal funds.

f Cash Management The district shallmaintain written procedures to
implement the cash management requirements found in ERGA

1 Allowability of Costsi The district shall ensure that allowability of all
costs charged to each federal award is accurately determined and
documented.

Time and Effort Reporting by Employees

All district employees paid with federal funds shall document the time
they expend in workperformed in support of each federal program, in
accordance with law. Time and effort reporting requirements do not apply to

contracted individuals.
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DFAC Federal Fiscal Compliance DFAC-3

Recordkeeping

The district shall develop and maintain aecords management plan and
related board policy, administrative regulations, and /or procedures for the
retention, retrieval, and disposition of print and electronic records, including
emails.

The district shall ensure the proper maintenance of fetéiscal records
documenting:
 Amount of federal funds,

1 How funds are used,

i Total cost of each project,

1 Share of total cost of each project provided from other sources,

1 Other records to facilitate an effective audit,

 Other records to show compliance witlederal program requirements, and
1 Significant project experiences and results.

All records must be retrievable and available for programmatic or financial
audit.

The district shall provide the federal awarding agency, Inspectors
General, the Comptrodr General of the United Stase and the pasghrough
entity, or any of their authorizedepresentatives, the right of access to any
documents, papers, or other district records which are pertinent to the federal
award. The district shall also permit timhe and reasonable access to the

di strictds personnel for interview and di s
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DFAC Federal Fiscal Compliance DFAC-4

Records shall be retained for a minimum of three (3) years from tdte dn
which the final Finantal Status Report is submitted, or as otherwise specified
in federal law or in the requirements of the federal awawhless a written
extension is provided by the awarding agency, cognizant agency for audit,
oversight agency for audit, or cognizant agencyr fndirect costs. If any
litigation, claim or audit is started before the expiration of the standard record
retention period, the records shall be retained until all litigation, claims or
audits have been resolved and final action has been taken.

The district shall ensure that all personally identifiable data protected by
statute or regulation is handled in accordance with the requirements of
applicable law, regulations, board policy, administrative regulations, and
procedures.

Subrecipient Monibring

If the district awards subgrants, the district shall establish procedures to:

1 Assess the risk of noncompliance

 Monitor grant subrecipients to ensure compliance with federal, state, and
local laws and board policy, regulatieshand procedures.

T Ensur e t he di strict s recor ds ar e adj ust
discovered throught h e subreci pi e-sitebreviewsy ori dthser, on

monitoring.
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DFAC Federal Fiscal Compliance DFAC-5

Compliance Violatons

Employees and contractors involved in federally funded programs and

subrecipients shall be made aware that failure to ppmwith federal law,
regulations, or termsand conditions of a federal award may result in the
federal awarding agency or pagshrough entity imposing additional

conditions or terminating the award in whole or in part.

Approved:

KASB Recommendation 6/17
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DFE Investment of Funds DFE

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

Any monies not immediately required for the purposes for which the
monies were collected or retved may be invested as provided by current
statute.

Posting Securities

All investments of district monies shall be securégd 100% of the
amount of district moniesby F.D.I.C. coveage, a pledge of direct federal
obligations or direct guaranteed fedéragency deposits in accordance with
requirements of state law. Exceptions to thegyuired posting of securities shall
be only as provided by law and approval of the board.

All offerings of monies for investment shall state the amount to be
invested andhe maturity date of eachnvestment.

All banks and savings and loan associations with main or branfdhc@s
located within the county or adjoining counties of the district shall be given an
opportunity to bid on all monies offered for investment. Ablids shall be
specified on the basis of simplatierest.

Distribution of monies for investment shall be as follows

The treasurer or other person designated by the board shall inform each
eligible bank and savings and loan association of the total amainmoney to
be invested on a specified date and the maturity date of the tmverst.
Each bank or savings and loan association bidding shall submit a single bid of

the rate of interest it would pay on all or part of the funds to be invested.
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DFE Investment of Funds DFE-2

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

No bid less than the most recently determined investment rate as
determined by the state treasurer shall be accepted. No funds will be invested
for maturities of more than two years.

Any monies not otherwise invested in eligible banks and savings and
loans located in the district due to their inability, for whatever reason,ctept
the funds, shall be invested in secured deposits in banks or savings and loans
which have offices locted in counties in which a part of the schoolsttict is
located or in adjoining counties.

Any monies not invested in banks and savings and loans in tl&idt or
located in counties in which a part of the school district is located may be
invested inthe municipal investment pool fund or United States Tawy bills
or notes as authorized by Kansas law.

Monies available for reinvestment as a result of maturities may be
reinvested-with the bank or-associationholding such monies provided the bank
or savings and loan association agrees to pay the same or higher rate as that
offered by the highest bidder at the time of-oéfer.

In the event of identical high bids, the allocation of monies to be
invested between the high bidders shall be at the didoret of the

superintendent.
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DFE Investment of Funds DFE-3

The treasurer shall record the following information: the date of each
offering; the name of each bank or savings and loan association notified; the
name of the officer notified; the bid, carrigd five decimal places (.11111); the
amount of monies the bank or savings and loan association is willingcte@
at the rate bid.

To be eligible to receive invested funds or deposits from thdrdés, any
otherwise eligible bank or savings and loassociation shall have on file in the
office of the district treasurer a letter requesting its inclusion in the bidding
process and providing proper assurance of compliance with regunts of
applicable laws and board policy relating to maintenance adpgr scurity and
assurance of its membership in good standing consistent wittreacut federal
regulations. The superintendent shall report monthly to the board on the

district's invesments.

Approved: KASB recommendation 6/06; 4/07 6/18
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DFG FEees, Payments and Rental§See KG) DFG

Proceeds from fees for building or equipment use or rental will be

credited to thecapital outlay fund.

Approved: KASB Recommendation 4/07

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, in anyt$oenenhz
be given, sold or transmitted to any person or entity including but not limited to another school district, organmaipany or corporation
without written permission from KASB.



DFK Gifts and Bequests DFK

Income derived from gifts and bequests will be credited, if possible, as

spedfied by the board.

Approved: KASB Recommendation 4/07
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DFM Egquipment and Supplies SalegSee KK) DFM

Excess or unusable districdwned equipment and supplies will be

disposedof at the discretion of the board.

Approved: KASB Recommendation 4/07
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DH Bonded Employees DH

The board shall purchase a blanket fidelity bond for schoolpkyees.
The amount of the bond shall bestgermined by the board.

A position bond in the amount of $0,000recommendedper incident is
required for the treasurer, clerk and superintendent. A position bond may be
purchased by the board for district enogylees as fbows:

1 Building principals
1 Building secretary(s)

1 Other employees as the board may direct.

Approved: KASB Recommendationh 9/04; 4/07
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DIC Inventories DIC

An accounting will be made annually for all distriotwned personal
property.

An inventory record system shall be developed by the superintendent.
All inventory records shall be annually updated showing deletions andtaaits,
the estimated value, oginal cost (where available), date of purchase, serial
numbers (where available) and location and condition of each piece of district
ownedpersonalproperty.

Each building principal shall take an annual inventory of distrostned
personalproperty unde the direction of the superintendent. Inventory forms
shall be developed by the superintendent. One copy of each inventory taken in
an attendance center shall be filed in that building, and one copy shall be filed

in the central office with the clerk.

Approved: KASB Recommendation 4/07; 6/18
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DJB Petty Cash Accounts DJB

The board may establish petty cash accounts by resolutiokll petty
cash fundswill be audited annually at the same time as the general fund budget.
The board shall also receive monthly reports of the expenditures from and

reimbursement to each petty cash account.

Approved: KASB Recommendation 4/07; 6/18
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DJE Purchasing DJE

The purchasing, receiving, storing and distribution of supplies,
equipment and services for use in the district shall be managed efficiently and
economcally.

Purchasim Authority

The board shall appoint a purchasing agent for the districtThe

purchasing agent may assign a designee to process purchase orders.

Approved: KASB Recommendation 4/07
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DJEB Quality Control DJEB

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

Specifications

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

Standardization

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

Quantity Purchasing

Quantity purchasing is encouraged.

Approved: KASB Recommendation- 4/07; 6/18
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DJED Bids and Quotations Requirements DJED

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

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

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

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

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

Bid Specifications

All bid specifications shall beunder the supervision ot h e di strict
purchasing agentand shall include required characteristics and quality
standards Specifications shall include, when necessary: required performance,
surety, bid and statutory bond informatig compliance with preferential bid
| a w; fi nanci al statement s ; t he boar dabece r i ght
with all federal, statge and local laws, ordinancesand regulations; the date,
time, and place for the opening of bids; and other iteasthe board idects.

The board shall avoid negotiation of bid specifications after bids have
been accepted and shall correct specifications if they are inadequately written
and request new bids. |If an error is discovered in the bid speatifdas, all
bids shall be returned unopengdnd the project shall be rebid using corrected
and/or amended specifications.

Procedure

All bids must be submitted to the clerk in sealed envelopes with the

name of the bidder and the date of the bid opening plainly marikethe lower
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DJED Bids and Quotations Requirements DJED-2

left-hand corner of the envelope. All bids shall be opened publicly on the stated
date and time. All bidders and other interested persons may besegmt when the
bids are opened.

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

Responsble Bidder

All bids shall be awarded to the lowest responsible bidder. The board
remai ns the sole judge o f wh et hiteria that nbay d d e r
be used to judgevhether the bidder is responsibby way of illustration and not
limitation, are: financial standing, reputation, experiencprior working
relationship with the districtresources, facities, judgment and efficiency.

The board may investigatevhether the bidder is responsiblley using
information at hand to form an intellant judgment, such ashut not necessarily
limited to, the dist r i ct 6 s architect, previous cl i ent

investigation, or an outside investigation agency.

Withdrawal of Bids

Any bid may be withdrawn and/or corrected prior to the schiedutime
for opening of bids and no later than two days after the bids have been opened if
a nonjudgmental error has been made.

Any bid received after the publicized date and time shall not be

considered by the board.
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DJED Bids and Quotations Requirenments DJED-3

Rejection of Bids

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

The board reserves the right to waive any informalsti@ or reject any
parts of a bid.

Multi-State Purchasing Pools

The board may participate in muldtate purchasing pools.

Approved: KASB Recommendation 7/03; 4/07 6/18
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DJEE Local Purchasing DJEE

The purchasing agent shall make purchases from local vendors when the
price, availability of the product and service are competitive with outside
vendors for purchases not subject to the bidding law. Thardoshall not grant
preferential bid percentages to local contractors or businesses except as

provided by statute.

Approved: KASB Recommendation 4/07
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DJEF Requisitions DJEF

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

All requisitions shall be submitted to the purchasing ageort his
designee once the proper apwal has been obtained After a purchase order
has been issued, the number of the purchase order shall be recorded on the
requisition, and the number of the qeisition shall be recorded on the purchase
order. After processing, the original copy of thequisition shall be filed in the
office of the purchasing agent in numerical sequence.

The school or district entity shall not be used to order or purchase
supplies, goods, or wares for the personal use of employees. Use of the "school
entity" in this mainer would include, but may not be limited to, the use of the
school district's name, letterhead, purchase order, fund, credit card and/or

check.

Approved: KASB Recommendation 4/07; 6/18
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DJEG Purchase Orders and Contracts(See DJEJ and DJFAB) DJEG

The purchasing agent shall develop an order form compatible with the
requisition form to be used in purchasing goods, and shall be authorizedgto s
all purchase orders.

Each purchase order shall include a specification of the item which
adequately describes the characteristics and the quality standards; a quoted,
firm, net, delivered price, whenever possible, and prices shown both per unit
and & extended; clear deliverynstructions which include time and place; a
signature of the purchasing agent and budget account code number; and the
appropriate address and splhone number.

All purchase orders shall be numbered in sequence; sufficiepiesowill
be made to meet distribution requirements.

Unless authorized by the purchasing agent,varbal order, subject to
subsequent confirmation by a written purchase order, may be issued only in
cases where a bona fide emergencyisés. Whenever possiblea purchase order
number should be given to the pplier. A confirming requisition/purchase

order shall be issued immediately therearf and clearly marked as such.

Approved: KASB Recommendation 4/07
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DJEJ Payment Procedures(See DJEG and DJFAB) DJEJ

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

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

The board may designate one or more employees to pay billsdvamce
of any board meeting in order to avoid a penalty for late payment or to take

advantageof any early payment discount.

Approved: KASB Recommendation 4/07
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DJFA Purchasing Authority DJFA

The superintendent is authorized to execute contracts on behalf of the
district for the purchase of goods and services if the amount is less th

$20,000. The board shall receive reports on anwntcacts.

Approved: KASB Recommendation6/01; 6/06; 4/07
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DJFAB Administrative Leeway DJFAB
(See CMA, DJEG and DJEJ)

In an emergency, the superintendent shall have the authority to make
expenditures necessary to prevent additional damage to district property, to
keep the schools open or to reopen schools. Emergency purchases shall be

ratified by the board at the next regular or special board meeting.

Approved: KASB Recommendation 4/07
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DK Student Activity Fund Management (See JGHB, JH andL) DK

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

Activity Fund Management

The building principals shall maintain an accurate record of all student
activity funds in the respectivettendance centers. No funds shall bepended
from these accounts except in support of the student activity program. No
activity account shall have a negative balance.

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

All student activty funds will be audited annually at the same time as
the general fund budget.

All payments from student activity funds shall be made froeguisition
orders signed by the employee responsible for the fund.

Receipts shall be kept for all revenue depegitinto the activity fund of
each attendance center. All payments from the activity fund shall be by checks
provided for that purpose.

Activity Fund Deposits

Activity funds from gate receipts or other sources may be deposited
directly into a bank accounmaintained for this purpose.

Inactive Activity Funds(See JH)

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

Each student activity fund shlahave an employee in charge of the fund.
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DP Collection Procedures (See EE and JS) DP

Unpaid Fees and Negative Account Balances

Unpaid or overdue accounts disrupt accounting practices within the
district. All persons who owe overdue fees or havegagve account balances
with the district shall be notified of the delinquency up to three times in not
less than ten day increments by the superintendent or superintendent's designee
via letter sent by U.S. First Class Mail providing that the individuates the
district fees or that a specified account has insufficient funds or a negative
balance and the reason for the fees or account withdrawals.

If, within ten days after the second notice was mailed, the debt is not paid
in full or arrangements have nobeen made with the superintendent or
superintendent's designee to pay it, a third and final notice shall be sent to the
debtor by mail. Postage and stationary costs may be added to the original bill.

If full payment is not received by the clerk withien days after mailing of
the final notice, authorization for the enforcement of collection may be obtained
through the local small claims court in compliance with Kansas statuthe
superintendent or superintendent's designhee may turn the matter ovdheto
legal counsel to commence debt collection proceedings on behalf of the district
or the matter may be handled through the Kansas SetOff Program.

Insufficient Funds Checks

The superintendent or the superintendent's designee is authorized to retain
the services of a bad check collection agency to collect funds due to the

district upon receipt of insufficient funds checks.
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DK Student Activity Fund Management DK -2

The employee shall be responsible foraking a monthly report to the
superintendent and the board.
The monthly student activity report shall show opening and closing

balances of each fund.

Approved: KASB Recommendation 4/07
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EA Goals and Objectives EA

The district's business affairs shall be managed in the most economical
and efficient manner poskle.

The superintendent has authority to manage the district's businfdasra

Approved: KASB Recommendation 4/07

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
be given, sold or transmitted to any person or entitjding but not limited to another school district, organization, company or corporation
without written permission from KASB.



EB Buildings and Grounds Management EB

All district buildings and property shall be maintained and inspectada

regular basis.
The superintendent shall develop a comprehensive program which will

ensure proper maintenance of allstiict-owned property.
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EBA Insurance Program EBA

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

Liability Other Than For Vehicles

To the extent permitted by law, the board may insure all employees
against legal action arising out of the performance of any authorized duties.
The board may authorize the district to join a grefynded pool to provide
insurance coverage for the district.

The district may designate one or more insurance agents of record. The
supegintendent may work with the insurance agent of record or grbéumpded
pool to develop adequate insurance programs and/or proposals covering the

district's employees and property.

Approved: KASB Recommendation 4/07
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EBB Safety (See JBH EBB
The district shall make reasonable efforts to provide a safe enviesrim
for students and employees.

Safety Rules

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

Safety Unit

Teachers who instruct in hazardous curriculum areas will teacan#
each year or semester dedicated to safety rules inherent in the particudpacsu
matter.

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

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

Warning System

The board will seek to cooperatevith local government officials,
emeagency preparedness authorities and other related state agencies to maintain
adequate disaster warning systems.

Safety Inspections

The superintendent, building principals and maintenance personnel will
regularly inspet each attendance center, playground and playground equip
ment, boilers, bleachers and other appropriate areas to see they are

adequately maintainedWritten records of these inspections shall be ntained.
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EBB Safety EBB-2

If repairs are necessaryhe individual conducting the investigation shall
immediately inform the building principal, superintendent or immediate
supervisor in writing. Necessary steps either to repair or to remove the defect
will be taken as soon as possible. Defects requjriexpenditue of money in
excess 0of$5,000 will be reported to the board. Any defects not immediately
removed, repaired or otherwise eliminated shall be blocked off with fences or

other restraining dvices.

Heating and Lighting
All furnaces, boilers ad lighting fixtures will be inspected annually to
ensure safety for students, district employees and patrons. These devices shall

meet minimum state and federal standards.

Approved: KASB Recommendatian/96; 04/07
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EBBA Hazardous Waste Inspection and Disposal EBBA

Inspection

Regular inspection of district facilities for hazardous waste shall be
conducted by Director of Buildings/Grounds. Written records of these
inspections shall be maintained.

Disposal

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

Rules

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

certified handbooks.

Approved: KASB Recommendation 4/07;, 12/14
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EBBD Evacuations and Emergencie{See EBBF and JBH) EBBD

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

School will not be dismissed early because of an emergencegnwthe
safety of students and teachers is better served by remaining at school.

During an emergency period when there is insufficient warning time, the
district will keep all students under school jurisdiction and supeion. The
staff shall remain on dty to supervise students during this time. Parents may
come to school and pick up their children. Students shall dleased according
to board policy for release of students during the school day.

SchoolClosing Announcements

When the superintendentebieves the safety of students is thteaed by
severe weather or other circumstances, parents and students shalkdtifeed of
school closings or cancellations by announcements made ovatiofTV
station(s),and automated messaging system provided by thdistrict.

Bomb Threats

If there is a bomb threat or similar emergency, the principal shall see
that students are escorted to a safe place. The principal shall notify law
enforcement agencies of the threat and request a thorough inspection of the

buildings and grounds. Other contingencies as noted in the crisis plan shall be
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EBBD Evacuations and Emergencies EBBD-2

foll owed. | f it i s determined that no dang e
there is time remaining in the school day, schoohHdhbe resumed.

Planning for Emergencies

Each building principal shall develop appropriate emergency procedures
which shal./l be included in the districtos c
of the crisis plan developed shall be held in strict cidehce by staff members

having direct responsibility for implementing the plan.

Approved: KASB Recommendatian/96; 4/07
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EBBE Emergency Drills EBBE

Building principals shall be responsible for scheduling and condug
emergencyand safetydrills as required by law and for ensuring students are
instructed in the procedures to follow during the dsilland in an actual
emergency.

Each building principal shalldevelop a written plan for specific
emergency drills required by law. The plan shall include specific arearents
for the evacuation of mobility impaired and other individuals who may need
assistance from staff members to safely exit the buildinglthough plans for
evacuation are essential, the state fire marshal may grant exemptions to the
number or manner of drills required by law with regard to students receiving
special education or related services, upon request.

Each principal shall conduct briefgs with the staff concerning the
emergency plan.

Each teacher shall explairelevant portions othe plan to students under
their jurisdiction prior to a date established by the principal. Within one week
thereafter, the building principal shall conduca surprise drill. Other drills
shall be held at times determined by the building principal.

The four fire drills and three crisis drills required by law may be
scheduled at any time during the school yeamdowever, the twotornado drills
required skall be conducted in September and March. All these drills must be
conducted by each school during school hours and cannot be made part of
regular dismissal at the close of the school day.

Each emergencyand safety drill plan shall be reviewed by the

supeintendent and filed with the clerk.
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EBBF Crisis Planning (See EBBD) EBBF

The superintendent, in caration with each building principaand The
Finney County Emergency Management shall develop a plan to deal with
crises in an attendance center. Each plan shall be approved by the board before
it is implemented.

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

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

Crisis plans shall be subject to regular review by the admirmison. If a
plan is implemented, the board shall receive a report on how well the plan

worked. If necessary, the report shall includeoenmended changes.

Approved: KASB Recommendatian7/96; 4/07
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EBC Security and Safety EBC
(See JCAC, JCDBB, JDD, JDDB, JDODAGGA and KGD)

Security devices may be installed at district attendance centers. Other
measures may be taken to prevent intrusions or disturbances froauroing in
school buildings or trespassing on school grounds. The district will cooperate
with law enforcement in security matters and shall, as required by dawd by
this policy, report felonies and misdemeanors committed at school, on school
propertyor at schooisponsored activities.

Reporting Crimes at School to Law Enforcement

Unless reporting would violate the terms of any memorandum of
understanding between the district and local law enforcememnty aistrict
employee who knows or has reason ltelieve any of the following has occurred
at schoo] on school property or at a schoolsponsored activity program, or
eventshall immediately report this information to local law enforcement

Reporable events would include:

*any act which constitutes hte commission of a felony or a
misdemeanor;

or

*any act which involves the possession, use, or disposal of explosives,

firearms, or other weapons as defined in current law.

It is recommended the building administrator also be notified

Reporting Certain Students to Administrators and Staff

Administrative, professionalor paraprofesional employees of a school
who have information that ry of the following has occurredshall report the

information and the identity of thetudent reponsibleto the superintendent.
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EBC Security and Safety EBC-2

Reportable events include:
1 A studentbeing expelled for conduct which endangers the safety of others
1 A student being expelled for commission of felony type offenses;
1 A student béng expelled for possession of a weapon
1 Any studentbeingadjudged to be a juvenile offenddor an offense,which,
if committed by an adult, would constitute a felonyxcept a felony theft

offense involving no direct threat to human life;

1 Any studentbeingtried and convicted as an adult of any felony,cept theft
involving no direct threat to human life.

The superintendent shall investigate the matter ,aifdit is confirmed,
the superintendent shall providappropriateinformation and the identityof the
studentresponsibleto all employees who are involveith or likely to be directly
involved in teaching or providing related services the student.Any student
who has been tried and convicted as an adult of any felony, except theft

involving no direct threat to human life.
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EBC Security and Safety EBC-3

Annual Reports

The principal of each building shall prepare all reports required by law
and present them to the board and the state board of education annualéy. R
ports shall not inadde any personally identifiable information about students.
These reports and this policy may be made available upon request to parents,
patrons, studentsemployees and others.

Staff Immunity

No board of education, board member, superintendent of skhor
school employee shall be liable for damages in a civil action resulting from a
person's good faith acts or omission in complying with the requirements or

provisions of the Kansas school safety and security act.

Approved: KASB Recommendatioi/96; 6/98; 6/99; 7/03; 4/076/16
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EBCA Vandalism EBCA

Vandalism Protection

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

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

Restitution for Damages

The board shall seek restition according to law for loss and damage
sustained by the district.

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

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

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

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

legal action.
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EBCA Vandalism EBCA-2

Return of School Property

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

Offering a Reward

The board may offer a reward for information leadino the discoery,
arrest and conviction of persons committing acts of vandalism. The offer will
conform to state law and the policy adopted by the board.

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

The board of education, as authorized by K.S.A.-1&72a,
hereby offers a $__ (up to $500.00 reward to any
person who first provides information leading to the
discovery, arrest and conviction of the person or persons
resporsible for acts of vandalism on property, real or
personal, owned by the school district or rightfullgclated

on school district premises by its employees oudsnts.

Persons having any knowledge are urged to contact the
superintendent of schools aP.O. Box 8, Holcomb, KS
67851 telephone620-277-2629. The board reserves the
right to determine the deserving recipients of the reward in
the event of corroborating and supplementanyoirmation.

Approved: KASB Recommendationh 12/00; 4/07
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EBE Cleaning and Maintenance Programs EBE

The superintendent shall develop building and grounds cleaning and
maintenance programs for board approval. After approviae¢ plans shall be
shared with the appropriate administrators andsesiéied staff.

Sanitation

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

Cleaning, sanitation andoutine maintenance plans shall be déwged by
the superintendent and may be published in the appropriatathaok(s) or job

descriptions and/or employment contractider board approval.

Approved: KASB Recommendation 4/07
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EBI Long-Range Maintenance Program EBI

The superintendent shall develop annually priority lists outlining long
range maintenance of school property, buildings and grounds.
The swperintendent shall present a report to the board annually

concerning the district's maintenance priorities. A cost analysis report shall be

attached to the report.

Approved: KASB Recommendation 4/07
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EBJ Records EBJ

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

maintenance programs shall be developed by theesiugendent.

Approved: KASB Recommendation 4/07
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EC Equipment and Supplies Management EC

The superintendent shall keep 4tp-date inventory records on Rl
equipment and supplies.

Receiving

All packing lists will be checked against all invoices for accuracy by the
superintendent or person responsible for receiving suppledseach building
location is the principal or designee

A quantity control systemis needed in order to prevent shortages or
mismanagement of distrieowned equipment or supplies. The system shall be
kept upto-date and be accurate enough to provide information for budget
prepamtion each year.

Upon verification by theperson respondile for ensuringthat receivables
are in order, the merchandise shall be sent to the appropriate location as soon as
possible. Each building principal shall be responsible for the allocation or
storage of all suppliesand equipment. |If the items cannoe ldelivered to the
proper desitnation, they will be stored in an appropriate storage area.

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

been filled anddelivered.

Approved: KASB Recommendation 4/07
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ECA HIPAA Policy ECA
(See BCBK, BE, CN, CNA, IDEA and JRt seq)

The district shall comply with all applicableealth Insurance Portahty
and Accountability Act (HIPAA) provisions ensuring the confidentiality of
protected health information.

Staff Training Required

The district shall provide appropriate and timely professional
development activities regardgnHIPAA requirements.

Compliance Required

All  staff shall abide by HIPAA requirements and maintain the
confidentiality of protected healthnformation. The district shall provide

notice to staff and students as required by law.

Approved: KASB Recommmdationi 7/03; 4/07
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ECH Printing and Duplicating Services (See IIBG and KBA) ECH

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

Any duplication of copyrighted materialby district employees must be
done with permission of the copyright holder or within the bounds of "fair use."

The legal or insurance protection of the district shall not be extended to

school employees who violate any provisions of the copyright laws.

Approved: KASB Recommendation 7/02; 7/03; 4/07
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ED Student Transportation Management(See EDDA and JGG) ED

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

Except as may be permitted elsewhere in policy, district buses shall not

be available for use by outside groups.

Approved: KASB Recommendatian/96; 4/07; 6/10
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EDAA School Vehicles(District-Owned Buses) EDAA
(See ED, JBCA, and JGG)

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

Liability

All school vehicles will be adequately insured.

Safety

For t he pur poses of t hi s policy, ischo
defined to includeschool bus drives, school passenger vehicle iders, and
other school employees who may transport students.

Every school transportation provider s h a
license Such drivers shall have full authority and responsibility for the
passengers riding in school vehicles.

Students orother persons riding in school buses or school vehicles who
violate district policy or bus and/or school vehicle rules will be reported to the
proper administrative official. Violations of these policies and/or rules may
result in disciplinary action by chool officials or reports to law enforcement as
appropriate.

Speed Limits

The board may set speed limits for distriestehicles which may be
lower than stateallowed maximum speed limits.

Safety Inspection

The superintendent shall be responsible farsband other transportation

inspections.
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EDAA School Vehicles EDAA-2

Defects found in school vehicles shall be repaired as soon as possible.
The director of transportation shall be responsible for keeping school vehicles
in good operating condition.

Scheduling and Routing

Scheduling and routing shall be the responsibility of the superintendent
or the superintendent's designee.

Bus and transportation schedules and routing maps will be updated
annually prior to the start of school.

Records

Every sdiool transportation provider will keep accurate records
pertaining to each assigned vehicle. The types of records shall be developed by
the superintendent.

Any record developed by the administration for the purpose of
monitoring vehicle use will includeput may not be limited to, the following
information: miles driven each trip, gas and oil usage, purpose of the trip,
destination, time of departure, and time of return. Such records will be signhed
by each driver at the conclusion of each trip and suthted to the person
responsible for collection of these records. An annual summary report will be
used in the compilation of the district's budget. A copy of the annual report
may be given to the board on or before the regular board meeting in June or

upon request.
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EDAA School Vehicles EDAA-3

Licensing of Drivers

It shall be the responsibility of all school transportation providers to
register with the superintendent annually the validity of license certification by
the Kansas Departmenaf Revenue. If a school transportation provider's license
is suspended or revoked at any time, the suspension or revocation shall be
reported to the superintendentand the employee shall immediately cease
driving a school vehicle and transporting studgnt

School transportation providers shall receive a copy of this policy
annually on registering their driving certification with the superintendent.

Housing of School Vehicles

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

If district cars or vans are assigned to designated employees, the
employee shall be responsible for the per care, maintenance, and housing of
the vehicle either at a distriebwned site or at the employee's residence.

Transportation to Summer Athletic Events
The board authorizes the superintendent to approve the use of school
buses or other schoodehicles in transporting district student to summer
athletic activities such as, but not limited to, cam@son-7, and summer league

games.
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EDAA School Vehicles EDAA-4

Any staff requests for such use shall be submitted to the superintendent
on or before May 1 andhall include information concerning the time,
date, and duration of trip; the purpose of the transportation; the projected
number of students requiring trapsrtation for such event; the type of bus(es)
or vehicle(s) requested; which district staff member(s) will be accompanying the
student(s) on such trips; and whether or not additional school transportation
providers would be required to provide such transtpo

The superintendent may grant or deny such requests after taking into
consideration the following factors: 1) the expense of providing requested
transport; 2) the availability of funds for such purpose) the availalblity of
adequate schdo staff to chaperone and/or provide transportation; 4) the
availability of and/or the coverage of liakty insurance for this purpose; 5)
priority of assignment and availability of necessary vehicles; 6) Title IX and
other fairness considerations in gramg use or repeated use to a particular
group of student athletes; and 7) other good cause as determined by the

superintendent.

Approved: KASB Recommendatioh 7/03; 4/07; 6/10; 12/136/15
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EDDA Special Use of School Buse&ee ED) EDDA

The board may allow for special uses of district buses using gunés
established in this policy. Transportation fees may be charged to offset totally
or in part the cost of approved special trips. Revenues received by the board
under the provisions of this policy shall not be considered a reduction of
operating expenses of the school district. Groups allowed use of busédseru
this policy are responsible fothe care and cleaning of the buses, and for the
supervision of passengers. The types of groups allowed, and the cestr$
placed on the activities these groups may sponsor while using district
transportation, shall be approved by the board and filathwhe clerk. Groups
allowed use of district buses may not travel outside Kansas.

Special uses will not be approved without insurance coverage.

The board may allow the following special uses for district owned buses:

i Parents and/or other adults whemraveling to or from schootelated
functions or activities;

f Students traveling to or from functions or activities sponsored by
organizations, the membership of which is principally composed of
children of school age;

1 Persons engaged in field tripselated to an adult education program
maintained by the district;

1 Governing bodies of townships, city or county who transport
individuals, groups or organaions;

1 Nonpublic school students when traveling to or from interschool or
intraschool functionsor activities;

1 Community college students enrolled in the community college to or
from attendance at class at the community college or to and from
functions or a&tivities of the community college.
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EDDA Special Use of School Buses EDDA-2

1 A four-year colege or university, area vocational school, or area
vocational-technical school for transportation of students to or from
attendance at class at the foyear college or wuniversity, area
vocational school or area vocationrédéchnical school, or for
transpatation of students, alumni and other members of the public to
or from functions or activities of these orgamtzons;

1 Public recreation commissions, if travel is to or from an activity
related to the operation of the commission;

1 Another school districtif there is a cooperative and sharedst
arrangement with that district.

Approved: KASB Recommendatiann/96; 9/97; 4/07
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EE Food Services Management EE

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

Sanitation Inspections

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

Records

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

The supervisor shall be under the direct supervision of the supenrdeet
and shall have control over all aspects of the district's food service programs
subject to board policy, rules and state anddeal regulations.

Meal Prices

Meal prices shall be determined by the board.

Free and Reduced Price Meals

Parents or guardians of students attending schools participating in
federal school meal programs ust be informed of the availability of
reimbursable school meals and provided with information about eligibility and
the process for applying for free or reduced price meals on or before the start of
school each year.

Unpaid Meal Charges

The district's neal charging requirements are as follows.
A charge account for students paying full or reduced price for meals may

be established with the district. Stumtes may charge no more than
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EE Food Services Management EE-2

$20 worth of/5 meals to this accat, Charging of a la carte or extra items to
this account will not be permitted.

Any student failing to keep his/her account solvent as required by the
district shall not be allowed to charge further meals until the negative account
balance has been paidn full. However, such students will be allowed to
purchase a meal if the student pays for the meal when it is received. Students
who have charged the maximum allowance to this account and cannot pay out of
pocket for a meal will be provided an alternateeal consisting of a peanut
butter, peanut butter alternative, or cheese sandwich and milk.

At least one written warning shall be provided to a student and his/her
parent or guardian prior to denying meals for exceeding the district's charge
limit. If payment of the negativdalance is not received within 5 working days
of the maximum charge limit being attained, thebdlenvill be turned over to the
superintendent or superintendent's designee for collection in accordance with
board policy DP. If the debis not paid within 10 days of mailing the final
notice of the negative account balance under policy DP, it shall be considered
bad debt for the purposes of federal law concerning unpaid meal charges.

Payment for school meals may be made at the schootlistrict office or
online when available. Students, parents, and guardians, of students are
encouraged to prepay meal costs.

The district will provide a copy of this unpaid meal charges policy to all
households at or before the start of school each yead &@ao families and

students that transfer into the district at the time of transfer. The terms of this
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EE Food Services Management EE-3

policy will also be communicated to all district staff responsible for enforcing
any aspect of the policy. Recosdof how and when it is communicated to

households and staff will be retained.

Approved KASB Recommendation 4/07; 12/16
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EF Data Management EF

Data Diss@ination

Data collected by the district may be disseminated with board approval in
accordance with current law.

To Education Agencies

Data collected in the district may be provided to authorized state or
federal government education agencies upon propeguest, subject to the

approval of the board or provisions of law.

Approved: KASB Recommendation 4/07
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FA Goals and Objectives FA

Facility planning programs shall provide for new developments in
instruction, population shifts, and changes in the condition of existing

facilities.

Approved: KASB Recommendatio - 4/07
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FB Building Committees FB

Building committees may be appointed by the board to assess general or

specific facility needs and to advise the bahr

Approved: KASB Recommendation 4/07
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FC Memorials and Naming of District Facilities FC

Memorials

As places designed primarily to support learning, school sites should not
serve as the main venue for permanent memorials for students or staff.
Pemanent memorials for deceased students or staff shall be limited in form to
perpetual awards or scholarships for district students.

Any permanent memorials in existence before the adoption of this policy
can only be removed by board action.

Naming of Failities

The board will consider requests from school and community groups to
name an athletic or other school activity facility, building, or a portion thereof
for a person provided the proposed name has special significance and/or the
person has made aautstanding contribution to the school or the school system
and has been deceased for at least __ {10} years. The board shall consider

naming requests after they are recommended by the superintendent.

Approved: KASB Recommendation 6/13
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FD Capital Outlay Long Range Planning FD

The board directs the administration to develop leregnge plans and
reliable methods to project capital ouglaneeds. The longange planning
process may include recommendations from patrons, consultants, architects, the
board attorney, the district staff and representatives from local, state and
federal governmental agencies.

The superintendent shall report aemmendations concerning the
district's capital outlay needs to the board on or before the regular board

meeting each March.
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FDB Long Range Needs Determination FDB

The board and administration may periodically conduct distmdte
assessments to evaluate facility use, to project future building needs, or to
recommend that facilities be closed. A taskrte may be appointed to assist

with the study.
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GA Personnel Policy Organization GA

These policies are arranged in the following manner:

1 GA policies apply to all employees.

TGB policies apply to teachers and other licensed staff covered by the
negotiated agreement.

1 GC policies apply to classified/nelicensed staff.

Approved: KASB Recommendation2/98; 1/05; 4/07
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GAA Goals and Objectives(See BDA, CM, CMA and JA) GAA

The goal of the personnel policies set forth in this policy section is to
create the best possible educational climate for téteideris of the school
district. To this end, these personnel policies are designed to prevent
mi sunder standing by t he di strictods personne
and privileges.

All employees shall follow all applicable board policies, rules,
regulations, and supervisory directives.

All personnel handbooks shall be approved by the board and adopted, by

reference, as a part of these policies and rules.

Approved: KASB Recommendation2/98; 4/07; 12/136/19
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GAAA Equal Employment Opportunity and Nondiscrimination GAAA

The board shall hire all employees on the basis of ability and the
di strictds needs.

The district is an equal oppbtunity employer and shall not discrimate
in its employment practices and policies with respect to hiring, comsp¢ion,
terms, conditions, or privileges of employment because of an irliva | 6 s race,
color, national origin, religion, sex, age, disabilityor genetic information.
Discrimination on any of these characteristics will not be tolerated. The district
will make reasonableaccommodations to applicants and employees who need
them for medical or religious reasons, as required by law.

Inquiries re@rding compliance may be directed toUSD 363
Superintendent, P.O. Box 8, Holcomb, KS 67851 (620377-2629 or to:

Equal Employment Opportunity Commission
Gateway Tower Il

400 State Ave.Suite 905

Kansas City, KS 66101

(913) 5515655

kansascityintake @eeogov

or

Kansas Human Rights Commission
900 SW Jackson, Suite 568
Topeka, KS 666121258

(785) 2963206

khrc@ks.gov

or

United States Department of Education
Office for Civil Rights

One Petticoat Lane

1010 Walnut Street, Suite 320

Kansas City, Missour 64106

(816) 2680550
OCR.KansasCity@ed.gov

Approved: KASB Recommendation2/98; 8/98; 6/06; 4/076/19

©KASB. This material may be reproduced for use in USD 363. It may not be reproditicedinewhole 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, organizapiany coroorporation
without written permission from KASB.



GAAB Complaints of Discrimination (See JDDC, JGECA and KN) GAAB

The district is committed to maintaining a working and learning
environment free from discrimination, insult, intimidation or harassment due to
race, color, national origin, religion, sex, age,genetic information, or
disability. Any incident of discrimination in any form shall promptly be
reported t o an ediap s$upgrwserd she bumding principal or the
district compliance coordinator for investigation and corrective action by the
building or district compliance fdicer. Any employee who engages in
discriminatory conduct shall be subject to disciplinary action, up to and
including termimation.

Discrimination against any individual on the basis of race, color,
national origin, sex, disability, agegenetic informaion, or religion in the
admi ssi on or access t o, or treat ment or e
and activities is proHiited. USD 363 Superintendent, P.O. Box 8, Holcomb,

KS 67851 (620) 27742629 has been designated to coordinate compliance with
nondiscrimination requiements contained in Title VI and Title VII of the Civil
Rights Act of 1964, Ttle IX of the Education Amendments of 1972, Section
504 of the Rehabilidtion Act of 1973, and The Americans with Disabilities Act
of 1990.

Complaints of d scr i mi nati on shoul d b e addr es
supervisor or to the building principal or the compliance coordinator.
Complaints against the superintendent should be addressed to the board of
eduation.

Complaints of discrimination will be resolved sui n g t he di st

discrimination complaint procedures policy KN.
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GAAB Complaints of Discrimination (SeeJDDC,JGECAand KN) GAAB-2

The district prohibits retaliation or discrimination against any person for
opposing discrimindion, including harassment; for participating in the complaint
process; or making a complaint, testifying, assisting, or participating in any

investigation, proceeding, or hearing.

Approved:
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GAAC Sexual Harassment(See GAF and JGEC) GAAC

The board of education is committed to providing a positive and
productive working and learning eimonment, free from discrimination on the
basis of sex, including sexual harassment. Sexual harassment will not be
tolerated in the school district. Sexual harassment of employees or students of
the district by board members, administrators, certificateachd support
personnel, students, vendors, and any others having business or other contact
with the school district is strictly prohibited.

Sexual harassment is unlawful discrimination on the basis of se&eu
Title IX of the Education Amendments of 127 Title VII of the Civil Rights
Act of 1964, and the Kansas Acts Against Discrimination. All forms of sexual
harassment are prohibited at school, on school property, and at all school
sponsored activities, programs or events. Sexual harassment against
individuals associated with the school is prohibited, whether or not the
harassment occurs on school grounds.

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

Sexual harassment shall include, but not be limited to, unwelcome

sexual advances, requests for sexual favors, aneowverbal or physical

©KASB. This materal may be reproduced for use in the district. It may not be reproduced, either in whole or in part, in any form whatsoever,
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,GAAC Sexual Harassment GAAC-2

conduct of a sexual nature when: (1) submission to such conduct is made
either explicitly o r i mplicitly a term or condi t
employment; (2) submission to or rejection of such coadby an individual is
used as the &sis for employment decisions affecting such individual; or (3)
such conduct has the purpose or effect of unreasonably interfering with an
individual 6s wor k performance or creating
working environment.
Sexual harassment may result from verbal or physical conduct orteurit
or graphic material. Sexual harassment may include, but is not limited to:
verbal harassment or abuse; pressure for sexual activity; repeated remarks to a
person, with sexual or demeaning implication; unwelcome touching; or-sug
gesting or demanding sexual involvement accompanied by implied or explicit
threats concerning an employeebs job statu
The district encourages all victims of sexual harassment and gners
with knowledge of such harassment to report the harassment immediately.
Complaints of sexual harassment will be promptly investigated and resolved.
Employees who believe they have been subjected to sexual harassment
should discuss the problem with ¢hi r i mmedi ate supervisor
immediate supervisor is the alleged harasser, the employee should discuss the
problem with the building principal or the district compliance coordinator.

Employees who do not believe the matter is appropriatalgolved through

©KASB. This materal may be reproduced for use in the district. It may not be reproduced, either in whole or in part, in any form whatsoever,
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GAAC Sexual Harassment GAAC-3

this meet i ng ma y fil e a f or mal compl aint unde

complaint proceduren policy KN.

Complaints received will be investigated to determine whether, under the
totality of the crcumstances, the alleged behavior constitutes sexuahdsment
under the definition outlined above. Unacceptable conduct may or may not
constitute sexual harassment, depending on the nature of the conduct and its
severity, pervasiveness and persistencBehaviors which are unacceptable but
do not constitute harassment may also result in employee discipline.

If discrimination or harassment has occurred, the district will take
prompt, remedial action to prevent its reoccurrence.

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

Initiation of a complaint of sexual hasament in good faith will not
adversely affect the job security or status of an employee, nor will it affect his
or her compensation. Any act of retaliatioar discrimination against any
person who has filed a complaint or testified, assisted, or paratag in ary

investigation proceeding, or hearing involving sexual harassment
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GAAC Sexual Harassment GAAC-4

complaint is prohibited. Any person who retaliates is subject to immediate
disciplinary action, up to and including termination ofmployment.

To the extent possible, confidentiality will be maintained throughout
the investigation of a complaint. The desire for confidentiality must be
balanced wi t h t he di strictds obligati on t o
take appropria¢ corrective action or to pvide due process to the accused.

False or malicious complaints of sexual harassment may result in
corrective or disciplinary action against the complainant.

A summary of this policy shall be posted in each district facilighall
be published in employee handbook®&d on the district's websitas directed by

the district compliance coordinator. Nottfation of the policy shall be included

in the school newsletter or published in the local newspaper annually.

Approved: KASB Recommendation 2/98; 8/98; 7/03; 6/04; 4/0,;76/15; 12/18
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GAACA Racial and Disability Harassment: Employees GAACA
(See GAF,JGECA and KN)

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

Racial harassment is unlawful discrimination on the basis of race, color
or national origin under Titles VI and VII of the Civil Rights Act of 1964, and
the Kansas Acts Against Discrimination. idability harassment is unlawful
discrimination on the basis of disability under Section 504 of the Reha&diibn
Act of 1973 and the Americans with Disabilities Act. All forms of racial and
disability harassment are prohibited at school, on school proppeand at all
schoolsponsored activities, programs or events. Racial or disability harassment
against individuals associated with the school is prohibited, Wwhetor not the
harasment occurs on school grounds.

It shall be a violation of this policyfor any student, employeeor third
party (visitor, vendor, etc.) to racially harass or harass on the basis of disability
any student, employee, or other individual associated with the school. It shall
further be a violation for any employee to discouragestudent or maother
employee from filing a complaint, or to fail to investigate or refer for

investigation, any complaint lodged under the provisions of this policy.
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GAACA Racial and Disability Harassment: Employees GAACA-2

Violations of this policyby any employee shall result in disciplinary action, up
to and including terrmation.
Harassment prohibited by this policy includes racially or disabHity
motivated conduct which:
1 Affords an employee different treatment, solely on the basis of race,
color, national origin, or disability, in a manner which interferes
with or limits the ability of the employee to participate in or benefit

from the services, activities or programs of the school,

1 Is sufficiently severe, pervasive or persistent so as avehthe
purpose or &fect of creating a hostile working environment;

1 Is sufficiently severe, pervasive or persistent so as to have the
purpose or ef fect o f interferirng with
mance or employment opptunities.

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

The district encourages all victims of racial or disability hagmgnt and
persons with knowledge of such harassment to report the harassment
immediately. Conplaints of racial or disability harassment will be promptly
investigated and resolved.

Employees who believe they have been subjected to racial or diggbi
harassment should discuss the problem with their immediate supervisor. |If an
empl oy e e 6 ate supaenesbii is the alleged harasser, the employee should
discuss the problem with the building principal or the district compke
coordinator. Employees who do not believe the matter is appropriatedglved

through this meeting may file a formal oopl ai nt under t he

discrimination complaint proceduréen policy KN.
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GAACA Racial and Disability Harassment: Employees GAACA-3

Complaints received will be investigated to determine whethardar the
totality of the circumstances, the allegedehavior constitutes racial or
disability harassment under the definition outlined above. Unacceptable
conduct may or may not constitute racial or disability harassment, depending on
the nature of the conduct and its severity, pervasiveness and persisten
Behaviors which are unacceptable but do not constitute harassment may also
result in employee dicipline.

If discrimination or harassment has occurred, the district will take
prompt, remedial action to prevent its reoccurrence.

Any employee who witnesses an act of racial or disability hasment or
receives a complaint of harassment from another employee or a student shall
report the complaint to the building principal. Employees who fail to report
complaints or incidents ofacial or disability harassment to appropriate school
officials may face disciplnary action. School administrators who fail to
investigate and take appropriate corrective action in response to complaints of
racial or disability harassment may also facesaplinary action, up to and
including termimtion.

Initiation of a complaint of racial or disability harassment in good faith
will not adversely affect the job security or status of an employee, nor will it
affect his or her compensation. Any act of retaliatiaar discrimination
against any person who has filed a complaint or testified, assisted, or
participated in ag investigation, proceeding, or hearing involvin@ racial or
disability harassment complaint is prohibited. Anyrpen who retaliates is
subjectto immediate disciplinary action, up tand includingtermination

from employment.
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GAACA Racial and Disability Harassment: Employees GAACA -4

To the extent possible, confidentiality will be maintained thrbogt the
investigation of a complaint. The di&e for confidentiality must be
bala nc e d with the di strictods obl i gation
take appropriate corrective action or to provide due process to the accused.

False or malicious complaints of racial or disability harassmaemdy
result in carective or disciplinary action against the complainant.

A summary of this policy shall be posted in each district facildand
shall be publishedin employee handbooksand on the district's websitas
directed by the district complianceoordinator. Notification of the policy shall
be included in the school newsletter or lgished in the local newspaper

annually.

Approved: KASB Recommendation8/98; 7/03; 4/07; 9/12 6/15; 12/18
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GAAD Child Abuse (See JCAC and JGEC) GAAD

Any district employee who has reason to know or suspect a child has
been injured as a result of physical, mental or emotional abuse or neglect or
sexual abuse, shall propmly report the matter to the local Kansas Department
for Children and Families (DCF) office or to the local law enforcement agency
if the DCF office is not open Employees may file a report of suspected abuse
anonymously to either DCF by phoning-800-922-5330 or to local law
enforcement officials. The Code for Care of Children also provides civil
immunity from prosecution if the report is made in good faith.

The empl oy ee maki ng t he report wi || no-t
any other persons to detmine the cause of the suspected abuse or neglect.

DCF or Law Enforcement Access to Students on School Premises

The building principal shall allow a student to be interviewed by DCF or
law enforcement representatives on school premises to investigatpested
child abuse and shall act apmr opri ate to facilitate the a
child and to protect the student ds i nterest :
the investigating agency the authority to determine whether a school employee
may bepresent while the interview is being conducted, taking into account the
chil doés best i nterests. | f asked t o sit
representative conducting it, the building principal or designee thereof shall
oblige such request in ordeto provide comfort to the child throughout the

process and to facilitate the investigation.

Cooperation Between School and Agencies

Principals shall work with DCF and law enforcement agencies ¢oedop

a plan of cooperation for investigating reports spected child abuse or
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GAAD Child Abuse GAAD-2

neglect. To the extent that safety is not compromised, law enforcement
officers investigating complaints of suspected child abuse or neglect on school
property shall not be in uniform.

Reporting Proedure

The employee shall promptly report to the local DCF office or law
enforcement if DCF is closed. It is recommended the building administrator
also be notified after the report is made.

If the building principal has been notified, the principal shal
immediately notify the superintendent that the initial report to DCF has been
made. |If appropriate, the principal may confer with the school's social worker,
guidance counselor or psychologist. At no time shall the principal or any other
staff member pevent or interfere with the making of a suspected child abuse
report.

If available, the following information shall be given by the person
making the initial report: name, address and age of the student; name and
address of the parents or guardians; ned and extent of injuries or description
of neglect or abuse; and any other information that might help establish the
cause of the childbés condition.

Any personal interview or physical inspection of the child by any school
employee shall be conducted ian appropriate manner with an adult witness
present.

State law provides that anyone making a report in good faith and without
malice shall be immune from any civil liability that might otherwise beurred
or imposed.

Approved: KASB Recommendation2/98; 4/07; 6/07; 11/10; 8/12; 10/12; 11/12
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GAAE Bullying by Staff (See EBC, GAAB, JDD, JDDC, and KGC) GAAE

The board of education prohibits bullying in any form either by any
student, staff member, or parent towards a student or by a student, staff
member or parent towards a staff member on or while using school property, in
a school vehicle or at a schoslponsored activity or event. For the purposes of
this policy, the term Abullyingo shal.l have
law.

The administation shall propose, and the board shall review and approve
a plan to address bullying as prohibited herein. The plan shall include
provisions for the training and education of staff members.

Staff members who bully others in violation of this polioyay be subject
to disciplinary action, up to and including suspension and/or termination. If
appropriate, staff members who violate the bullying prohibition shall be

reported to local law enforcement.

Approved: KASB Recommendatioh 6/08; 6/13
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GAAF Emergency Safety Interventions(See GAO, JRB, JQ, and KN) GAAF

The board of education is committed to limiting the use of

Emergency Safety Intervention (AESI o), such

students. Seclusion and restraint shall be used omhen a student's conduct
necessitates the use of an emergency safety intervention as defined below. The
board of education encourages all employees to utilize other behavioral
management tools, including prevention techniques-edealation techniques,
and positive behavioral intervention strategies.

This policy shall be made available on the district website with links

to the policy available on any individual school pages. In addition, this policy

r

shall be included in at least one of the following:zach school 6s <code
school safety plan, or student handbod%otice of the online availability of this
policy shall be provided to parents during enrollment each year.
Definitions
iCampus p ol ® memnsoafsthioa@l esecurity officer desiated
by the board of education of any school district pursuant to K.S.A.6146, and
amendments thereto.
AnChemical Restrainto me ans t he us e
student bés violent physical behavi or or rest
i Emegency Safety I nterventionod is the

restraint but does not include physical escort or the use of tioud.
il ncidento me ans each occurrence of

intervention.

iLaw enforcement ofdfifcieaer da nmgnaénprod i fc |

part-time salaried officer or employee of the state, a county, or a city, whose
duties include the prevention or detection of crime and the enforcement of
©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
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GAAF Emergency Safety Interventions GAAF-2

criminal or traffic law of this state or any Kansas municipality. This term
includes a campus police officer.

AiLegiti mat e | aw enf orcement pur poseo
lawful authority of an officer that is to be achieved through methods ofdaan
condoned by the officerds appointing author.

AMechanical Restrainto means any devic
student 6s movement

AParent o means: (1) a natur al parent ;
person acting as a parent as defined in K.S72-3122d)(2), and amendments
thereto; (4) a legal guardian; (5) an education advocate for a student with an
exceptionality;(6) a foster parent, unless the student is a child with an
exceptionality; or (7) a student who has reached the age of majoritysooni
emancipated minor.

AiPhysical Escortd means the temporary
wrist, arm, shoulder, or back of a student who is acting out for the purpose of
inducing the student to walk to a safe location.

iPhysicaht Besmematk bodily force used to
student 6s , exzept tihmat kdnsensual, solicited, or unintentional contact
and contact to provide comfort, assistance, or instruction shall not be deemed to
be physical restraint.

iSchool rod §awreade® means a | aw enforceme
officer employed by a local law enforcement agency who is assigned to a district
through an agreement between the local law enBament agency and the district.

iSchool security of fi ce isoemphoyadnbsy a a per
board of education of any school district for the purpose of aiding and
©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtmever, to
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GAAF Emergency Safety Interventions GAAF-3

supplementing state and local law enforcement agencies in which the school
district is located, but is not a law enforcement officer a police officer

ASecl usiono means pl acement of a stude
the following conditions are met: (1) the student is placed in an enclosed area
by school personnel; (2) the student isrposefully isolated from adults and
peers; and (3) the student is prevented from leaving, or reasonably believes that
he or she will be prevented from leaving the enclosed area.

ATi mart O me ans a behavior al i ntervent.
temporarilyremoved from a learning activity without beimgecluded

Prohibited Types of Restraint

All staff members are prohibited from engaging in the following
actions with all students:
f Using facedown (prone) physical restraint;
f Using faceup (supine) physicatestraint;
fUsing physical restraint t hat obstruct
fUsi ng physical restraint t hat i mpact s
communication
f Using chemical restraint, except as prescribéceatments for a
st ude nmedical or psychiatric condition by a person
appropriately licensed to issue such ttm&nts;and
 Use of mechanical restraingxcept
3 Protective or stabilizing devices required by law or used in
accordance with an order frommerson appropriately

licensed to issue the order for the device;

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
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GAAF Emergency Safety Interventions GAAF-4

3 Any device used p a certifiedlaw enforcement officer to
carry out law enforcement duties; or

3 Seatbelts and other safety equipmemiien used to secure
students during transportation.

Use of Emergency Safety Interventions

ESI shall be used only when a student preseatgeasonable and
immediate danger of physical harm to such student or others with the present
ability to effectsuch physical harm. Less restrictive alternatives to ESI, such
as positive behavior interventions support, shall be deemed inappropriate or
ineffective under the circumstances by the school employee witnessing the
student 6s behavi or prior to the use of any
soon as the immediate danger of physical harm ceases to exist. Violent action
that is destructive of prperty may necessitate the use of an ESI. Use of an ESI
for purposes of discipline, punishmenor for the convenience of a school
employee shall not meet the standard of immediate danger of physical harm.

ESI| Restrictions

A student shall not be subjéed to ESI if the student is known to
have a medical condition that could put the student in mental or physical
danger as a result oESI. The existence of such medical condition must be
i ndi cated i n a written st at eme n tcard pravidert h e st

a copy of which has been provided to the sch

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
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GAAF Emergency Safety Interventions GAAF-5

Such written statement shall include an explanation of the stt@en
diagnosis,a list of any reason why ESI would put the student in mental or
physical danger, and any suggested alternatives to ESI. Notwithstanding the
provision of this subsection, a student may be subjected to ESI, if not subjecting
the student to ESI would resulin significant physical harm to the student or
others.

Use of Seclusion

When a student is placed in seclusion, a school employee shall be
able to see and hear the student at all times.

All seclusion rooms equipped with a locking door shall be designed
to ensure that the lock automatically disengages when the school employee
viewing the student walks away from the seclusiamom, or in case of
emergency, such as fire or severe weather.

A seclusion room shall be a safe place with proportional and similar
characteristics as other rooms where students frequent. Such room shall be free
of any condition that could be a danger to the studewell-ventilated and
sufficiently lighted.

Training

Regarding the use of positive behavioral intervention strategibss
escalation techniques, and prevention techniques. Such training shall be
consistent with nationally recognized training programs B8l. The intensity
of t he training provided wi || depend
Administrators, licensed staffmnembers, and other staff deemed most likely to

need to restrain a student will be provided more intense training than staff who

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
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GAAF Emergency Safety Interventions GAAF-6

do not work directly with students in the classroom. District and building
administration shall make the determination of the intensity of training required
by each position.

Each school building shall maintainwritten or electronic
documentation regarding the training that was provided and a list of
participants which shall bemade available for inspection by the state board of
education upon request

Notification and Documentation

The principal or designee shahlotify the parent,the same days an
incident. The sameday notification requirement of this subsection shall be
deemed satisfied if the school attempts at least two methods of contacting the
parent. A parent may designate a preferred method of contact to receive the
sameday notification. Also, a parent may agree, in writing, to receive only one
sameday notificaion from the school for multiple incidents occurring on the
same day.

Documentation of the ESI used shall be completed and provitbed
t he st udentnd datep thanethd school day following the daf the
incident. Sut written documentation shélinclude: (A) The events leading up
to the incident; (B) student behaviors that necessitated the ESI; (C) steps taken
to transition the student back into the educational setting; (D) the date and time
the incident occurred, the type of ESI used, the duratof the ESI, and the
school personnel who used or supervised the ES[E) space or an additional
form for parents to provide feedback or comments to the school regarding the

incident; (F) a statement that invites and strongly encourages parents to

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
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GAAF Emergency Safety Interventions GAAF-7

schedule a meeting to discuss the incident and how to prevent future incidents
and (G) email and phone information for the parent to contact the school to
schedule the ESI meeting. Schools may group incidetogether when

documenting the items in subparagraphs (A), (B) and (C) if the triggering issue
necessitating the ESls is the same.

The parent shall be provided the following information after the
first and each subsequent incident during each schomdry (1) a copy of this
policy which indicates when ESI can be used?2 ) a flyer on t he
( 3) i nformati on on t he parent 06s right t
dispute resolution process (which is set forth in this policy) and, the qdaint
process of the state board of education; and (4) information that will assist the
parent in navigating the complaint process, including contact information for
Families Together and the Disability Rights Center of Kansas. Upon the first
occurrenceof an incidentof ESI, the foregoing information shall be provided in
printed form or, upon the par e nwritesn request, by email. Upon the
occurrence of a second or subsequent incidahe parentshall be providedwith
a full and directwebsite addressontaining such information.

Law Enforcement, School Resource, and Campus Security Officers

Campus police officers and school resource officers shall be exempt
from the requirements of this policy when engaged in an activity that has a
legitimate law enéfrcement purpose. School security officers shall not be

exempt from the requirements of this policy.

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
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GAAF Emergency Safety Interventions GAAF -8

If a school is aware that a law enforcement officer or school resource officer

has used seclusion, pbical restraint, or mechanical restrain on a student, the
school shall notify the parent t hat same da)
of contact. A school shall not be required to provide written documentation to a
parent, as set forth above, regamdi law enforcement use of an emergency

safety intervention, or report to the state depwaent of education any law
enforcement use of an emergency safety intervention. For purposes of this
subsection, mechanicatestraint includes, but is not limited tothe use of
handcuffs.

Documentation of ESI Incidents

Except as specified above with regard to law enforcement or school
resource officer use of emergency safety interventiomrsch building shall
maintain documentation any time ESI is used with a studefihe documentation
shallinclude all of the following:

0 Date and time of the&S],

0 Type of ESI,

0 Length of time theESI was used,

0 School personnel who participated in or supervised EH&,

0 Whether the student had an individualized education program at the
the time of the incident

0 Whether thestudent had a section 504 plan at the time of the

incident, and

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
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GAAF Emergency Safety Interventions GAAF-9

0 Whether the student had a behavior intervention plan at the time of
the incident.
All such documentation shall be provided to the buildipgincipal,

who shall be responsible for providing copies of such documentation to the
superintendenbo r t he superi nt eon dteleast@dianhead bagis. ela
least once per school year, each building principal or designee shall review the
documenation of ESI incidents with appropriate staff members to consider the
appropriateness of the use of ESI in those instances.

ReportingData

District administration shall report ESI data to the state department
of education as required.

Parent Right to Meting onESI Use

After each incident, a parent may req@iea meeting with the school
to discuss and debrief the incident. A parent may request such meeting
verbally, in writing, or by electronic means. A school shall hold a meeting
requested under this ub s ecti on within 10 school days
The focus of any such meeting shall be to discuss proactive ways to prevent the
need for emergency safety interventions and to reduce incidents in the future.
For a student with an IEP or a Seotin 5014 pl an such st uc
team or Section 504lan team shalldiscuss the incident and consider the need
to conduct a functional behavioral assessment, develop a behavior intervention

plan, or amerd the behavior intervention plan if already in existen
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GAAF Emergency Safety Interventions GAAF-10

For a student with a section 504 pl an, such
discuss and consider the need for a special education evaluation. For students
who have an individualized educatiggrogram and are placed in a private school
by a parent, a meeting call under this subsection shall include the parent and the
private school, who shallconsider whether the parent should request an
individualized education pgram team meeting. If the pant requests an
individualized eduation program team meeting, the private school shall help
facilitate such meeting.

For a student without an IEP or Section 504 plathe school staff
and the parent shaltliscuss the incident and consider the appropeietss of a
referral for a special education evaluation, the need for a functional behavioral
assessment, or the need for a behavior intervention plan. Any such meeting shall
i ncl ude t he student 6s parent, a school admi
att end s, one of t he student 0s t eacher s, a
incident, and any other school employees designhated by the school administrator
as appropriate for such meeting.

The student who is the subject of such meetirghsall be invited to
attend the meetingat the discretion of the parent The time for calling such a
meeting may be extended beyond the-d8@y limit if the parent of the studerns
unable to attend within that time period. Nothing in this section shall be
constued to prohibitthe development and implementation of a functional
behavior assessment or a behavior intervention plan for any studferstuch
student would benefit from such measures
©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtmever, to
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GAAF Emergency Safety Interventions GAAF-11

Local Dispute Resolution Process

If a parent believes that an emergency safety intervention has been
used on the parentos chi |l d irch polMdy,otheaptariermtn o f
may file a complaint as specified below.

The board of education encourages parents to attempt to resolve
issues relating to the use of ESI informally with the building principal and/or
the superintendent before filing a formal complaint with the boar@®nce an
informal complaint is received, the administrator handling such a complaint
shall investigate such mtdr, as deemed appropriate by the administratorthe
event that the complaint is resolved informally, the administrator must provide a
written report of the informal resolution to the superintendent and the parents
and retain a copy of the report at tlsehool. The superintendent will share the
informal resolution with the board of education and provide a copy to the state
department of education.

If the issues are not resolved informally with the building principal
and/or the superintendent, the patemay submit a formal written complaint to
the boardof education by providing a copy of the complaint to the clerk of the
board and the superintendewtithin thirty (30) days after the parent is informed
of theincident

Upon receipt of a formal writtemomplaint, the board president shall
assign an investigator to review the complaint and report findings to the board

as a whole. Such investigator may be a board member, a school administrator
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GAAF Emergency Safety Interventions GAAF-12

selected bythe board, or a board attorney. Such investigator shall be informed
of the obligation to maintain confidentiality of student records and shall report
the findingsof fact and recommendedorrective action, if any, to the board in
executive session.

Any such investigation must be completed within thirty (30) days of
receipt of the formal written complaint by the board clerk and superintendent.
On or before the 30 day after receipt of the written complaint, the board shall
adopt written findings of factand, if necessary, appropriate corrective action.

A copy of the written findings of fact and any corrective action adopted by the

board shall only be provided to the parents, the school, and the state department

of educationand shall be mailed to the pants and the state department within

30 days of the boardbds receipt of t he for mal

If desired a parent may file a complaint under the state board of
educationadministrative reviewprocess within thirty (30) days from the date a

final decision is issued pursuant to the local dispute resolution process.

Approved: KASB Recommendationh 6/13; 12/13 6/15; 6/16; 6/18; 12/18

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
be given, sold or transmitted to any person or entity including but not limited to another school digitization, company or corporation
without written permission from KASB.



GACA Positions(See CD and GAB) GACA

New employment positions shall be authorized by the board. The
superntendent shall prepare for board approval a comprehensive list oheah
positions, together with the qualifications, duties and responsibilities for

board consideration

Approved: KASB Recommendation2/98; 4/07 12/18
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GACB Job Descriptions(See CD and GACA) GACB

The superintendent shall develop a job description for eaabegory of
employee. After board approval of any new or revised job descriptions, they
will be deemed in effectshall be filed with the clerkand may be published in

handbooks.

Approved: KASB Recommendation2/98; 4/07 6/19
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GACC Recruitment and Hiring GACC

Recruitment

The board delegates recruiting authority to the superintendent. In
carrying out this responsibility, the superintendent may involve administrators
and other employees.

Hiring

The board shall approve the hiring of all employees No st af f me mb
employment is official until the contract or other document is signed by the
candidate and approved by the board.

Hiring sequence

1 Conditional offer of employment is extended to the candidatewriting
subject to revocation or, if pndsional employment has already begun,
termination of employment based upon unsatisfactory results of any
reference and/or background checks performed;

1 Written acceptance by the candidate is received;

1 Contract or other appropriate document sent to the c¢adatk and
candi dat eds acceptance signi fied by a S i

superintendent; and

1 Approval of the contract or other documents by the board.

Approved: KASB Recommendationh 2/98; 6/00; 6/01; 4/07; 6/146/19
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GACCA Nepotism GACCA

The superintendent shall make reasonable efforts to determine whether a
candidate for employment is relatetd or residing witha board member or an
administrator of the district. If acandidate is related twr residing witha
board member or administrator, the superintendent will make this fact known to
the board.

Except in an emergencyr in the case the individual is deemed to be the most
gualified candidate for the position by theodrd the board will not employ
anyone who is the father, mother, brother, sister, spouse, son, daughter, step
son, stepdaughter, sonin-law, or daughterin-law of any board member or who
resides in the householdf any board member.

This provision shallnot apply to any person who has been regularly
employed by the board prior to the adoption of this policy or to any person who
has been regularly employed by the board prior to the election or appointment of
a new board member to whom the person is redate

Supervision Limitations

No employee shall directly supervise or be responsible for any portion of
the evaluation of his or her father, mother, brother, sister, spouse, son,
daughter, stegpson, stepdaughter, sonn-law, or daughtetin-law or an

individual residing with the employee

Approved: KASB Recommendation2/98; 6/07; 4/13 6/19
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GACD Employment Eligibility Verification (Form I-9) (See GAK) GACD

All district employees, at the time of employment, shall provide
verification of identity and employment status to the supernutent.

The superintendent shall mai nt ain a
hired after November 6, 1986, prowg that each employee has véed their
identity, employment status, U.S. citizenship, or legal alien status.

For additional information see:

http://www.uscis.gov/files/nativedocumenim-274.pdf

Approved: KASB Recommendation2/98; 4/07; 6/08
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http://www.uscis.gov/files/nativedocuments/m-274.pdf

GACE Assignment and Transfer GACE

The board reserves the right to assign, reassigr transfer all
employees unless otherwise provided in the negotiated agreement
The board may delegate its authority to assign, reassign, or transfer any

or all employees to the superintendent.

Approved: KASB Recommendation2/98; 4/07 6/19
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GAD Employee Development Opportunities GAD

Except as may be specifieith the negotiated agreement concerning staff
members covered thereby, all plans for setfprovement involving expenditure
of district funds or which require time away from the employee's assigned
responsibilities shall be approved in advance by the board.

Approved: KASB Recommendation2/98; 4/07; 12/136/18
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GAE Complaints GAE

Any employee may file a complaint with their supervisor concerning a
school rule, regulation, policy or decision that affects the employee. The
complaint shall be in writing, fild within ten (10) days following the event
complained of and shall specify the basis of the complaint. The supervisor
shall meet with the employee and provide a written response within ten (10)
days. If the employee disagrees with the decisitime employee may appeal to
t he superintendent. The superintendent 0s
covered by the negotiated agreement shall follow procedures outlined in that

document.

Approved: KASB Recommendation2/98; 4/07 6/19
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GAF Staff-Student Relations GAF

(See GAAC, GAACA JGEC, JGECA and KN)

Staff members shall maintain professional relationships with students
which are conducive to an effective educational environment. Staff members
shall not submit sudents tobullying, harassmentor discrimination prohibited
by board policy Staff members shall not have any interaction ofr@amantic
and/orsexualnature with any student at antyi me r egar dl ess of t

or consent.

Approved: KASB Recommendation 2/98; 7/03; 4/07; 6/07; 1Y/A3; 6/16
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GAFA Entering Locker Rooms and Restrooms GAFA

Unless otherwise specified in this policy, staff members shall not enter a
locker room orrestroom of the opposite gender unless accompanied by another
staff member of the appropriate genderho will enter the locker room or
restroom area to determine the area st mccupied. If a staff membeis acting
alone, he/she may enter a locker room or restroom of the oppagéhder by
knocking first andverbally announcing his/her presence before eitg and
making sure the area is not occupied.

If a locker room or restroom situation warrants immediateeation, the
staff member musknock first and announce his/her presence, wait for a
response, and, ifilne warrants, allow persons tleave the lo&ker room or
restroom ar ea. | f no response i s made after
presence, the staff member may enter with caution. If the situation is an
emergency, it will be made cleathat the staff member is entering, if possible,

before doing s.

Approved: KASB Recommendation 12/13
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GAG Conflict of Interest GAG

District employees are prohibited from engaging in any activity which
may confict with or detract from the effective performance of their duties. No
employee will attempt, during the school day or on school property, to sell or
endeavor to influence any student or school employee to buy any product,
article, instrument, serviceor other items which may directly or indirectly
benefit the school employee. No school employee will enter into a contract for
remuneration with the district other than a contract for employment unless the

contract is awarded on the basis of competitivadding.

Approved: KASB Recommendation2/98; 4/07 6/19
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GAH Participation in Community Activities GAH

Prior permission must be obtainedirom the superintendent for
participation in any nonschool community activity which takes place during

duty hours.

Approved: KASB Recommendation2/98; 4/07
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GAHB Political Activities GAHB

Holding Public Office

Staff members elected or appointed to a public office which restricts the
empl oyeeos ability to complete contractual
unpaid leave for a period of time termined by the board or may berteinated.

Staff members holding a public office, which in the judgment of the
board is less than fultime, shall request unpaid leave from the superintendent
at least one week in advance.

An employee who must be absertom school to carry out the duties
of a public office must take a leave of absence without pay for the duration of
the public office.

Political Activity in the Schools

Staff Members shall not use school time, sohoproperty, or school
equipmentfor the purpose of furthering the interests of any political party, the
campaign of any political candidater the advocacy of any political issue.

For the purposes of this policy, "advocacy of any political issue" shall
not be deemed to include providininformation on educational matters to

elected officials.

Approved: KASB Recommendation2/98; 4/07 6/15; 6/19
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GAI Solicitations (See KDC) GAI

All solicitations of and by staff members during duty hours are

prohibited without prior approval of the apppriate supervisor.

Approved: KASB Recommendation2/98; 4/07
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GAJ Gifts (See JL and KH) GAJ

The giving of gifts between students and staff members is discouraged.
Unless approved by the principal, staff members shall not give gifts to any
student or class of students when the gifts arise out of a school situation, class
or school-sponsored ativity.

Gifts to Staff Members

Staff members are prohibited from receiving gifts from vendors, smbn
or other such representatives. Premiums resulting from sales projectssgpad

by the school shall become the property of the sdhoo

Approved: KASB Recommendation2/98; 4/07
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GAK Personnel Records(See CEI, CGIl, GACD, GBI, and GCI) GAK

Personnel files required by the district shdlé confidential and in the
custody of the records custodian and/or the superintendent. Employees have the
right to inspect their files upon proper notice under the supervision of an
appropriate supervisor. All records and files maintained by the distriotusd be
screened periodicéy by the custodian of records.

All personnel files and evaluation documents, including those stored by
electronic meansshall be adequately secured.

Requests for References

Unless otherwiserovidedby law, a request by ahird party for release
of any personnel record shall require the written consent of the employee, and shall
be submitted to the records custodian who shall respontheorequest as the law
allows.
Upon receipt of a written request district officials mayovide
information regarding past and present employees to prospective employers in
compliance with current law. Information that may be provided will include:
1 employment date(s):
1 job description and duties while in the district's employee;
1 last salary omwage;
1 wage history;
1 whether the employee was voluntarily or involuntarily released from
service and the reasons for the separation; and
1 unless prohibited by the negotiated agreement, as applicable to a given

employee, written employee evaluations whiwtere conducted prior to

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
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GAK Personnel Records GAK -2

the employee's separation from the employer and to which an emplslad be
given a copy upon request.

Immunity Provided

Unless otherwise provided by law, an employer who respomdwiiting
to a written requestoncerning a current or former employee from a prospective
employer of that employee shall b&bsolutely immune from civil liability for
disclosure of the infomation notedearlier in this policyto which anemployee
may have access.

Prohibition on Aiding and Abetting Sexual Abuse

Pursuant to the federal Every Student Succeeds Act, the board prohibits
the board, individual board members, and any individual or entity who is a
district employee, contractor, or agent from assisting a rd¢it employee,
contractor, or agent in obtaining a new job if the board, individual, or entity
knows, or has a probable cause to believe, that such school employee,
contractor, or agent engaged in sexual misconduct regarding a minor or student
in violation of the law. For the purposes of this policy, it shall not be deemed
assisting in obtaining a new job if the aforementioned individuals or entities
participate in the routine transmission of administrative and personnel files in

accordance with law and t& policy.

Approved: KASB Recommendation 7/02; 4/07; 12/1312/16
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GAL Salary Deductions(FLSA) (See GAOF) GAL

The district shall comply with theadary basis requirements of the Fair
Labor Standards Act (FLSA). The board prohibits all managers from making any
improper deductions from the salaries of exempt employees. Employees shall be
made aware of this policy.

If an employee believes that amproper deduction has been made to his
or her salary, the employee should immediately report this information to his or
her direct supervisor, or tdreasurer/business manager

Reports of improper deductions shall be promptly investigated. If it is
detemined that an improper deduction has occurred, the employee shall be

promptly reimbursed for any improper dectuon made.

Approved: KASB Recommendation 11/04; 4/07

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
be given, sold or transmitido any person or entity including but not limited to another school district, organization, company or corporation
without written permission from KASB.



GAM Personal Appearance GAM

Appropriate dress and personal appearance is essential for all district

employees.

Approved: KASB Recommendation2/98; 4/07
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GAN Travel Expenses(See BBBF, CG, CEF, GBRC and GCA) GAN

The board shall provide reimbursement for expenses incurred in travel
rel ated to the duti es of the districtos emp
the superintendent. Mode of travel wibe based on, but not limited to, the
availability of transportation, distance and number of persons traveling
together. A first class air fare will be reimbursed only when coach space is not
available.

Requests for reimbursement shall have the follogiattached: receipts
for transportation, parking, hotels or motels, meals and other expenses for which
receipts are ordinarily available. For the authorized use of a personal car,

including approved travel between buildings, staff members shall bmbeised

at a mileage rate established by the board.

Approved: KASB Recommendation 2/98; 7/03; 4/07
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GANA Expense Reimbursement and Credit Cards(See GAN) GANA

Non-administrative staff use of a district credit card, if authorized by the
staf f me mber 6 s i mmedi at e supervisor, shall
business and shall be subject to any guidelines for such use established by the
board or district administration. Unless otherwise specified in guidelines
established pursuant to thigolicy, staff members shall retain any receipt(s) for
district credit card expenditure(s) and shall provide them to tkeatral office
staff as soon as practicable following the expenditure.

The superintendent may designate administrative and otheff stambers
to whom a district credit card will be issued. The board shall annually prescribe
limits and restrictions on the use of district credit cards and shall monitor
monthly receipts and reimbursement expenses. In no case will credit card
expenditues in excess of H00.00 in one month be authorized for any non
administrative staff member without the prior approval of the superintendent.

Accountings of district credit card use shall be provided to the board for
review on a monthly basis, and a redowof district credit card usage shall be
maintained. Expenses for district travel in personal vehicles or extended travel
incurred in the performance of official duties shall be reimbursed in accoecda

with the provisions of GAN.

Approved: KASB Recommmedation- 6/13
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GAO Maintaining Proper Control (See JGFB and GAAF) GAO

Each employee is responsible for maintaining proper control in the
school. Uress otherwise specified in board policy, an employee may use
reasonable force necessary to ward off an attack, to protect a student or another

person, or to quell a disturbance which threatens physical injury to others.

Approved: KASB Recommendation2/98; 4/07; 12/13
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GAOA Drug and Alcohol Free Workplace (See LDD) GAOA

Maintaining a drug free work place is important in establishing an
appropriate larning environment for the students of the district. Unless
otherwise specified in this policy, the unlawful manufacture, distribution, sale,
dispensation, possession, or use of a controlled substance is prohibited at
school, on or in school district prepty; and at school sponsored activities,
programs, and events. Possession and/or use of a controlled substance by an
employee for the purposes of this policy shall only be permittedsiich
substance was obtained directly, or pursuant to a valid presiompor order
issued theretp from a person licensed by the state tdispense, prescribe, or
administer controlled substanceand any use is in accordance with label
directions.

Alternative |

As a condition of employment in the district, employees shablide by
the terms of this policy.

Employees shall not wunlawfully manufacture, distribute, dispense,
possess, and/or use controlled substances in the workplace.

Any employee who is convicted under a criminal drug statute for a
violation occurring at theworkplace must notify the superintendent of the
conviction within five days after the conviction. The superintendent shall then
ensure that notice of such conviction is given to any granting agency within 10
days of receiving notice thereof.

Within 30 days after the notice of conviction is received, the school
district will take appropriate action with the employee. Such action may

include, suspension, placement on probationary status, or other disciplinary
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GAOA Drug Free Workplace GAOA-2

action including termination. Alternatively, or in addition to any action short
of termination, the employee may be required to participate satisfactorily in an
approved drug abuse assistance or rehabilitation program as a condition of
continued employment. The ghoyee shall bear the cost of participation in
such programEach employee in the district shall be given a copy of this policy.

This policy is intended to implement the requirements of the federal
regulations promulgated under the Drug Free Workplacda At 1988. It is not
intended to supplant or otherwise diminish disciplinary actions which may be
taken under board policies or the negotiated agreement.

Maintaining a drug free workplace is important in establishing an
appropriate learning environmenboif the students of the district. The unlawful
manufacture, distribution, dispensation, possession, or use of a controlled

substance is prohibited in the district.

Approved: KASB Recommendation9/97; 2/98; 4/07; 6/12; 12/13
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GAOC Use of Tobacco Poducts and Nicotine Delivery Devices GAOC

(See JCDAA)

The use of tobacco products in any form andfidrany nicotine delivery
device is prohibited for staff membersin any district facility; in school
vehicles; at schoekponsored, activities, proggms, or events: and on school
owned or operated property.

The following definitions apply to this policy.

ANi cotine delivery deviceodo means any dev
nicotine or nicotine salts to the person inhaling from the device. chSu
definition shall include, but may not be limited to, any electronic cigarette,
cigar, cigarillo, pipe, or personal vaporizer.

iTobacco product o means any product t hat
tobacco, or that contains nicotine, that is intended for ARantonsumption or is
likely to be consumed, whether smoked, heated, chewed, absorbed, dissolved,
inhaled or ingested by any other means, including, but not limited to, a
cigarette, a cigar, pipe tobacco, chewing tobacco, snuff, or snus.

i Tobacco @lsoo mMaamrst amy component or accessory used in the
consumption of a tobacco product, such as filters, rolling papers, pipes, and

substances used in electronic cigarettes, whether or not they contain nicotine.

Approved: KASB Recommendation2/98; 4/07;6/13; 6/16; 12/18
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GAOD Drug and Alcohol Testing GAOD

All district employees performing job functions which require the
employee to maintain a commerail driver 6s l i cense shal.|l
and drugs as required by current federal law. Board approved rules and
regulations necessary to implement the testing program shall be on file with the
clerk.

Each new employee who is required to undergaeatiol and drug teting
shall be given a copy of the appropriate district regulations.

Each new employee shall be informed that compliance with téeuired
elements of the testing program is a condition of employment as a driver in the

district. All employees shall be informed of this policy on an annuasbis.

Approved: KASB Recommendation7/96; 2/98; 4/07
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GAOE Workers Compensation(See KMD) GAOE

The district will participate in workers compensation as required by
current statut e. The combined wor ker s o
received under allowedgaid leave,shall not exceed one full day's pay.

All employees of the district sHabe covered by workers compeaton.
Workers compensation coverage is provided for all employees mHgas of
assignment, length of assignment, and/or hours worked per day.efBenare for
personal injury from accident or industrial diseases arisiowgt of and in the
course of employment in the district.

An injured employee must notify the desighated employer's workers
compensation coordinator or, if the coordinator is unavailable, his or her
supervisor within 20 days of the injury or withi20 daysof repetitive trauma in
order to be eligible for benefits.

The workers compensation plan will provide coverage for medical
expenses and wages to the extent required by statute to those employees who
gualify; however, the amount of workers compensation &fégrts andpaid leave
benefits shall not exceed a regular daily rate of pay. An employee up#id
leave in combination with workers compensation will be charged doe full or
partial day of paidleave, as provided for in the applicableave policy orthe
negotiated agreement, for each day of absence until the e oy e e dlsavepia i d

exhausted.
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GAOE Workers Compensation GAOE-2

Any employee who is off work andeceivingworkers
compersation benefits shall be required toprovide the designated workers
compensation coordinatowi t h a wr i tten doctoro6s rel ease
allowed to return to work. In addition, should themgloyee be released to
return to work by a doctor andafl to do so, all benefitsunder paid leave shall
terminate,and those benefits under workers commgation shall be restricted as
provided by current statute.

Whenever an employee is absent from work and is receiving workers
compensation benefits due to aork-related injury or is receiving district paid
disability insurance, the employee may use available paid leave to sopmit
the workers compensation or district paid disability insurance payments.
Workers compensation benefits and FMLA benefits prbad in a board pproved
plan shall run concurrently if both are applicable.

In no event shall the employee be entitled to a combination of workers
compensation benefits, district paid disability insurance, and salary in excess of
his/her full salary. Awailable paid leave may based for this purpose until
1) availablepaid leave benefits are exhausted; 2) the employetirns to work;

3) the employee is released by the medical provider and a position is offered by
the employer, but the employee declenéo return to work; or 4)employment is
terminated. Paid leave shall be calculad on aprorata amount equal to the

percentage of salary paid by the district.
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GAOE Workers Compensation GAOE-2

Testing

The board through its designated workersompensationcoordinator, may
require employees who claim or are involved in an accident in the course of
employment to submit to a postnjury chemical test. This includes instances
where the distrét administration o workers compensation coordinator has
actual knowledge of an accident whether the employee has or has not requested
medical treatment. If an employee refuses to submit to an employer requested
postinjury chemical test, the employee fffeits all related workers
compensation benefits as provided in K.S.A-8081 (b) (1) (4). Chemical test
collection, labeling, and performance shall meet the requirements found in

K.S.A. 44501 (b) (3).

Workers Compensation GAQOE-3

Choice of Physician

The board shall have the right to ecbse a designated health care
provider to provide medical assistance to any employee who suffers an injury
while performing their job. However, if the injured employeehooses to go to a
medical provider other than the designated provider, the recoveny soch

expenses shall be limited t$500.00

Approved: KASB Recommendatidn/96; 2/98; 7/02; 4/07; 6/0912/14; 6/15;

6/19
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GAOF Salary Deductions(See GAL) GAOF

Salary deductions shall be made if permitted by board policy, the
negotiated agreement, oas required or authorized by law. The district shall
comply with the salary basis requirements of the Fair Labor Standards Act
(FLSA.)

The superintendent shall develop forms to provide information needed to
make approved salary deductions. All requedbs salary deductions shall be
submitted to the superintendent during enrollment periods established by the

board.

Approved: KASB Recommendation2/98; 11/04; 4/07; 6/13
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GAR Communicable Diseases GAR

Whenever an employee has been diagnosed by a physician as having a
communicable disease as defined in current regulatiolme ttmployee shall
report the diagnosis and nature of the disease to the superintendent or the
superintendent 0s designee so that a proper
or joint board of health asequired by current law.

An employee afflicted with acommunicable disease dangerous to the
public health shall be suspended from duty for the duration of the
contagiowsness in order to give maximum health protection to other school
employees and to students.

The employee shall be allowed to return to dutgowm recovery from the
illness, or when the employee is no longer contagious as authorized by the
employee's physician.

The board reserves the right to require a written statement from the
employee's physician indicating that the employee is free fromsylinptoms of
the communicable disease.

If a school employee has been diagnosed as having a communicable
disease and the superintendent has been notified by the employee, the
superintendent or t he superintendent s des
releaseshall be obtained from the employee's physician before the employee
returns to dity.

Decisions regarding the type of employment setting for an employee with
a communicable disease shall be made by the superintendent or the
superintendent 6 uupod eonsideraom ofbtleespkydical condition of

the employee and the following téors:
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GAR Communicable Diseases GAR-2

the nature of the risk;

the duration of the risk;

the severity of the risk; and

the probability that the disease will be transmittedaause harm to
the employee or to others who will share the same setting.

=A =4 -8 9

No information regarding employees with communicable diseases shall be
released by school personnel without the employee's consent exceptniplgo
with state or federal law.

Additional Certifications of Health

If at any time the board has reason to believe that an employee is
suffering from an illness detrimental to the health of pupils, the board reserves
the right to require such employee to provide the board with a new ceatti¢iof
heal t h i n order t o protect t he heal t h,

students.

Approved: KASB Recommendation 2/98; 6/01; 4/07; 10/12; 1/13
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GARA Bloodborne Pathogen Exposure Control Plan GARA

The board shalbdopt an exposure control plan.
The plan shall be accessible to all employees and shall be reviewed and
updated at least annually. All staff shall receive the training andigment

necessary to implement the plan.

Approved: KASB Recommendation9/97; 4/07; 12/14
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GARI Family and Medical Leave GARI

Eligible district employees shall be provided family and medical leave as
provided by a plan approved by the board. The plan for providing leave under
this policy shall be filed with the clerk of the board and made available to all

staff at the beginning of each schooéagr.

Approved: KASB Recommendation9/97; 2/98; 4/07; 6/08; 6/09
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GARID Military Leave GARID

Employees are entitled to military leave under the Unifed Services
Employment and ReemploymerRights Act of 1994. The Act applies to military
service that began on or after December 12, 1994 or military service that began
before December 12, 1994 if the employee was a reservist or National Guard
member whoprovided notice to the employer before leaving work.

Reemployment rights extend to persons who have been absent from work
because of Afservice in the wuniformed servi c:¢
of the following military branches:

Army, Navy, Marine Corps, Air Force or Coast Guard.

Army Reserve, Navy Reserve, Marine Corps Reserve, Air ForReserve

or Coast Guard Reserve.

Army National Guard or Air National Guard.

Commissioned corps of the Public Health Service.

Any other category opersons designated by the President in timewafr
or emergency.

nSer viceo i n t he uni f or med services me &
involuntary basis in a uniformed service, including:
Active duty.
Active duty for training.
Initial active dutyfor training.
Inactive duty training.
Full-time National Guard duty.
Absence from work for an examination t o ¢
fitness for any of the above types of duty.
The employee may be absent for up to five (5) years for militaryydand
retain reemployment rights. There are, however, exceptions which can exceed
the five (5) year limit. Reemployment protection does not depend on the timing,

frequency, dur ati on or natur e odw eahrancesn d i v i

protections fordisabled veterans including a requirement to provide reasonable
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GARID Military Leave GARID -2

accommodations and up to two (2) years to return to work if convalescing from
injuries received during service or training.

The returning employee is entitletb be reemployed in the job that they
would have attained had they not been absent for military service, with the same
seniority, status and pay, as well as other rights and benefits determined by
LAW . If necessary, the employer must provide training atraining that
enables the employee to refresh or upgrade their skills so they can qualify for
reemployment. While the individual is performing military service, he or she is
deemed to be on a furlough or leave of absence and is entitled to the non
seniaity rights accorded other individuals on namilitary leaves of absence.
Individuals performing military duty of more than 30 days may elect to continue
employer sponsored health care for up to 18 months at a cost of up to 102
percent of the full premium For military service of less than 31 days, health
care coverage is provided as if the individual had never left. All pensions
which are a reward for length of service are protected.

Individuals must provide advance written or verbal notice to their
employers for all military duty. Notice may be provided by the employee or by
the branch of the military in which the individual will be serving.

Notice is not required if military necessity prevents the giving of notice;
or, if the giving of notice is therwise impossible or unreasonable.

Accrued vacation or annual leave may be used (but is not required) while
perfor ming mil itary duty. The i ndi vidual 6s

based upon the time spent on military duty.
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GARID Military Leav e GARID -3

TIME SPENT ON RETURN TO WORK OR APPLICATION FOR
MILITARY DUTY REEMPLOYMENT
Less than 31 days: Must return at the beginning of the next regular

scheduled work period on the first full day aft
release from service, taking into account safawel
home plus an eight (8) hour rest period.

More than 30 but less Must submit an application for reemployment within
than 181 days: 14 days of release from service.

More than 180 days: Must submit an application for reemployment within
90 days dé release from service.

The i ndi vidual 6s separation from ser vi

conditions in order for the person to be entitled to reemployment rights.

Documentation showing eligibility for reemployment can be required. The
employer has theight to request that an individual who is absent for a period of
service of 31 days or more provide documentation showing:

the application for reemployment is timely;

the five-year service limitation has not been exceeded; and

separation from servie was under honorable conditions.

If documentation is not readily available or does not exist, the individual

must be reemployed. However, if after reemploying the individual,

documentation becomes available that shows one or more reemployment

requiremens were not met, the employer may terminate the individual, effective

immediately. The termination does not operate retroactively.

C

Questions shoul d b e directed t o Vet er an

Service, U.S. Department of Labor.

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whobatoirirapy form whatsoever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organizapiany coroorporation
without written permission from KASB.



GARID Military Leav e GARID -4

Kansas law also requires reemployment if an individual is called to

active duty by the state.

Approved: KASB Recommendation 9/97; 4/07; 6/08; 6/09; 6/10
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GAT Staff Use of Communication DevicegSee IIBG and IIBGC) GAT

The board encouragesigirict employees to use technology, including
communication devices, to improve efficiency and safetyhe district expects
all employees to use communication devices in a responsible manner that does
not interfere with the employee's job dutiesEmployees who violate district
policies and procedures governing the use of communication devices may be
disciplined, up to and including termination, and may be prohibited from
possessing or using communication devices while at worlkCommunication
devices maynot be used in any manner that would violate the district's policy
on studenistaff relations.

Definitions

ACommuni cati on devi ceo Il portabéefdieviced that o i nc
send or receive calls or text measges, allow the retrieval ofneail, or provide
access to the Internet. Communication devices shall include, but may not be
limited to cell phones, smart phones, iPads, and tablets.

ifiUse/ Usingodo for t he pur poses opthlkinghons p ol |
the phone; sending or responding to a texmail, or other communication;
opening and viewing pictures or digital recordings; opening and listening to
music or audio communicationsccessing social media websites; playing games
on such devicecontinuously checking a communication device; oryaactivity
wi t h a communicati on devi ce t hat interferes
appropriate supervision of students.

General Use

The district prohibits employees from using any communication device
that interrupts or disrupts the performance dfuties by the employee or
otherwise interferes with district operations, as determined by the employee's
©KASB. This material may be reproduceat fise in USD 363. It may not be reproduced, either in whole or in part, in any form whatsoever, to
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GAT Staff Use of Communication Devices GAT-2

supervisor. This prohibition applies regardless of whether the communication
device used is owned by themployee or provided by the district. Employees
are responsible for keeping communication devices secure and, if possible,
password protected.

Supervision of students and the provision of academic instruction are
priorities in the district, and employeesvho are responsible for supervising
and/or providing academic instruction tetudents must concentrate othese
tasks at all times. Employees shall not use communication devices when they
are responsible for supervising studentes when their doing so iterrupts or
interferes with classroom instructiomnless any of the following conditions
occurs:

 The device is being used to instruct the stutkebeing supervised at the
time;

 The use is necessary to the performanaf an employmentelated duty;

1 The empbyee has received specific and direct permission from a
supervisorto do so; or

 There is an emergency.

Even when these conditions exist, the employee is responsible for
obtaining assistance in adequately supervising students during the approved use
so that students are supervised at all times.

Use in Vehicles

Regardless of other provisions of this policy, unless there is an
emergency, employees shall not use communication devices when:
1 Driving district-provided vehicles

1

©KASB. This material may be reproduceat fise in USD 363. It may not be reproduced, either in whole or in part, in any form whatsoever, to
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GAT Staff Use of CommunicationDevices GAT-3

1 Operating a vehicle in which a student is being transported when the
transportation is provided as part of the employee's; job
 Supervising students who are entering or exiting a vehicle, crossing
thoroughfares or are otherwise attempting to safely reach their
destinations
Even in emergency situations, employees should first take all possible
safety precautions before using communication deviceg&smployees are subject
to local, state, and federal laws governing use of cell phones whiieirdg and
will be solely responsible for all traffic violation liabilities resulting from their
use of a phone while driving.

Use of DistrictProvided Communication Devices

The district may provide communication devices and service to some
employees toassist them in carrying out their employmendlated duties on and
off district property. Use of a districtprovided communication device is a
privilege. The superintendent or designee has sole discretion as to which
employees will be provided communidan devices and may recall any
previously issued communication device. Employees do not have any
expectation of privacy in distrieprovided communication devices or any
information stored on them, and such devices nteey confiscated and searched
at any ime.

Employees are expected to exercise reasonable care to protect district
provided communication devices from damage or theft and must report any such
incidents immediatelyThe district may require employees to reimburse the

district for any damage otheft that was the result of the employee’'s
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GAT Staff Use of Communication Devices GAT-4

negligence. Users of districtprovided communication devices must abide by
any use limitations included in the district's service contract.

Personal Use of Distct-Provided Communication Devices

Personal use of distrieprovided communication devices is permissible
as long as the use does not exceed the limits oé #®pplicable plan An
employee whose use exceeds plan limitations will be required to reimbthrse
district for all expenses beyond those covered by the plan and may have
privileges suspended or revoked unless the employee can show that all use was
for employmentrelated duties and the device was not used for personal reasons.
The amount of persordause of a communication device or service paid for under
E-Rate can be no greater than the cost allocation submitted in the request for the
E-Rate discount.

Staff Bring Your Own Device Policy

Us e of e mpdrsmiyaecomndpunigation devicesduring work hours
shall be restricted to classroom owork-related activities. Such personal
communicationdevices may only be used by the staff memb and are not for
student use. The security of personal computing devices is solely the
responsibility of the stdfmember. Any loss resulting from damage or theft of
personalcommunication devicesn the school setting is not the responsibility of

the district.

Approved: KASB Recommendationh 6/14; 12/14
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GBH Supervision GBH

The superintendent and other administrators designated by the
superntendent have the right to supervisicensedstaff. The responsibility for

the immediate supervision dicensedstaff rests with ach building principal.

Approved: KASB Recommendation 2/98; 4/07 6/19
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GBIl Evaluation (See GAK) GBI

The board shall adopt an approved evaluation instrumente istrument
shall govern evaluation of teachers, shall be filed with the clerk and may be
published in teacher haooks.

Availability of Evaluation Documents

Completed evaluation documents shall be available to the employee, the
superintendent, assishd superintendent, other administrators under whose
supervision the teacher works, and others authorized by law.

Evaluation Criteria

Evaluation criteria shall be established by the board.

Approved: KASB Recommendation 2/98; 7/03; 4/07
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GBK Suspension GBK

The superintendent shall have the authority to suspend licensed
employees with pay pending further board action.

The superintendent may suspend licensethployees with pay for any
reason, including, but not limited to, one or more of the following: alleged
violation of board policy, rule or regulation; refusal or failure to follow a
reasonable directive of an administrator; the filing of a complaint agaithe
employee with any civil or criminal authority; the alleged commission of an
offense nvolving moral turpitude; or other good cause.

If a suspension without pay is imposed on an employee, timpleyee is
entitled to pay until the employee has beedvased of the basis for suspgion

and has been given an opportunity to respond.

Approved: KASB Recommendation 2/98; 4/07; 6/08
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GBN Nonrenewal andTermination GBN

Nonrenewal or termination shall be in acdance with Kansas lawand

the negotiated agreement, as applicable

Approved: KASB Recommendation 2/98; 4/07 6/19
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GBO Resignation GBO

The board shall consider anklicensede mp | oy e e 6 s resignatio
submitted to the board in writing. The board may accept resignations from
employees under contract when the resignation will bethe best interests of
the district. Also see the negotiated agreement

A licensedemployee who has sighed a contract and accepted ahiegc
position in the district for the coming year or who has not resigned by the
continuing contract notice deadlinghall not be released from that contract to
accept another position until a suitable replacement has begrioyed.

If the licensedemployee terminates employment in the district mdtt
complying with board policy, the board may petition the State Boad
Educat i on t o have the teacherés | icense suspen

Exit Interviews

Exit interviews may be conducted after an employee resigns.

Approved: KASB Recommendationh 2/98; 6/06; 4/07 6/18
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GBQA Reduction of Teaching Staff GBQA

If the board decides that the size of the teaching staff must be reduced,
guidelines in the following rule or the negotiated agreement, if applicable, shall
be followed. hsofar as possible reduction of staff shall be accomplished by
attrition due to resignations and retirement.

The following steps will be utilized by the district's administrative
staff to reduce the teaching staff:

The number of teaching positions to beeduced shall be in
accordance with the educational goals established by the board. The number of
teachers needed to implement the district's educational program will then be
determined by the administrative staff based on those educational goals in
detemining which teachers will be nonrenewed due to reduction in force.

The educational goals and needs of the district, individual
certifications, qualifications, training, skills, evaluations, and interests shall be
considered.

If all of the teachers in th area identified for reduction have similar
certifications, qualifications, training, skills, evaluations and interests, the
teacher(s) who best meets the needs of the district, considering the factors
outlined above and any other relevant factors, widfl ketained.

Any certified employee who has not been reemployed as a result of
reduction of the teaching staff shall be considered for reemployment if a
vacancy exists for which the teacher would qualify. Certified employees who
may be eligible for reemplyment are required to notify the district of their
current address. The superintendent will recommend to the board reinstatement

of any teacher he/she deems qualified and able to serve theibtstests of the
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GBQA Reduction of Teaching Staff GBQA-2

district. The board shall not be required to consider reinstatement of any

teacher after a period of one year from the date of nonrenewal.

Approved: KASB Recommendation 2/98; 4/07; 6/14
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GBR Work Schedule (See JGFB) GBR

Licensed personnel must be at their assigned area during each duty day.
Any teacher who finds it necessary to leave while supervising students shall
first secure approval from the principalBuilding and playground assignments
shall be made by the principal.

Work Schedules

The minimum length of the school day for licensed and professional staff
shall be defined in the negotiated agreement. Work schedules for other
employees shall be defineby the superintendent consistent with the Fair Labor
Standards Act (FLSA) and the provisions of this policy.

Attendance Required

Regular attendance is required of all employees subject to leave
provisions in district policy or the negotiated agreemerds appropriate.
Excessive absences or tardiness, unauthorized leave or unexcused absences may

result in disciplinary action including termination of employment.

Approved: KASB Recommendation 2/98; 9/00; 11/04; 4/07
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GBRC Professional Development(See GAN and GBRH) GBRC

There shall be a program of professional development for employees,
which meets minimum statutory and State Board of Educatiequirements. The
program shall promote:

1 continuous professional development;

1 improving academic achievement for all students;

1 diversification in a@ademic foundations or subject knowledge; and
1 improved job effectiveness and enhanced skills.

When appropiate, the superintendent shall consult with the staff about
professional development activities.

All appropriate employees shall attend professional development sessions
unless excused by the superintendent. Professional developmegtrgmns may

use allor a portion of the workday.

Approved: KASB Recommendation 2/98; 7/03; 4/07
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GBRD Staff Meetings GBRD

Staff meetings for licensed personnel shall be calte by the

administration.

Approved: KASB Recommendation 2/98; 4/07 6/19
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GBRE Additional Duty GBRE

The board may stablish other educational assignmentisat may extend

beyond the school day or time class is in session.

Approved: KASB Recommendation 2/98; 4/07
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GBRG Non-School Employment GBRG

The board reserves the right of exclusive access to the professional
services of licensed employees in acdance with the terms of the contract.
Licensed employees shall not engage in outside employment which

interferes with their duties.

Approved: KASB Reommendationi 2/98; 4/07
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GBRGA Consulting GBRGA
Licensed employees may request to be excused from regular duty by the
board to serve as paid or unpaid consult® to other districts, govament
agencies or private industry. If the employee takes paid leave tdopm
consulting services, any fee and/or honorarium paid to the employee shall be

returned to the district.

Approved: KASB Recommendation 2/98; 4/07
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GBRGB Tutoring for Pay GBRGB

Teachers shall not receive pay for tutoring or private instruction at

school unless approved indaance by the board.

Approved: KASB Recommendation 2/98; 4/07

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
be given, sold or transmitted to any person or entity including but not limited to anotbet disftrict, organization, company or corporation
without written permission from KASB.



GBRH Leaves and AbsencegSee GBRC) GBRH

Licensed employees will be provided with paid and unpaid leave in
accordance with applicable law and the negotiated agreement. The board

reserves the right to graradditional leave.

Approved: KASB Recommendation 12/1; 6/19
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GBRIBA Disability Leave GBRIBA

The board may grant leave of absence for disability withwothout pay.

Approved: KASB Recommendation 2/98; 4/07
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GBRJ Substitute Teaching GBRJ

Qualified substitute teachers shall be secured for the district.

The superintendentmay meet with potential substitutes before the start
of each school year.

The superintendent and principals shall compile a list of available
substitute teachers, and each principal shall have a current copy.

Principals (or other ddgnated employees) shall be responsible for
obtaining substitute teachers from the list and employing them as needed.

The superintendent shall be responsi bl e
handbook.

The board shall establish the rate of pay for substituéachers each
July.

Candidates will receive a substitute's handbook, an explanation of the
substitute program, application forms, and necessary tax forms and other records
to be completed.

The handbook shall include information on when and how dadates
should apply to be substitutes, the rates of pay, the time of the morning or day
that substitutes can expect to be called for duty, instructions on where to report
for all district attendance centers, maps of the school district and of each
attendance cet er |, a current copy of t he school c
educational philosophy (see |A), suggestions for working withudgtnts, a
statement of expectations the district has for substitutes, a list of tasks the
substitute must complete before Mag for the day and a sampleeport form for

reporting incidents that may take place during the day.

©KASB. This material may beeproduced for use in the district. It may not be reproduced, either in whole or in part, in any form whatsoever, to
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GBRJ Substitute Teaching GBRJ-2

Substitutes are encouraged to prepare, in advance, for the cisbji@
which they are most likely to substitute in casesson plans are not avable.

Each principal shall file a report with the superintendent listing the
substitutes used in the buling during each pay period.

The superintendent shall meet with principals and review thegrenance

of substitutes.

Approved: KASB Recommendation9/97; 2/98; 4/07
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GBU Ethics (See IA and IKB) GBU

An educator in the performance of assigned duties shall:

T meet and continuously maintainpplicable certification or licensure
requirement as defined by state and /or federal law for position held;

T actively support and pursue t;he distric

1 recognize the basic dignity of all individuals;

1 maintain professional integrity;

i avoid accepting anything of substantial value offered by another
which is known to be or which may appear to influence judgment or
the performance of wties;

1 accurately represent professional qualifications; and

1 be responsible to present any subject mattara fair and accurate

manner

Approved: KASB Recommendation 2/98; 4/07 12/16
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GCA Compensation and Work Assignments(See GAN) GCA

Classfied employees shall be paid according to pay rates established by
the board. Payment shall be made at the established pay date following the end
of each pay period.

Work Assignments

Subject to board approval, the superintendent shall develop time
schedules for all classified employees. Work assignments for classified
employees shall be made by the superimdent.

Attendance Required

Regular attendance is required of all employees subject to leave
provisions in district policy, employee handbooks other documents pproved
by the board. Excessive absences or tardiness, unauthorized leave or unexcused
absences may result in disciplinary action including termination mpkyment.
Workweek For the purposes of Fair Labor Standards Act (FLSA)
compliance the workweek will be 12:00 a.m. $day until 11:59 p.m. Saturday.

Classification of Employees

For purposes of compliance with the Fair Labor Standards Act (FLSA),
the superintendent shall ensure that all job positions are classified as exempt or
nonexanpt and that employees are made aware of such classifications.

Overtime

No nonexempt employee shall work more than 40 hours per weelaut
the prior written permission of the appropriate supervisor. Principals and
supervisors s hal | monit or woekmiwl| enyueee shat the overtime

provisions of this policy and the Fair Labor Standards Act are followed. All
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GCA Compensation and Work Assignments GCA-2

employees shall be compensated for overtime worked, at a rate of one and a half
times their normalrate of pay for any hours worked over 40 in a workweek.

Nonexempt employees whose workweek is less than 40 hours will be paid
at the regular rate of pay for time worked up to 40 hours. Overtime pay will be
provided only if an employee works more than AfBurs in a wokweek.

Compensation for Oubf-Town/Overnight Trips

When classified personnel are required to be out of town on district
business, they shall be appensated in the following manner:

Regular or overtime pay (or compensatory time) as apprater for time
away from (name of town) MINUS:

1. Eight hours for sleep when overnight;

2. Reasonable time for meals (normally one hour per meal); and
3. Time used exclusively for pleasure or personal business.

Approved: KASB Recommendationh 2/98; 9/00; 11/04; 4/07
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GCIl Classified Employee Evaluation(See GAK) GClI

All classified employees shall be evaluated twice during their first year
of employment and at least once a year during subsequent years. Evaluation
documents will be on file with the clerk of the board.

Classified employees shall be evaluated by the supervisor to whom they
are assigned. Classified employees shall be evaluabted their personal
gualities, their commitment to duty and work skills related to their job
descrption. A copy of the completed evaluation will be given to the employee
after it is signed by the employee and the evaluator and will be placed in the

employee's personnel file.

Approved: KASB Recommendationh 2/98; 4/07
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GCIA Evaluation of Coaches and Sponsors GCIA

All employees contracted tocoach or sponsor an activity shalbe
evaluatedat least once a year Evaluation doaments will be on file with the
clerk of the board.

Coaches and sponsors shall be evalualbgdthe sipervisor to whom they
are assigned. Evaluations shall be based bret e mp | oy ee 6 s per sonal
their commitment to duty, their work skills, and other appropriasguies related
to the activity sponsor/coach job description. A copy of thempteted
evaluation shall be given to the employee after it is signed byeamployee and

the evaluator and will be placed in thenployee's personnel file.

Approved: KASB recommendation 6/09
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GCK Suspension GCK

The superintendent sl have the authority to suspend classified
employees with or without pay. If a suspension without pay is imposed on a
classified employee, the employee is entitled to pay until the employee has been
advised of the basis for suspension and has been gisanopportunity to

respond.

Approved: KASB Recommendation 2/98; 4/07; 6/08
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GCRF Non-School Employment GCRF

Classified employees shall not be excusauring their regularly asigned
time schedule to perform outside employment. Classified employees shall not

engage in outside employment which interferes with their duties.

Approved: KASB Recommendation 2/98; 4/07
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GCRG Leaves and AbsencelSSee GBRC) GCRG

Paid Leave

Full-time classified/noncertified employees will be credited with paid
leave in accordance with the terms of this policy and as deda in the
classified handbook.

The paid leave may be available for use as sick leave, psibesl leave,
maternity leave personal leave, dreavement leave, and vacation.

Sick leave is available for the personal illness or injury of theptoyee
or the illness, injury,o r death of a member o f t he empl o
Al mmedi atley of ans defi needmpboyeedsdepodhee, fat
brother, sister, grandfather, grandnh@tr, child, grandchild and themmediate
family of the emplogy e 6 s Spouse. The s upe the mighe bod e nt
receiveverification of any illness or injury requiring 3 or more consecutive sick
days to be used by an employebnless otherwise specified in the classified
handbook, sick leave is edited to fulktime classifiedemployees at a rate of
one day per month worked and may be accumudlatep to a maximum of 100
days. Sick bank leave may also be available from the Volunteer Sick Leave
Donation Plan.

Personal leave is for the purpose of conducting peedoand family
activities that m& not becompleted outside the workday. Fulime employees
hired by January 1 fothe current school year wilteceive two days of personal
leave per year in accordance with the terms of the classified handbook: Full
time employees employed after January 1 of the current school year wildinec
one personal day, as wilbus drivers who are KPERS eligible. Personal days

will not accumulatefrom year to year and must hesed by June 30 of each
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GCRG Leaves and Absencs GCRG-2

year . Requests for per sonal | e avepermsos &t b e g
least one week in advance of the period of leave.

Bereavement leave is available for staff use in attendingefrals for the
staff m eimmbee inté damily or immethte family of his or her spouse.
Other absenes to attend funerals must bapproved by the superintendent.
Approved bereavement leave will beder ct ed fr om the staff me m
sick leave.

Professional leave may be granted for attending workshapd £minars
to assist personnel ipursuing jobrelated education and training in accordance
with the tams of the classified handbook.

Vacation may be granted to twelve month employees astesltain the
classified handbook.

Unpaid Leave

The board mayrant unpaid leave as determined by the boaftie period
of leave and reasorfor unpaid leave shall be determined by the board. The
board shall not berequired to pay any salary obenefits during periods of
unpaid leave except as may be required by law.

Jury and Legal Leave

Any employee called to jury duty or subpoenaed asvitness in a court
of law or administrative body will be granted paid leave, and such leave will not
be deduct ed f r om ctethited paidp dawvey ®oeldng as the employee
remits all payments receid for such duty, exclusive dffansportation and other
necessary travel expenses, to the district. If #dmount received for jury duty

exceeds the empl oyeebos regul ar sal ary rate f
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GCRG Leaves and Absences GCRG-3

rei mbur se t he empl oyee for any remitted anm

regular pay for such period of time.

Approved: KASB Recommendation 12/13
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GCRH Vacations GCRH

Full-time classified employees may be granted a paid vacation each year.
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GCRI Paid Holidays GCRI

Paid holiday leave may be granted to classified employees.
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HAA Legal Status HAA

The board shall negotiate with its professional employees as provided by

law.
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HAB Goals and Objectives HAB

Professional negotiations are for the purpose of determining the terms

and conditions of employment asfdned by law.
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HAC Scope of Negotiations HAC

Negotiations shall cover only topics that are mandatorily negotiable
under current law. The board reserves the right to negotiate apyctthe board

deems in the best interest of the district.
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HAE Board Negotiating Agents HAE

The board shll select as its agents those persons the board feels will
best represent the interests of the district.

Each year the board shall designate its agents for the purpose of
negotiating during the current school year. The superintendent and the board
presdent shall make recommendations to the board in regard to who shall be the

chief negotiator for the board and otherembers of the negotiation team.

Approved: KASB Recommendation 4/07
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HAF Superintendent's Role HAF

The superintendent shall not be the chief negotiator for the board. The

supeintendent shall only act in an advisory capacity.
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HAHBA Use of School Facilities HAHBA

School facilities shall be made available for negotiating sessions without
cost to the teachers' organization. If the representativeshefteaters wish to
negotiate in facilities not furnished by the board, none of the costs of any other

facilities shall be paid for by the board.
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HAHBB Use of School Equipment HAHBB

The board may make school equipment available for negotiatirsgisas.
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HAI Negotiations Procedures(See CN) HAI

The time, place, duration, notification, agenda and rules of order shall be
as agreed by the board team and teachers' team.

Distribution of Information

Board distribution of informatn concerning negotiating sessions shall
be discretionary with the board.

Research Assistance

Upon request, the board shall furnish to the association any
information which is public record.Information not currently available in the
form requested bythe association, at the discretion of the board, may be
supplied if the association reimburses the board for any additionxpleeses.
(See CN)

Minutes and Records

One member of the board's team shall be designated to keep rallyon
detailed minutes andrecords of all negotiating sessions. Following each
session, a person shall transcribe the minutes and notes and distribute the
minutes to the board.

Reporting to the Staff and Board

The board shall, through the superintendent, be fully advised asheo t
status of the negotiating sessions. The board shall be furnished copies of the
minutes and records of each session. The board shall, through the
superintendent, report to the staff information as the board deems advisable.

Reporting to the Media an®ublic

The board reserves the right to release to the media and public

information regarding negotiations. Before any school board news release or
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HAI Negotiations Procedures HAI -2

statement on negotiations to the press and public is made, the reldadke be
prepared by the chief negotiator and the superintendent and approved by the
president of the board. |If the priekent of the board is unavailable, the vice
president of the board shall make the determination, and if he is also
unavaiable, the supdntendent shall make the determination. No other person
is authorized to release to the public or press, on behalf of the board, any

information in regard to negotiations.
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HAJ Preliminary Agreement Disposition HAJ

All tentative agreements shall be reported to the board.
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HAK Ratification Procedures HAK

The board will not engage in piecemeal ratification of agreements. The
board will not take action on the total "package of agreements" until after the
teachers' assoation has acted upon the same package of agreements. If after
the completion of impasse procedures, the board and teachers' association have
not reached agreement, the board shall take action to conclude the matter as
provided by law.

All tentative or prliminary agreements shall be placed in one lpage

and presented to the board for its consideration.
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HAL Announcement of Agreement HAL

The board may announce its ratification of the agreement.
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HAN Slowdowns HAN

The board opposes work skalowns by its teachers.

If any district teachers engage in a practice commonly known as a
"slowdown," the board shall immediately direct the superintendent and other
administrators to investigate the situation and report back to the bostmces
in which a teacher is not performing in accordance with the terms of the
contract. The board shall take whatever action may be deemed appropriate,

including termination of the teacher.
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IA Philosophy (See GBU and IKB) A
(District Mission Statement could be placed here.)

Both academic and neacademic programs comprise gheducational
program. The educational program shall be performanciented and esearch
based.

All students shall have an equal opportunity to pursue and acquire

knowl edge and to master t he educati onal prog
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IB School Site Councils(See KA) IB

A site council shall be established in each district building. Each council
shall be responsible for providing advice and counsel for evaluating state,
school district, and school site performancgoals and objectives and in
recommending methods that may be employed at the school site to meet these
goals and objectives. Discussions may include allocations of the school budget
and administrative and management functions.

The membership of each cauil shall include, at a minimum, the building
principal, and representatives of: teachers and other school personnel, parents
of pupils attending the school, the business community, and community leaders.

{Each principal shall submit, for the board's m®ideration, names of
individuals to be considered for appointment to the site council. The board
shall appoint site council members.}

Each site council shall establish meeting schedules that shall be subject to
board approval. Each council shall repoté the board at least ____ times a

year.

Approved: KASB Recommendatian/96; 6/04; 4/07; 6/14
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IC Educational Program (See ID, IDAA, IDAB, IDAC and 1J) IC

The academic program shall assist students to grow intellectually, to
master the curriculum objectives, and to prepare for further education or
training. The board shall consider the district's basic educational program each
year. And, when approvedthe program shall constitute the district's basic
curriculum.

Curriculum Handbooks

Curriculum handbooks shall contain an outline of each basic course and
the learning objectives to be mastered. Each handbook, when approved by the
board, shall become aapt of these policies and rules by reference.

Educational Goals and Objectives

District educational goals and curriculum objectives for the basic
educational program shall be on file in the district office, and available for
inspection upon request.

Additional Educational Programs

Additional educational programs shall be in one of the following
categories:
Special Programs (IDAA), Support Programs (IDAB) and Exceptional

Programs (IDAC).

Approved: KASB Recommendation 6/04; 04/07; 6/10
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ICA Pilot Projects (See IDAE) ICA

The board supports the use of pilot projects before any new instructional
technique is implemented on a distriatide basis.

Pilot project means any research or experimentation program or project
designed to explore or develop newnproven teaching methods or techniques.
All instructional materials, including teachers' manuals, audio/visual materials
or any other supplementary instructional material to be used in connection with
a pilot project shall be available for inspectiony bparents or guardians of
students engaged in the program or project.

Pilot Project Evaluation

Before any pilot project proposal is submitted to the board for approval,
an evaluation format shall be developed and included with the pilot
project.

Studern Surveys

Except as provided in board policy IDAE with regard to surveys about a
student és or the studentdés parentsoéd or guarc
issues such as sex, family life, morality, or religion, any instrument designed to
survey gudents, either by district staff or by an outside agency or individual,
shall be made available for inspection by parents or guardians before the survey

is administered.

Approved: KASB Recommendationh 7/03; 6/04; 4/07; 6/14

©KASB. This material may be reproduced for use in USD 363. Itmaaye 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, organizapiany coroorporation
without written permission from KASB



ICAA Teaching Methods(GRBC, ICA, IDAE, II, and 1J) ICAA

Use of current research findings to improve instruction is required as a
part of the district's school improvement efforts. &talevelopment programs
will be designed to help teachers learn reseabased instructional skills and to

apply them in daily instruction.
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ID Instructional Program (See BBG, CJ, CL, IC and 1J) ID

All  certified staff shall cooperatively develop an integrated,
comprehensive, performaneeriented prekl12 Instructional Program, which will
be composed of thepecific courses and programs offered that allow students to
meet the goals and objectives set forth in the educational program. The
instructional program is to include district instructional goals and learning
objectives and be based on valid educationasearch and current State Board of
Education requirements. After board of education approval, district
instructional goals and learning objectives shall be used by the staff as the basis
for developing and implementing specific curricula. The superimtem may
develop a schedule for periodic curriculum reviews.

Modification

Additions, deletions, or alterations to the Instructional Program shall be
approved by the board.

Personnel

Outside resources and district personnel may be used in curriculum
development.

Financial Resources

The board encourages the superintendent to secure federal, state and
private grants, or other alternative funding sources for use in curriculum
development. The certified staff is encouraged to use available commercial,
public domain and community resources to assist in developing the instructional
program and extending it beyond the traditional classroom setting.

Evaluation(See 1J)

Approved: KASB Recommendationh 6/04; 4/07; 6/10; 6/12
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IDAA Special Programs(See IC and JJ) IDAA

In addition to the educational program, the district shall provide
programs to meet special needs. These programs shall be outlined in the
appropriate handbooks or other documents following board review and approval.

Partnerships/WorkStudy Program

The board may approve partnership/weskudy programs with business
and/or educational institutions for the purpose of improving and/or expanding
the quality of curricular offerings, and may approve opportunities for
partnership organizations to assist with specified programs.

A periodic review of the partnership's goals and objectives shall be

conducted.

Approved: KASB Recommendationh 6/04; 4/07
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IDAB Support Programs (See IC and LDD) IDAB

Support program information pproved by the board shall be filed with
the clerk and made available to staff as neé&de

Drug Education

All students shall be made aware of the legal, social and health
consquences of drug and alcohol use. Students shall be instructed on effective
techniques for resisting peer pressure to use illicit drugs or alcohol. Students
shall beinformed that the use of illicit drugs and the unlawful possession and
use of alcohol is both wrong and harmful.

The board's comprehensive drug and alcohol abuse and prevention
program shall be included as part of the district's curriculum. The curucuét
each grade level shall be aggpropriate and eévelopmentally based.

A student who voluntarily seeks assistance, advice or counseling from
school personnel regarding drugs or drug abuse shall not be disciplined by
school authorities because the sad sought asstance.

Student Mental Health

The superintendent may develop and implement a studenmntaiehealth
awareness program. The superintendent shall identify community or aredame
health agencies able to provide assistance.

Dropout Preventon

The programs to prevent students from dropping out of school, or to
encourage dropouts to return to school shall bétolcomb CLC (Community

Learning Center) program.
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IDAB Support Programs IDAB -2

The staff shall incorporate the philosophy and goalfsthis policy into
the schools' programs.

At-Risk Students

The superintendent shall be responsible for developing a program for
identifying and working with atrisk students.

Guidance

The guidance program shall be organized to serve alblsnhts.

Counselor(s) shall provide guidance services consistent with district
philosophy, job descriptions and board policies.

Homebound Instruction

If a child is unable to attend school because of lengthy illness or injury,
homebound instruction may be pvrided if:

The parent makes the request for homebound instruction; and

The Superintendent or principal., t he
team recommensl homebound placementbased on information indicating
homebound instruction is medically necessary.

The principal shall be responsible for obtaining a teacher for thedent.
When appropriate, the director of special education is responsiblédifiorg the
necessary papers with the Division of Student Support Services, State Board of

Education.

Approved KASB Recommendation 6/04; 4/07
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IDAC Exceptional Programs (See IC) IDAC

In addition to the basic programs approved by the board, the district shall
provide programs to meet exceptional needs. Program informatigpraved by

the board shall be filed with the clerk and made available to staff as needed.

Approved: KASB Recommendation 4/07
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IDACA Special Education Services IDACA

In accordance with the provisions of Federal and state law, it is the
policy of this district to provide a free appropriate public education for every
exceptional child (as definedby K.S.A. 723404 who is a resident of this
district or attends a private or parochial school located in this district. Special
education services are provided for such children, including individual
educational programs offered in the least restrictesevironment.

Child Find, Identification, and Eligibility

The district shall coordinate and maintain a system which schedules and
structures available services for pupils who are referred to determine eligibility
for special education services in accomt® with procedural processes
established in Federal and state law.

Actions and Due Process for Students

Parental involvement and cooperation is important to the success of these
educational programs. In order to encourage the involvement and cooparatio
parents in special education services and to safeguard the rights of exceptional
children to a free appropriate public education, the board utilizes and refers
parent s t o t he AProcedur al Safeguards i n
published by he Kansas State Department of Education.

In the provision of special education and related services, the district

will implement all Federal and Kansas statutes, rules, and regulations.

Approved: KASB Recommended 6/14; 6/18
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IDACB Section 504 Accommodations for Students IDACB

In accordance with the provisions of the Rehabilitation Act of 1973 and
Title Il of the Americans with Disabilities Act, the district is committed to
providing students with disabilities the opportunity to participate in arcéfit
from its programs and activitiesAccordingly, the district will make reasonable
modifications to its programs and activities to accommodate otherwise qualified
students with disabilities, unless such modifications would impose an undue
burden on he operation of the particular program or activity or would
fundamentally alter the nature or purpose of the program or activity. district
board member, employee, or contractor shall retaliate against any person

because of his or her exercise of righieder Section 504.

Approved: KASB Recommended 6/14
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IDAD Title | Programs IDAD

The board shall ensure the district's Title | programs operate in
accordance with federal laws and conditions. The superintendent is responsible
for administeing the district's Title | program; assessing the educational needs
of all students, particularly the needs of educationally disadvantaged children;
developing appropriate communication channels between all parties;thte
extent practicable, proviidig full opportunities for the participation of
parents/guardians with limited English proficiency, parents/guardians with
disabilities, and parents/guardians of migrant children, including providing
information and school reports required undiederal lawin a format and
language such g@rents/guardians can understand; developingsérvice training
for parents and staff; and developing appropriate evaluation procedures.

Annual Parent Meeting

The board shall designate at least one meeting date each schooltyear
provide parents of Title | students an opportunity to meet with school personnel

in order to participate in the design and implementation of the Title | program.

Approved: KASB Recommendatioh 6/00; 7/03; 6/04; 4/07; 12/13
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IDAE Student Privacy Policy IDAE
(See BCBK, ICA, ICAA, Il, and JR et seq.)

The superintendent, the board and staff shall protect the right of
privacy of students and their families in connection with any surveys or physical
examinations conducted, assisted, or authorizedtlbg board or administration.
The district shall annually provide parents notice of their rights under the
Protection of Pupil Rights Amendment and the Student Data Privacy Act, at the
beginning of each school year, and at any other time the school dispdbcies
in the area are substantially changed.

Student Data Restrictions

Any student data submitted toand maintained by a statewide
longitudinal student data system shall only be disclosed in accordance with the
Student Data Privacy Act. Discloserof all other student data or student record
information maintained is governed by the Family Educational Rights and
Privacy Act (AFERPAO)

Annual written notice presented to parents and legal guardians of
district students shall: 1) require parent oragu di an 6 s signatur e;
state student data submitted aond maintainedby a statewide longitudinal data
system only be disclosed as follows.

Student data may be disclosed to:

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

1 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 o a service provider of a state agency, educational agency, or school
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IDAE Student Privacy Policy IDAE -2

performing instruction, assessment, or longitudinal reporting, provided a-data
sharing agreement between the educational agency and other statecyagr
service provider provides the following:
1 purpose, scope and duration of the datlaaring agreement;
1 recipient of student data use such information solely for the purposes
specified in agreement;
1 recipient shall comply with data access, use, asgkurity restrictions
specifically described in agreement; and
1 student data shall be destroyed when no longer necessary for purposes
of the datasharing agreement or upon expiration of the agreement,
whichever occurs first.

*A service provider engged to perform a function of instruction may
be allowed to retain student transcripts as required by applicable
laws and rules and regulations. Destruction shall comply with the
NISTSP80088 standards of data destruction.

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 ealuation or research organization if the data is
aggregate dat a. AAggregate dataod means dat e
cohort, or institutional level and which contains no personally identifiable
student data.

The district may disclose:
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IDAE Student Privacy Policy IDAE -3

T Student di rectory i nformati on wh en nece
or legal guardian has consented in writing;

1 directory information to an enhancement vendor providimlgotography
services, class ring services, ook publishing serviceanemorabilia
services, or similar services;

1 any information requiring disclosure pursuant to state statutes;

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

1 student data to a publicroprivate postsecondary educational institution
for purposes of application or admission of a student to such
postsecondare ducati onal i nstitution wi t h t

consent.

Student Data Security Breach

If there is a security breach or untdwrized disclosure of student data
or personally identifiable information of any student submitted to or maintained
on a statewide student longitudinal data system, each affected student or the
parent or legal guardian of the student, if a minor, shall imemediately
notified, and an investigation into the causes and consequences of the breach or
unauthorized disclosure will be conducted.

Biometric Data

The district shall not collect biometric data from a student or use any
device or mechanism to assess st udent 6s physi ol ogi cal 0
unless the adult student or the parent or legal guardian of the minor student
consents i n writing. i Bmeasumhle ibiologidad toa O i n

behavioral characteristics that can be used for automaeedgnition ofan
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IDAE Student Privacy Policy IDAE -4

individual, such as fingerprints, retina and iris patterns, voiceprinbDd\A
sequence, facial characteristicand handwriting.
Nothing in this policy shall prohibit the collection of audio voice

recordings, facial expression information, and student handwriting for:

1 provision of counseling or psychological services,

1 conducting student threat assessments,

1 completing student disciplinary investigations or hearings, or
1 conducting child abuse inwdigations.

Select Student Surveys

No test, questionnaire, surveyr examination containing any questions
abouta st udent 6s or t he student 6s parentso
practices on issues such as sex, family life, morality, or relihgishall be
administered to any studeninless

1 the paent or guardians notified in writing, and
1 the parent or guardian of the student gives written permission for the
studentto participate.

Nothing shall prohibit school counselors from providingounseling
services including the administration of tests and formes part of student
counseling services. Wy information obtained through such tests @sunseling
services shall not bestored on any personal mobile electronic device which is
not owned bythe school district. Storage of such information @ersonal
laptops, tablets, phones, flash drives, external hard drives, or virtual semnrs

owned by the district is prohibited
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IDAE Student Privacy Policy IDAE -5

Students may be questioned:

1 in the provision of psychological services,

1 conducting of student threat assessments,

1 completing student disciplinary investigations or hearings, or
1 conducting child abuse investigations.

Collection of such information in these limited circumstances is

permitted without prior written consent of the parent, guardian, or adult student.

Approved: KASB Recommendation 7/03; 6/04; 4/07; 6/146/16
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IDCE College ClasseqSee JBE and JQ) IDCE

With parental permission, eligible students who can complete graduation
requirements as prescribed by the board are eligible to be released from school
during the regular school day to attend classes at a Regeuwntiversity,
community cdlege, technical college, vocational educational school or
Washburn University.

Concurrent Enrollment

A student enrolled in grades 10, 11 or 12, or a gifted child in grades 9
through 12 who has demonstrated the ability to benéfam participation in the
regular curricula of eligible postsecondary education institutions, mpplyato
the principal for permission to enroll at an eligible postsecondary education
institution.

The district may enter into an agreement with the coddgr the pupose

of allowing these students to receive dual credit.

Approved: KASB Recommendationh 6/04; 6/05; 6/06; 4/07; 6/08
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IDFA Athletics IDFA

Any district elementary or middle school that includes any of the grades
six through nine may conduct athletic practice during the school day only at
times when one or more elective academic courses or a study period is offered
to students.

District high school/s shd&l not conduct athletic practice during the
school day, and practice shall not be counted for credit or as a part of the school
term.

District schools shall neither offer credit for athletic practice nor count

athletic practice as a physical education cser

Approved: KASB Recommendation 8/98; 7/02; 6/04; 4/07

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhgtkwever, to
be given, sold or transmitted to any person or entity including bdinmiééd to another school district, organization, company or corporation
without written permission from KASB.



IE Instructional Arrangements IE

Each building principal shall organize the instructionprogram in a
manner compatible with these policies.

Class Size

Class size shall be determined by: class enrollment, teacher availability,
budget and facility limiations.

Scheduling for Instruction

Class schedules shall be developed to meet distrnsttructional goals
and learning objectives.

Pre-enrollment

The administration shall develop and coordinate qgreroliment activities

each spring.

Approved: KASB Recommendationh 6/04; 4/07
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IEB Charter Schools IEB

The board may consider a petition for creation of a charter school if the

petition meets all equirements of current law and regulations.

Approved: KASB Recommendation 6/04; 4/07
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IF Textbooks, Instructional Materials and Media Centers IF
(See IKD and KN)

All textbooks, instructional materials and the selection criteria for
district media center materials shall be subject to boapdraval.

Text books and i nstructional material's
instructional program. Media center materials shall support and supplement the
curriculum, promote wise use of leisure timaevelop literary discrimination
and appeciation, and encourage students to become productive citizens.

Selection Criteria: Textbooks and Instructional Materials

Textbooks and instructional materials shall provide:

An effective education for all studest

Factual knowledge, literary appreciation, aesthetic values and ethical
standards;

Practice for students to develop abilities in critical thinking,
communication, mathematics and science skills.

Information which helps students develop an appreciatimn American
cultural, ethnic and racial diversity and balanced views concerning
international, national, state and local issues and problems; and

Sufficient flexibility for meeting the special needs of individuals and
groups.

The superintendent shall delop selection procedures which meet the
above criteria, which shall include a review of available material by appiter
staff members.

Selection Criteria: Media Center Materials

Materials shall be chosen for accuracy, artistic quality, format and

authoritativeness.
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IF Textbooks, Instructional Materials and Media Centers IF-2

Materials shall be chosen on various reading levelssenting different points of
view, including current issues.

Books and other media materials shall be evaluated befoueclpase,
either through direct examination or by using reputable, unbiased, profeaHio
prepared selection tools.

The media center(s) shall obtain, process and circulate materials and
equipment and provide references and other services to studentsfagudty.
Media specialists shall work toward providing resources so that students have an
opportunity to achieve high levels of performance.

Collection Development

The media collection shall be developed systematically, be welbbaed
in coverage of gbjects, include various types of materials and a variety of
content in various formats.

The collection shall reflect, enrich and complement the broad interests
represented in the curriculum. The collection should be large enough to allow
materials to beplaced in classrooms for extended periods of time.

Challenges of Materials

Any person having a complaint about textbooks, media center or other
instructional materials shall meet with the principal. |If the matter cannot be
resolved, the principal shalhotify the superintendent and ask the complainant to
use a request for review form which is available through building principalat
the district office. After receiving the completed form, the superiment shall

meet with the complainant to discusee complaint.
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IF Textbooks, Instructional Materials and Media Centers IF-3

If the complaint is not resolved at the meeting with the superintendent,
the complainant may request that the board consider the complaint. If the board
chooses to considerhe complaint, it shall forward all appropriate written
materials to a review committee.

Review Committee

When a review committee is established by the board to handle
complaints concerning textbooks, media center or instructional materials, the
review committee shall be composed of:

The building principal, media specialist, two subject area specialists and
two community members.

The committeebs charge shall b e:

To review the material and prepare a written report containing
conclusions and recommendating within 30 days;

To direct a written report to the board; and

To send the complainant a copy of the report.

The Review Committee Shall:

Examine and eval uat e t he mater i al as a
policy, procedure and philosophy for seleahi of textbook, instructional
materials and media center materials; and

Weigh strengths and weaknesses and form opinions based upon the
selection criteria.

| f t he compl ai nant i s di ssati s f ialod, wi t h
an appeal of the decisiomay be made to the board for laearing and ifnal

decision. If an appeal is requested by the complainant, the superintendent shall
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IF Textbooks, Instructional Materials and Media Centers IF-4

requestthat the board schedule an appeal and shall preparadvance of the
appeal al | appropriate documentation for

Removing Challenged Materials

Challenged materials shall not be removed from use during the review

period.

Approved: KASB Recommendatioh 6/04; 4/07
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IFBH Outside Speakers(See IKB) IFBH

With administrative approval, outside speakers may be invited to meet
with groups of students as part of the educational process.

Speakers shall be informed of this policy and any rules when they are
invited to make a preseation.

Outside speakers should be selected so that various points of view are
presented.

The teacher/sponsor or any member of the school administration may
interrupt or suspend any proceedings if the speaker is not abiding by these rules.

With prior board approval an honorarium may be paid to outside

spe&kers.

Approved: KASB Recommendationh 6/04; 4/07
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IFC Community Resources(See KFD) IFC

The wuse of community resources is encouraged where legitimate

educational objectives may bedaanced.

The licensedstaff shall maintain a list of suitable communitysrources

which may be used for field trips and other excursions.

Approved: KASB Recommendation 6/04; 4/07 6/19
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IFCB Field Trips IFCB
USD Approved Field Trips

Field trips may be approved by the principal when reasonable educational
objectives can be esbdished.

Advance requests for field trips including transportation and other
resource needs shall be submitted by the teacher to the principal. Each building
principal shall develop a form to notify parents of a forthcoming field trip. The
form shall include the nature of the trip, departure timepected return time,
name of sponsor(s) and mode of travel. The form shall also include a space
where a parentmay ask that a child be excused and the reasons for the excuse.

Non-Sanctioned Field Trips

Non-sanctioned field trips organized by employees acting as independent
contractors/agents involving students on a volunteer, -selpporting basis are
not approve by the board and are not considered a part of the curriculum. Total
responsibility for privately planned field trips or tours rests with the
individual(s) and agency sponsoring them. The district assumes no legal or
financial responsibilities for notsanctioned field trips.

Every attempt should be made to schedule +tooard approved trips
during weekends and/or vacation periods. |If travel arrangements necessitate
that some school days are missed, normal procedures for staff and students
absences mustebfollowed.

If recruitment of students is sought through the schools(s), the request
for recruitment shall be made in accordance with those of private citizens.
Recruitment effortsmay occur during class time or the employee's work day.

Approved: KASB Rcommendatiori 6/05; 4/07
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IHA Grading System IHA

The district shall have boardpproved methods for assessing and
reporting the quality of atdent academic progss. Information shall be

published in appropriate handbooks.

Approved: KASB Recommendation 6/04; 4/07
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IHB Homework IHB

Homework shall not be used as a means tdscipline students.

Homework shall be assigned as needed to reinforce lessons introduced in the

classroom.

Approved: KASB Recommendation 6/04; 4/07
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IHEA Make-Up Opportunities (See JBD and JDD) IHEA

Within time limits established by the administration, all teachers shall
supply makeup work assignments when requested. The time limits shall be

included in the staff and student handbooks each year.

Approved: KASB Recommendation 6/04; 4/07
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IHF

IHF  Graduation Regquirements (See JFCA)

The board may adopt graduation requirements exceeding the minimums

set forth by state regulation.

Approved: KASB Recommendation 9/97; 6/04; 4/07
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| Educational Testing Program I
(See BCBK, BE, CN, @©A, IDAE, 1J, JF and KBA)

The district educational testing program shall consist of multiple
assessments. These assessments shall include, as a minimum, individual teacher
subject matter tests, district group achievement tests, and state required tests.

Test Inteqgrity

The board requires all licensed staff members to protect the integrity of
the student assessment process. Honest administration of the test and accurate
reporting of student achievement to the board, the community and the state of
Kansasis necessary to maintain accountability measures. All students and staff
are required to maintain a high level of integrity in the administration and
completion of student assessments.

Reporting Test Results

The superintendent shall report annually Mmriting to the board the
results of the district's academic achievement testing program. State required
test results shall be disaggregated as required by current regulation and shall be
reported annually to the board, district patrons and the State Boafrd

Education.

Approved: KASB Recommendationh 6/04; 10/04; 6/06; 4/07
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A Performance-Based Credits A

A student may earn credits towards high heol graduation by
demonstrating mastery of the course outcomes through a performance
instrument. The stadards for designing and passing the performance instrument
shall be set sufficiently high to ensure credits earned by such means shall be
equivalentto those défered in the framework of the Carnegie unit.

A written request to fAtest out o of a cl
beginning of each sensé er / year . A student may not re
class in which he or she is currently enrolled has been mrolled.

The request is to be evaluated within 30 school days by a review
committee composed of: a building administrator, a school counselor, a faculty
me mber appointed by the principal and t he s

If the request is approved, the course instructor will have 30 school days
to design a performance instrument that reflects mastery of all course outcomes.
Commercially available instruments may be used if they cover all course
objectives.

The student has 18chol days in which those designated tasks dieop=ed
by the teacher and approved by the administration must be performed. The
principal, in consltation with the instructor, will determine the setting and the
timelines for the administration of the instrumenas well as the crdria for
successful compdtion of those tasks.

Credit for such classes shall be awarded only on a pass/fail basis.
Student s wi | | be all owed only one opportunity

class. It will not be the responsibtli of the school or the instructor to pvide
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A Performance-Based Credits A -2

instructional and/or review time for the student. However, thdcowmes, as

noted in the district curriculum guide, and class syllabus will be made available.

Approved: KASB Recommendation 7/02; 6/04; 4/07
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IIBF Acceptable Use Guidelines(See IIBG, IIBGA, IIBGC) IIBF

Purpose

The district provides computer network and internet access for its
students and employeesThis service allows employees and students to ghar
information, learn new concepts, research diverse subjects, and create and
maintain schoolbased websites.The district has adopted the following
Acceptable Use Guidelines to govern the conduct of those who elect to access
the computer network or distet Internet.

Acceptable Use Guidelines

Users shall adhere to the following guidelines of acceptable use:

1 All use of the Internet will be in support of educational activities.

T Users will report misuse and breaches of network security.

f Users shall not acces , del et e, copy, modi fy,
e-mails, files, or data.

T User s shall not us e ot her user s o
password to others.

1 Users shall not pursue unauthorized access, disruptive activities, nor
other actions commonly refeerd t o as Ahacking, 0
externally to the district.

1 Users shall not disclose confidential information about themselves
or others.

1 User shall not utilize unlicensed software.

1 Users shall not access or permit access to pornography, obscene

depictions, or other materials harmful to minors.

©KASB. Thismaterial may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, in any form whatsoever,
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IIBF Acceptable Use Guidelines IIBF -2

1 Students shall not disable or attempt to disable Internet filtering

software.
Prohibitions
Although the district reserves the right to determine what use of the district
network is appropriate, the following actions are specifically prohibited:

1 Transferring copyrighted materials to or from any district network
without the express consent of the owner of the copyright.

1 Use of the network for creation, dissemination, or vieg of
defamatory, factually inaccurate, abusive, obscene, profane, sexually
oriented, threatening, harassing, or other material prohibited by law
or district policy.

1 Dissemination of personnel or student information via the network
when such informations protected by law, including the Family and
Educational Rights Act or Student Data Privacy Act.

1 Utilization of the network to disseminate nemork-related material.

1 Utilization of the network as a means for advertising or solicitation.

Monitoring

The sdtool district reserves the right to monitor, without prior notice,

any and all usage of the computer network and district Internet access,
including, but not by way of limitation, -enail transmissions and receptions.
Any information gathered during monittng may be copied, reviewed, and
stored. All such information files shall be and remain the property of the school
district, and no user shall have any expectation of privacy regarding his/her use

of the computer network or the district Internet.
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IIBF Acceptable Use Guidelines IIBF -3

Internet Safety

I n compliance with the Childrenos Il nt ern

the Kansas Children's Internet Protection Act, the school district will implement
filtering and or blocking software to restrict accetssInternet sites containing
child pornography, obscene depictions, or other materials harmful to minors.
The school district, however, cannot and does not guarantee the effectiveness of
filtering software. Any student who connects to such a site musimediately
disconnect from the site and notify a teacheAn employee who accidentally
connects to such a site must immediately disconnect from the site and notify a
supervisor. If a user sees another user is accessing inappropriate sites, he or
she shold notify a teacher or supervisor immediatelylLhe school district
administration reserves the right to prohibit access to any network or Internet it
deems inappropriate or harmful. The school district shall instruct students
regarding appropriate onlinbehavior including cyberbullying.

Penalties for Improper Use

Access to the network and Internet is a privilege, not a right, and
inappropriate use will result in the restriction or cancellation of the accelse
school district has the right to makedhletermination of what constitutes
inappropriate use and use as an educational tool. Inappropriate use may lead to
any disciplinary and/or legal action, up to and including suspension and/or
expulsion of district students and suspension and/or termimatbemployees
Law enforcement shall be notified of inappropriate use which may constitute a
violation of Federal or state law, and such use may result in criminal
prosecution
Approved: KASB Recommendation6/14
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I1BG Computer and Device Use(See ECH, JCDA and KBA) IIBG

Use of District Computers and Devices/Privacy Rights

District issued computer systems and electronic devices (including, but
not limited to, Smartboards, iPads, iTouches, iPhones, eReaders, and eBooks)
are for educational and proseional use only. All information created by staff
or stored thereon shall be considered district property and shall be subject to
unannounced monitoring by district administrators. Unauthorized access to
and/or unauthorized use of the district serversmcurity system (including, but
not limited to, surveillance footage) is also prohibited. 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 thisligg.

Copyright

Software acquired by staff, using either district or personal funds, and
installed on district computers or electronic devices must comply with copyright
laws. Proof of purchase (copy or original) for software must be filed in the
district office.

Installation

No software, including freeware and shareware, or other applications may
be installed on any district computer or electronic device until cleared by the
network administrator. The administrator will verify the compatibility ofeth
software or application with existing software, hardware, and applications and
prescribe installation and dmstallation procedures. Program files must have

the superintendentdés approval to be installe
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I1BG Computer and Device Use(See ECH, JCDA and KBA) IIBG

Hardware
Staff shall not install unapproved hardware on district computers or make

changes to software settings that support district hardware.
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IIBG Computer and Device Use IIBG -2

Audits
The adminis¢ration may conduct periodic audits of software and
applications installed on district equipment to verify legitimate use.

E-mail Privacy Rights

Employees and/or students shall have no expectation of privacy when
using district email or other official @mmunication systems. Any-mail or
computer application or information in district computers, computer systems, or
electronic devices is subject to monitoring by the administration.

Ownership of Employee Computer and Device Materials

Computer materialsdevices, software, or applications created as part of
any assigned district responsibility or classroom activity undertaken on school
time shall be the property of the board.

Lost, Stolen, or Damaged Computers and/or Equipment

Students and staff memb&rshall be responsible for reimbursing the
district for replacement of or repair to district issued computers or electronic
devices which are lost, stolen, or damaged while in the students' or staff

members' possession.

Approved: KASB recommendatiof 9/97; 9/00; 7/02 7/03; 6/04; 4/07; 6/08;
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IIBGA Chi |l dr enbs Il nt er net Protecti on IIRGALt

The district shall implement and enforce an internet safety plan meeting
t he requirements o f both t he feder al and
ProtectionActs (CIPA). The superintendent shall develop a plan to implement
the Childrends I nternet Protection Act s.

Such plan shall include technology protection measures and such other
measures as deemed appropriate to address the following issues:

(1) Acces by minors to inappropriate matter on the Internet and World

Wide Web,

(2) The safety and security of minors when using electronic mail, chat

rooms, and other forms of direct electronic communications,

(3) Unauthorized access, including woal | edki fnlga @ and ot

unlawful activities by minors online;

(4) Unauthorized disclosure, use, and dissemination of personal

information regarding minors; and

(5) Measures designed to restrict minors' access to materials thatbmay

harmful to them.

For the purposes of this policy, "minor" shall be defined to mean any
student who is under 18 years of age. The board charges the superintendent to
develop the CIPA implementing plan so that all of the protections provided by
this policy and the correspondinglan may be afforded to all district students,
regardless of their age.

If the district is providing public access to any computer, the CIPA plan
shall also implement and enforce technology protection measures to ensure no

minor has access to visual degtions that are child pornography, harmful to
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IIBGA Chi |l dr enbs Il nt er net Protecti onhBGAc2Z

minors, or obscene. This plan shall be on file with the board clerk and in each
school office with Internet access, and copies shall be made available upon
request. The superintendent shall ensure compliance with CIPA by completing

Federal Communication Commission forms as required.

Approved: KASB Recommendation 7/01; 6/04; 4/07; 6/09; 6/12; 6/13
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IIBGB Online Learning Opportunities IIBGB

Application
Students may apply for permission to enroll in an online course for
credit. Applications for the next academic year shall be submittedthe
principal no laterthan April 20 The student and the studer
informed of thead mi ni st de&zisionrnbwsiting no later than June.l
Studentsmay not enroll in an online course as an alternative to any
course offered by the high scho@xcept as anattempt to earn credit for a
class already attenpted but failed by the student
Guidelines
The following guidelines shall be used by tla@ministration
1. Only board approved courses shall be posted on student transcripts.
2. Approval of any course shall bkeased upon the course content and rigor,
its length and scope, its method of assessing knowledge acquired by the
student, the qualifications of the instructor, and other appropriate factors.
3. Enrollment in an online course will be allowed only if an apppriately
certified staff me mb er i s avail abl e and

participation in the course.

4. Suspended or expelled students may also apply for permission to enroll in
on-line course work.

Other Requlations or Guidelines

Approval by the board of online coursework shall be based on Kansas
State Department of Education regulations and/or guidelines in effect at the

time the student request is made.

Approved: KASB Recommendationh 7/02; 6/04; 4/07; 6/12

©KASB. This material may be reproduced for use in USD 363. It may not be reproduced, either in whole or in part, inwhg$oever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organizapiany coroorporation
without written permission from KASB.



[IBGC Staff Online Activities (See GAF, GBU, IIBG, IIBGA, KGA) IIBGC

Employees are encouraged to use district electronic mail and other
district technology resources to promote student learning and communication
with parents of students and educatioelated entities. If thoseaesources are
used, they shall be used for purposes directly related to welkted activities.
Technologybased materials, activities, and communication tools shall be
appropriate for and within the range of the knowledge, understanding, age, and
maturity of students with whom they are used.

District employees, including, but not limited to, classroom teachers and
extracurricular activity coaches and sponsors, may set up blogs and other social
networking accounts wusing district technological resourcesd afollowing
district policy and guidelines to promote communications with students, parents,
and the community concerning schoeoélated activities and for the purpose of
supplementing classroom instructionSocial networking sites and other online
communication options offering instructional benefits may be used for the
purpose of supplementing classroom instruction and to promote communications
with students and parents concerning schoelated activities.

In order for district employees and activityponsors to utilize a social
networking site for instructional, administrative, or other wenr&lated
communication purposes, they shall comply with the following:

1. They shall request prior permission from the superintendent or the
superintendent 6s designee

2. If permission is granted, staff members will set up the site following any
district guidelines developed by the superintendent and approved by the

board. If the expenditure of district funds fequired to complete the
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[ IBGC Staff Online Activities IIBGC-2

setup or maintenance of the site, the requesting staff member shall

present an itemized summary of such costs to the superintendent.

{Board/Superintendent} approval shall be required prior to the

expenditure of district funds for such purpose.

3. Guidelines shall specify whether access to the site must be given to
school/district administrators and technology staff.

4. If written parental consent is not otherwise granted through acceptable
use policy forms provided by the district, staff shall notifarents of the
site and obtain written per mission for
site prior to the students being granted access. This permission shall be
kept on file at the school as determined by the principal.

5. Once the site has been created, ethsponsoring staff member is
responsible for the following:

a. Monitoring and managing the site to promote safe and acceptable use

and compliance with district policies; and

b. Observing confidentiality restrictions concerning release of personally

identifiable student information under state and federal law.

Staff members are discouraged from creating personal social networking
accounts to which they invite current or future students to be friends.
Employees taking such action do so at their own risk. Allpémyees shall be
subject to disciplinary action if their conduct relating to use of technology or
online resources violates this policy or other applicable board policy, statutory,
or regulatory provisions governing employee conduct or the protection of

student recor d i nf or mati on; or i f it i mpai
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[ IBGC Staff Online Activities IIBGC -3

or effectiveness in the work setting. District staff shall endeavor to protect the
health, safety, and emotional webleing of studentsand confidentiality of
student record information both in the school setting and in their online
actions. Conduct in violation of this policy, including, but not limited to,
conduct relating to the use of technology, social networking, or online
resources,may form the basis for disciplinary action up to and including

termination from employment.

Approved: KASB Recommendation 6/13
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1J Evaluation of Instructional Program 1J
(See IC, ICAA, ID,andll)

The superintendent may develop guidelines to evaluate the instructional
program. This evaluation shall be part of the district's school improvement
efforts.

The superintendent may establispexial curriculum committees to study
the district's instructional program on a regular schedule. The superintendent
may require reports from these committees which shall include the committee's
recommendations for improvement, modification or eliminatiof any part of
the instructional program. The superintendent may submit a comprehensive

report from the committees to the board.

Approved: KASB Recommendationh 6/04; 4/07; 6/12 6/19
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IKA Financial Literacy (See ID) IKA

The board supports the goal of providing district students with sufficient
knowledge of economic systems to make informed, financial choices. In
furtherance of this goal, the board directs the superintendent to develop and
implement a plan to incorporate outconrb@sed personal financial literacy
education into the districtods instructional
The superintendent shall document district efforts to provide financial literacy
education opportunities for district students amthall provide, upon request,
feedback or information to the Kansas State Department of Education on such

efforts.

Approved:

KASB Recommendation6/15
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IKB Controversial Issues(See GBU, IA and IFBH) IKB

When a controversial subject arises in the classroom, teachers may use
the opportunity to teach about the controversy.

Teachers shall ensure that various positions concerning any contsoaie
subject are presented and that students have the opportunity to freetyss the

topic.

Approved: KASB Recommendation 6/04; 4/07
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IKC A Human Sexuality and AIDS Education IKCA

Opt-Out Procedure and Form

Parents or guardians (or a student over eighteen years of age) who do not
want t he student i nvol ved i n al |l or S 0ome
Sexuality and AIDS education classesfadl be provided a written copy of the
goal s and objectives for t he student 6s appr
class. Following review of the curriculum goals on file at the board of
education office, the parent or guardian must complete the distopdtout form
and state the portion(s) of the curriculum in which the student is not to be
involved.

Opt-Out Form

Parents or guardians (or students eighteen years of age or older) may
obtain the optout request form from therincipal, completing and sigimg the
form andreturning the form to therincipal. The signed form will be kept on
file in the {clerk of the board's/principal'séffice.

The building principal shall receive a copy of the signed form so the
named student shall be excused from allaoportion of the Human Sexuality and
AIDS classes. Arrangements shall also be made for classsigament of the
student during the opbut period.

Annual Request Required

Opt-out requests shall be required amlly and are valid only for the

school yea in which they are submitted.
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IKCA Human Sexuality and AIDS Education IKCA -2

Notice of Availability

Public notice of the availability of the Human Sexuality and AIDS
curriculum goals and objectives shall be made by means pafrent letter

(Examples: mwsletters, distribution at enrollment, etc.)

Approved: KASB Recommendation 6/04; 6/06; 4/07
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IKD Religion in Curricular or School Sponsored Activities IKD
(See AEA, IF, IKDA and KN)

No religious belief or novbelief shall be promoted or disparaged by the
district or its employees. Students and staff should be tolerant of each other's
religious views. Students and staff membenay be excused from participiang
in practices contrary to their religious beliefs unless there are clear educational
issues of overriding concern which prevent it.

Teaching About Religion

Teachers may teach about religion, religious literature and dristbut
are prohibited from promoting, expounding upon, criticizing or ridiculing a
religion. Religious texts may be used to teach about religion, but the use of
religious texts is prohibited if used to promote a particular religious doctrine.

Religion in the Curriculum and School Activities

In compliance with this policy, religious themes may be presented in the
curriculum and as part of school activities. Music, art, literature and drama
having a religious theme or basis are permitted as part of thrediculum or as
part of a school activity if they are presented in a balanced abfeative
manner and are a traditional part of the cultural and religious tradition of a
particular holiday or field of study. The emphasis on religious themes in the
arts, literature and history should be only as extensive as necessary for a
balanced and thorough study of these areas. These studies should never foster
any particular religious tenets or demean any religious beliefs or-melmefs.

Religious Symbols in the &ssroom

Temporary display of religious symbols is permitted as part of the

curriculum. The temporary use of religious symbols such as a cross, menorah,
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IKD Religion in Curricular or School Sponsored Activities IKD -2

crescent, Star of David, creche, mpols of native American religions or other
symbols that are a part of a religious holiday are permitted as a teaching aid if
they are displayed as an example of a holiday's cultural and religiouid ager.

Religious Holidays

Holidays which have a religus and a secular basis may be observed.
School vacations shall have secular designations, e.g., WinteratWawe, Spring
Break.

Graduation and Other Ceremonies

School ceremoniesshall be secular in natureWhile recognizing the
significance of traditim, the board requires that graduation exercises and

dedication ceremonies be secular in nature.

Approved: KASB Recommendationh 6/04; 4/07
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IKDA Religious Objections to Activities(See IKD) IKDA

A parent or guardian (or a student eighteen years of age or older) may
request that the student be excused from participating in activities fdgimls
reasons. The parent, guardian, or aduluddgnt must complete the stirict opt-
out form for religious objections, stating the specific activity, the portion of the
curriculum in which the activity exists, and the reasons for the request. The
request may be granted, or denied, or partially granded partially cnied.

This policy shall not be interpreted to allow parents to prevent the
dissemination of information which parents find religiously objectionable.
Rather, this policy only extends to actual participation by their child in an
activity, the performance of which is contrary to the child's religious tdéags.

A parent or guardian seeking to optut their child from activities
contrary to the child's religious teachings must complete the district's Activity
Participation OpiOut Form regading religious objections which is available in
the board office. Parents desiring to eput their children from activities due
to religious reasons must return the completed and signed form to the principal.
The form must be submitted within a reasdia amount of time prior to the
scheduled activity in order to allow time for the principal tmonsider the
request. The completed form shall be kept on file with the clerk and the
supegintendent shall receive a copy.

The principal shall review the regse and determine whether the request
should be granted or denied. The principal shall notify the parents of the
decision within a reasonable amount of time after the request is submitted.

If the parents are dissatisfied with the principal's decision, theay appeal in

writing to the superintendent.
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IKDA Religious Objections to Activities IKDA -2

If the optout request is granted, students who apitt of activities for
religious reasons may still be required to view the activity, to learn the subject
matter of the activity, or to discuss the activity. The student may besigmed
during the activity or given alternative class assignments.

Opt-out requests must be submitted annually and are valid only for the

school year in which they are subthéed.

Approved: KASB Recommendatioh 6/04; 4/07
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IKE Assemblies IKE

Each building principal may schedule assemblies as needed.

Approved: KASB Recommendation 6/04; 4/07
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1Kl Lesson Plans IKI

Each teacher shall develop, maintain and follow lesson plans which
conform to the approved curriculum, the district's educational goals dam t
expected student learning outcomes. Principals shall establish methods to

regularly review teacher lesson plans.

Approved: KASB Recommendation 4/07
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ING Animals and Plants in the School ING

With the prior approval of the principal, animals or plants may be
brought to school for instructional pposes.

If someone is injured by an animal or comes into contact with a toxic
plant, the incidentshall be immediately reported to the administration by the
supevising teacher. The principal shall notify the appropriate persons.

Service Animals in the Schools

Service animals may be permitted in the schools and on school property
in accordance withboardapproved guidelines and may be used by employees,
patrons, and students. In order for the district to accommodate the health and
safety of our students and staff while maintaining our educational services,
programs, and activities, employees and ¢d¢nts are encouraged to notify their
building administrator prior to bringing a service animal to school for the first
time. Patrons or individuals attending functions or having short term business
on school property are not required to provide advanceéiaeoto school staff in
order to be accompanied by a service animal on school property.

Access to school buildings will not be denied to a service animal as long
as the animal is individually trained and required to do work or perform tasks
for the benéit of an individual with a disability. Such work or tasks must be
directly rel ated t o t he i ndi vidual 6s di sab
responsible to provide care or control of a service animal, and any service
animal which is out of control ofs not housebroken may be excluded by district
staff.

This policy does not apply to animals provided by the school for
instructional purposes or for therapy or comfort dogs.

Approved: KASB Recommendation 1/13
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JA Goals and Objectives(See BDA, CM, MA, GAA and JCDA) JA

The goal set forth in this policy and rule section is to create the best
possible educational climate. These student policies are designed to prevent
misunderstanding by students about their responsibilities and privileges. The
ideas and recommendations of students shall be considered when adopting
policies, rules and regulations governing the conduct of students and their rights
and responsibilities.

All student handbooks shall be approved by the board and adopted, by

reference, asa part of these policies and rules.

Approved: KASB Recommendatian/96; 4/07
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JB Attendance Records JB

Daily attendance records shall be maintained for easthdent in each
school. The primary responsibility for recording attendance shall be assigned to
teachers using forms prescribed by the superintendent. A cumulativaddanee
record for each student shall be kept in the principal's office.

The superinéndent shall include attendance data in the annual report to

the board. Attendance problems shall be reported to the board asssge

Approved: KASB Recommendatian/96; 4/07
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JBC Enrollment (See JBCA JBCB,and JQKA) JBC

Resident Students

A resident student is any child who has attained the age of eligibility for
school attendance and lives with a parent or a person acting as a parent who is a
resident of the district. Children who are homeless as defined by Kansas law
and who are located in thdistrict will be admitted as resident students. For
purposes of this policy, parent means the natural parents, adoptive parents, step
parents and foster parents. For purposes of this policy, person acting as a
parent means a guardian or conservator, aspe liable by law to care for or
support the child, a person who has actual care and control of the child and
provides a major portion of support or a person who has actual care and control
of the child with written consent of a person who has legal cdgtof the child.

Non-resident Students

Non-resident students are those who do not meet the definitodna
resident student. Although the district is not required to admit -nesident
studenst, nonresidents may be admitted to the extent that staffcilidies,
equipment and supplies are available. Other criteria regarding students seeking
non-resident student admittance may be considered prior to acting onaanyal
non-resident student application as specified in this policy and students
residing aitside of the state of Kansas may be denied enrollment or continued
enrollment based on outf-state residency

Non-resident StudentContinued Enrollment

Non-resident students admitted to the district shall be evaluated each spring by district
adminigration on the following criteria: whether the student made academic pragrgggnce in the
state of Kansasggularity and punctuality of attendance; and disciplinary record, specifically whether the

student complied with the
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JBC Enrollment (See JB@\, JBCB,and JQKA) JBC-2
student conduct code and avoided 1) major disciplinary problems and/or 2) a
large number of referrals for minor disciplinary problems.

Students may be readmitted or denied admission for the next school year
based on the results othese evaluations. However, if the student has a
di sability, t he student 6s ability t o me et
prior to denying continued enrollment in the district. Parents shall be informed
of any administrative decision on neresident student applications no later than
the date provided in the handbook.

Enrollment Restriction

Unless approved in advance by the board, no student, regardless of
residency, who has been suspended or expelled from another school district will
be admited to the district until the period of such suspension or expulsion has
expired.

Enrollment Procedures

The superintendent shall establish orderly procedures for enrolling all
students, including prenrollment, changes in enrollment, normal enrollment
times, and communication to parents and to the public.

PartTime Students

Parttime students may enroll with the d mi ni st rparmissiom &f s
they complete all paperwork in a timely fashion and areathendanceno later
than (refer to handbook) Parttime students may be admitted only to the extent
that staff, facilities, equipment, and supplies are available and the students

foll ow t he dentscomrduct golicses antd uudes.
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JBC Enrollment JBC-3

Identification of Students

All students enrolling in the district for the first time shall provide
required proof of identity. Students enrolling in kindergarten or first grade
shall provide a certified copy of their birth ceéfitate, a certified copy of the
court order placing the child in the custody of the Secretary of the Department
for Children and Families, or other documentation which the board determines
to be satisfactory. Students enrolling in grades-22 shall provde a certified
transcript similar pupil records or data, or other documentary evidence the
board deems satisfactory.

The above requirements are not to serve as barriers to immediate
enrollment of students designated as homeless or foster children asreggby
the Every Student Succeeds Act (ESSA) and the McKinVento Act as
amended by ESSA. The district shall work with the Department for Children
and Families, the school last attended, or other relevant agencies to obtain
necessary enrollment documeation.

If proper proof of identity is not provided within 30 days of enrolling,
the superintendent shall notify local law enforcement officials as required by
law and shall not notify any person claiming custody of the child.

Enrollment Information

The enr ol |l ment document ati on s hall i ncl ud
card wi t h a student 0s | egal ncenmkcate, ®r ais t app
changed by a court order and the ngmaddress and telephone number of the

lawful custodian. The recordshall also provideproper proof ofidentity.
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JBC Enrollment JBC-4

Assignment to a School Building, Grade Level, or Classes

Unless otherwise provided herein,hed superintendent shall assign
students to the appropriate buildingAny student desiring toattend a school
outside the attendance area in which téteidentresides may do so only with the
prior written permission of the superintendent.

If required by law, students placed in foster care or students who are
homel ess may be edthoaotledo fi nortilgeinro Asncst ead
corresponding t o t he assigned attendance ar
origino, see regulation for JBCA and JBCB) .

Assignment to a particular grade level or particular classes shall be
determined by the builishg principal based on the educational abilities of the
student . | f t he parents di sagr ee, t he proi
the superintendent. If the parents are still dissatisfied with the assignment, they
may appeal in writing to the board.

Transferring Credit

In the middle(junior high) school and highschool full faith and credit
shall be given to units earned in other accredited schools at the time the student
enrolls in the district, unless the principal determines there is valid oed®r
not doing so. For online credit approval procedures after enrollment, see board
policy IIBGB.

Transfers from NopAccredited Schools

Students transferring from neaccredited schools will be placed by the

principal. Initial placement will be madby the principal after consultation
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JBC Enrollment JBC-5

with parents or guardians and guidance personnel. Final placement shall be
made by the principal based on the studentos
experiences and performance on tests adminmisdeto determine grade level

placement.

Approved: KASB Recommendation 6/01; 4/07; 6/13 12/14; 12/16;, 6/19
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JBCA Homeless Students(See EDAA and BC) JBCA

The district, in accordance with state and federal law and the Kansas
state plan will ensure that homeless children in the school district hacess
to a free and appropriate public education. Homeless students ar@idudls
who lack a fixed regular and adequate nigghme residence.

Coordinator

The board shall designate a homeless coordinator for the district.

Approved: KASB Recommendation 7/03; 4/07
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JBCB FEoster Care Students(See EDAA, JBC< and JBCA) JBCB

The district, in accordnce with state and federal law and the Kansas
state plan, will ensure that students placed in foster care within the school
district have access to a public education in a stable educational environment.
For the purposes of this policy and its applicablee gul at i ons, nf ost
means 24 hour substitute care for children placed away from their parents and
for whom a child welfare agency has placement and care duties.

Point of Contact

The board shall designate an employee to serve as a point of corbac

child welfare agencies on behalf of the district.

Approved: KASB Recommendationl2/16

Note: The reader is encouraged to review regulations and forms for related

information.
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JBD Absences and Excuse¢See AEB, IHEA, JBE and JDD) JBD

When a student is absent from school, an attempt shall be made to
contact the parent or guardiaon determine the reason for the absence. The
principal has leen designated to determine the accaptity and validity of
excuses presentedybthe parent(s) or the student.
Procedures for noti fying par eentesshadln t he ¢
be published in thestudent handbook.

Excused/Unexcused Absences

Th e def i niti onbsoen ciieedx ciunsceldu dae s t he foll ow

APer sonal il 1l ness;

A He a-letated treatment, examination or recuperation;

ASer i ous iehth ofeasnember of the family;
AObligatory religious observances;

APartici patricoapproved oa sctoolssponsored activioy
course

AAbsences prearranged by parents and apprt

A St u ¢ ef mdtive duty military personnel mayave additional excused
absencesat the discretion othe principalfor visitations relative to leave
or deployment.

All absences which do not fit into one of the above categoriesildde
considered an unexcuseabsence. A student serving a period of suspension or
expulsionfrom the district shall not beonsidered inexcusably akent.

Significant Part of a School Day

An absence of two or moreours in any school day shall bensidered an

absence for a significant part of the school day.
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JBD Absences and Excuses JBD-2

Make-Up Work

It i s the studentobtain maksup agsigrnmmtis front vy t o
teachers following arexcused or unexcused absence. Students are expected to
complete all mak-up work within three days ofeturning from an absence.

For any unexcused absences, students will be required to mpkide
amount of time missed irdetention outside of school time. If detention time is
not taken care of inthe number of days assigned bthe building administrator,
further disciplinary action will be taken to address the issue.

Special Rulesfor Elementary Schol Students

Any sixth, seventh, or eighth grade student who is absent must, upon
return to school , present a written statemen
principal unless pevious arrangements have bearade. Such statement should
verify the reasonfor the absence. Students in grades Kindergarten through
five will present a written statemernb his or her homeroom teacher.

Students who have been absentsoffice prior r e por t
to entering theclassroom and must present a notgrséd by a parent or guardian
or must hae the parent or guardian cathe elementary office to receive an
admit slip. A determination of whier the absence is excused onexaised will
be made at this time.

Make-u p of t he absent eeds ompbketdwgthimidme t s mu st

number of days thestudent was absent plus two.

Approved: KASB Recommendatiary/96; 9/97; 4/07; 12/1312/14
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JBE Truancy (See AEB, IDCE, JBD, and JQ JBE

Unless reporting would violate the terms of any memorandum of
understanding between the district and the authority to which reports would be
made, te building pincipal shall report students who are inexcusably absent
from school to the appropriatauthority.

Truancy is defined as any three consecutive unexcused absences, any five
unexcused absences in a semest@r seven unexcused absences in a school year,
whichever comes first. School year means the period from July 1 to June 30.
Students wl are absent without a valid excuse for a significant part of any
school day shall be considered truant.

Prior to reporting to either the Department for Children and Families (if
the student is under 13) or the county or district attorney (if the studenit3 or
more years of age but less than 18 years of age), a letter shall be sent to the
student 6s parent (s) or guar di an noti fying
attend school without a valid excuse shall result in the student being reported
truant.

Waiver of Compulsory Attendance Requirements

Students 16 or 17 years of age may be exempt from compulsory
attendance regulations if the parent(s) or person acting as parent attend(s) the
counseling session required by law and signs the appropriate coresghwaiver
form; if the student earns a GED; or if the student is exempt from compulsory

attendance requirements pursuant to a court order.
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JBE Truancy JBE-2

Involvement of Law Enforcement

Law enforcement officers may return truant children to théeal where
t he child i s enr ol |l ed, t o ,toh e anolhierl ldcatson p ar en
designated by the board to address truancy issues.

Reporting to Parents

If a truant child is returned to school by a law enforcement official, the
principal shallnotify the parent or guardian.

Dual Enrollment Students

Eligible students who are enrolled in a boaagproved dual enrollment
program shall not be considered truant for the hours during the school day they
attend cl asses at a R e gigyncoli@ge, teahmicak codeigd, vy , cCo

vocational educational schoobr Washburn University.

Approved: KASB Recommendatioin 7/96; 9/97; 8/98; 7/02; 6/04; 6/06; 4/07;

6/10; 6/12; 11/12; 1/136/16
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JBH Release of a Student During the School Day JBH
(See EBB and EBBD)

Building principals shall not release a student during the school day
except upon a written or verbal request from the student's lawful parent or
person acting as a parent.

Before releasing a student during the school day, the building ppialc
shall be responsible for verifying the identity of the person seekielgase of
the student.

If the principal is not satisfied with the identificationr@vided by the
person seeking release of a student |, t he

Students shall not be allowed to run personal errands for school

employees off school premises during the school day.

Approved: KASB Recommendatian/96; 4/07
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JCAB Searches of Property(See JCABB) JCAB

Principals are authorized to search property if there is reasonable
suspicion that district policies, rules or directives are being violatedn
addition all lockers shalbe subject to random searchegthout prior notice or
reasonable suspicion. All searches by the prirdighall be carried out in the
presence of another adult witness.

Whenever the principal is mentioned in this policy, it shall be construed
to include the superinpreasemtatioved@&si gnat ed

Search of Lockers

Lockers in the district schools shall be under supervision of the
principal. Students shall haveo expectation bprivacy in any school locker.

The combinations and/or keys to all locker locks shall be in the
possessionof the principal andstored in a place designed to guard against
unauthorized access or usd&he principal may search anhocker at any time
without notice. Students shall not place locks, other than those approved by the
school on any locker.

Searchesof Property

Any person other than the principal who wishes to search a estud 6 s
locker or property shallreport to the principal before proceeding. In no event
shall any person begr mi t t ed t o s e alackeh oraprogertywitleontt 6 s
t he pr i cansemtaunléss the person has didasearch warrant authorizing
a search.

| f a l aw enforcement of ficer dokerior i ng t
property has a searcwarrant, the principal shall permit the search which shall

be made in the presence o¢lie principal.
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JCAB Searches of Property JCAB-2

Prohibited items found during the search shall remain in thistody of
either the buildingprincipal or the law enforcement officer. If any items are
turned over tolaw enforcement officials therincipal shall eceive a receipt for
the items.

Use of Trained Dogs in Conducting Sweeps

At the request of the principal or on a schedule agreed upon by the
service provider and the principal, law enforcement officers or licensed private
agencies contrachnig with the school for such service, may use trained dogs on
school premises to identify student property which may contain illegal or illicit
materials and to determine whether materials, such as drugs, weapons, or other
materials which may threaten theegeral health, welfare, and safety of the
students and/or staff are present in the district parking lot, hallways, lockers,
classrooms, and/or locker rooms. Students will never be sniffed by the dogs

used to conduct the sweeps.

Approved: KASB Recommenda&dni 7/96; 8/98; 4/07; 12/1312/14
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JCABB Searches of Student{See JCAB and JCAC) JCABB

Principals are authorized to search students if there is reasonable
suspicion that district policies, rules or directives are being violated. Strip
searches shall not be conducted by school authorities. All searches by the
principal shall be carried out in the presence of another adult witness.

The student shall be tdlwhy a search is being conducted. The student
shall be equested to empty items such as, but not limited to, pockets, purses,
shoulder bags, book bags and briefcases. The principal shall attempt to call the
student 0s parent/ s and ma.y Itema Iwhichl tlaewprirecipdl or c e m
believes may be connected with illegal activity shall remain in the custody of
the principal unless the items are turned over to law enforcemdficials. |If
the student refuses to cooperate, the principal may take disapyinaction
and/or seek assistance from law enforcement.

If law enforcement assistance is present, further search of tleesitt
shall be with cooperation and assistance of law enforcement officials. The
principal shall remainwith the student and be prent during any search of the
student made by law enforcement officials on school property. The ppilc
shall receive and file a receipt for items turned over to law enforcement
officials.

If the principal believes a student is in possession of an obyetich can
jeopardize the health, welfare or safety of the student or others, the student
shall be removed to a safe location. This determination may be based on any

information received by the principal or any member of the faculty or staff.
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JCABB Searches of Students JCABB-2

A written report of each search shall be made by the principal and
submitted to the superintendent. The superintendent shall keep a copy of the
written report on file.

(Whenever the principal is mentioned in this policy, it $lhhe construed so as

to include the superintemrddmt ifver. 0desi gnat ed

Approved: KASB Recommendatian/96; 8/98; 4/07
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JCAC Interrogation and Investigations JCAC
(See EBC, GAAD, JCABB, JCEC and JHCAA)

Building administrators school security officers, andor others
designated by the superimident may conduct investigations and question
students aboutiolation of school rule, the student conduct codeand/or law.
Unless otherwise provided herein, such investigators shall not be required to
contact the student's pargnguardian, or representative prior to questioning and
may request law enforcement, school resoal officer(s), and /or school security
officer(s) for assistance in conducting the investigaton

If there is reason to believe a violation of a criminal law has been
committed, thebuilding administrator, the superintendent's desighead or
school security offcer with authorization of thesuperintendent or the
superintendent's designeshall notify the appropriate law enforcement agendy
criminal conduct as provided in law and /or board policyand may request
further investigation of the alleged violation.

When a school resource officer or campus police officer initiates an
investigation of a potential violation of criminal law by a student on the
officer's own initiative and not at the behest of a building administrator or the
designee of the superintendentsuch officer will notify the building
administrator and will make a reasonable attempt to contract the student's
parent, guardian, or representative prior to initiating questioning.

Coordination with Law Enforcement

School administratorsand/or schoolsecuity officers shallmay meet
periodically wi t h | oc al | aw enf orcement

policies and rules regarding lawnBorcement contacts with the district.
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JCAC Interrogation and Investigations JCAC-2

Notification of Investigaions Conducted by Law Enfoement Officers

When law enforcement officersinitiate an investigation involving
guestioning ofa student on a topic unrelated to a report of child abwse
neglect or to the identity of the studemduring school hours the blding
administratorshall make a reasonable attempt to contact a parent, guasaian
representative of the atlent(s) prior tosuch questioning. Notification or
attempted notification of a parent, guardian or representative shall be
documented by the axdinistrator nv ol v e d . | f a studemt 0s p a
representative is not present during such questioning of a student, the principal
may be preentunless otherwise specified in law or board policy

Child Abuseand ldentitylnvestigations Conductk by Law Enforcement

Officers

The administration shall cooperate with law enforcement officers who are
conducting investigations of suspected child abuwseneglect or concerning the
student's identity For any investigationsoncerning known or suspeed child
abuseor neglect school staff shall follow theprocedures outlined in board
policy GAAD instead of the requirements of this policy.

Law Enforcement Initiated Investigations at School

In cases not involving the investigation of known or suspeéctzhild
abuseor neglect or involving the student's identityaw enforcement officers
shall not be permitted to initiate and conduct investigations involving the
guestioning of students during school houwsn | e s s t he student 6s

guardian has givemhe school permission to allow the questioning, a valid
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JCAC Interrogation and Investigations JCAC-3

warrant has been presented to theilding administratorfor such purpose, or in
demonstrated emergency situationdf a demonstrated emergency isufied, the

building administratorshall require identification of law enforcement officials

and reasons for the interrogation omviestigation of a student. |If thbuilding
administratoris not satisfied with either the identification or the reason, the
request shall not be granted. Ttoalilding administratorshall attempt to notify

the supermt e ndent and the officerods superiors of

Taking Students Into Custody

Students shall not be voluntarily released by school officiats law
enforcement authorities unless the student has been placed umdestar taken
into custody by law enforcementschool resource officers, campus police
officers, o r Depart ment f or Chil dren and Families
to a child abusenvestigation. Except a®therwise specified in this policya
reasonable effort shall be made to notify tlset udent 6 s par,eont , gu
representative when gstlents are removed fromchool for any reason. Parents
shall not be wotified by school offidals whentheir child is taken into custody
by DCF, school resource officers, campus police officergnd/or law
enforcement as a result of allegations of abuse or neglé&xtcept as provided
above and/or as specified in a court order or arrest warrana, sfudent is taken
into custody by a law enforcement officer, school resource officer, or campus
police officer, building administrators shall make a good faith effort to contact
the student's parent or guardiamMotification efforts shall be documented.

When a student has been taken into custody or arrested on school
premises without prior notification to the buildin@dministrator the school

staff present shall ask the law enforcement officer to notify bluelding
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JCAC Interrogation and Investigations JCAC-4

administratorof the circumstances as quickly as possible and shall themselves
contact thebuilding administratorwith any information they have regarding the
child being taken into custodySchool resource officers and campus police
officers are expected to contact the building administrator as soon as practicable
after taking a student into custody.

Disturbance of School Environment

Law enforcement officers may be requested to assist in controlling
disturbances at school and, if necessaty take students or other persons into
custody.

Definition

For the purposes of this policy, "campus police offiters a school
security officer employed by and designated by the board to aid and supplement
law enforcement agencies of the state, citynd county in which the school
district is located.

For the purpose of this policy, students will not be deemed to be "taken
into custody" when they are being questioned by a school resource officer,
school security officer, and/or campus police officabout a violation of state
law, county resolutions, city ordinances, board policy or regulation, and/or
school rules on property owned, occupied, or operated by the school district or

at the site of a function sponsored by the school district.

Approved: KASB Recommendation7/96; 6/04; 4/07; 6/07; 10/12; 1/136/18;

12/18
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JCDA Student Conduct(See AEB, IIBG, JA, JDD and JHCAA) JCDA

Each principal shall developrules and regulations to govern student
conduct consistent with board policies. The rules shall be reviewed by the
board and adopted as policy by referencé€he rules of conduct shall be
publishedin student handbooks.

Violation of any provision of tke behavior code may result in

disciplinary action up to and including suspension and/or expulsion.

Approved: KASB Recommendatiann/96; 6/05; 4/07
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JCDAA Tobacco andNicotine Delivery Devices(See GAOC) JCDAA

Useand/or possession or use of angbaco product ornicotine delivery
device by studentds prohibited in any district facility; in school vehicles; at
schoolsponsored, activities, programs, or eventand on school owned or
operated property.

Student violations may result in parent/guardiamotification,
participation in tobacco education program, suspension and /or expulsion from
school and /or extracurricular activities, community service, and/or notification
of law enforcement.

The following definitions apply to this policy.

i Ni cot liverg deviee: means any device that can be used to deliver
nicotine or nicotine salts to the person inhaling from the device. Such
definition shall include, but may not be limited to, any electronic cigarette,
cigar, cigarillo, pipe, or personal vaporize

i Tobacco product o means any product t hat
tobacco, or that contains nicotine, that is intended for human consumption or is
likely to be consumed, whether smoked, heated, chewed, absorbed, dissolved,
inhaled or ingested by an other means, including, but not limited to, a
cigarette, a cigar, pipe, tobacco, chewing tobacco, snuff, or snus.

i Tobacco product : al so means any Compone
consumption of a tobacco product, such as filters, rolling papers, spipend

substances used in electronic cigarettes, whether or not they contain nicotine.

Approved: KASB Recommendation 7/96; 9/97; 4/07; 6/16316; 12/18
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JCDB Dress Code JCDB
Neatness, decency and good taste are guidelines of the district dress

code. Dress codes shall be published in the appropriate studerdbbaRhks.

Approved: KASB Recommendatiaon/96; 4/07
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JCDBB Weapons(See EBC, JDC, JDD, JHCAA and KGD) JCDBB

A student shall not knowingly possess, handl@ transmit any bject
that can reasonably be considered a weapon at school, on school prpoperéay
a schooilsponsored event. This shall include any weapon, any item being used
as a weapon or destructive device, or angdianile of a weapon.

Weapons and Destructive Devices

As used in this pol icy, t he t er thshdalive ap on
include, but shH not be limited to:

1 any weapon which will or is designed to or may readily be
converted to expel a projectile by the action of an explosive;

1 the frame or receiver of any weapon described in the preceding
example;

1 any firearm muffler or firearm silencer

1 Any explosive, incendiaryor poison gas bomb, grenade, rocket
having a propellant charge of more than four ounces, missile
having an explosive or incendiary charge of more than 1/4 ounce,
mine, or similar device;

1 any weapon which will, or which may beeadily converted to,
expel a projectile by the action of an explosive or other propellant
and which has any barrel with a bore of more than 1/2 inch in
diameter;

1 any combination of parts either designed or intended for use in
converting any device inta destructive device described in the
two immediately preceding examples and from which a destructive
device may be readily assembled;

 any bludgeon, sand club, metal knuckjesr throwing star;
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JCDBB Weapons JCDBB-2

1 any knife, commonly referred tas a switchblade, which has a
blade that opens automatically by hand pressure applied to a
button, spring, or other device in the handle of the knife or any
knife having a blade that opens$alls, or is ejected into position
by the force of gravity or by m outward, downwardor centrifugal
thrust or movement

1 any electronic device designed to discharge immobilizing levels of
electricity, commonly known as a stun gun.

Penalties forWeapon Violations

Possession of aweapon and/or destructive devicelisted under the
i Weapons and Destruct i ofethisD povidycskadl oresiiteia d i n g
expulsion from school for a period of one calendar year, except the
superintendent may recommend this expulsion be modified on a-bgsease
basis.

Possession gfhanding of, and/or transmittinga weapon of a type other
t han described under t he A Weapons andnDestr |
item being used as a weapon or destructive deviaog, a facsimile of a weapon
may result in disciplinary action up to and dhuding suspension and/or
expulsion. Expusion hearings forweapors violations shall be conducted by the
superintendent or the superintendent 6s desig

Students violating this policy shall be reported to the appropriate law
enforcement agency(ieskand, if a juvenile, tothe Secretary forDCF or the
Secretaryof KDOC as appreriate.

Possession of an air gun at school, on school property, or at a school
supervised activity will not be prohibited for students participating in an air
gun-related activity ponsored by an organization held at school or when in

transit to or from such activities held off district property.
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JCE Complaints (See JDDC and KN) JCE

Complaints About Discrimination

The district is committed to maintaining a working and learning
environment free from discrimination, insult, intimidation, or harassment tue
race, color, religion, sex, age, national origin, or disability.

Any incident of discrimination including acts of harassment shall
promptly be reported for investigation and corrective action by the building
principal or district compliance coordinator Any student or employee who
engages in discriminatory conduct shall be subject to disciplinary action, up to
and including termination from employment or expulsion from school.

Discrimination against any student on the basis of race, color, national
origin, sex, disability, or religion in the admission or access to, or treatment in
the districtos progr ams a Qugeriatendaént of tSé¢heads, i s p
305 Wiley St., Holcomb, Kansas (620)242629, has been designated to
coordinate compliance wh nondiscrimination requirements contained in Title
VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of
1972, Section 504 of the Rehabilitation Act of 1973, and The Americans with
Disabilities Act of 1990.

Any student who believe that he or she has been discriminated against
may file a complaint with the building principal, another administrator, the
guidance counselor, or another certified staff member. Any school employee
who receives a complaint of discrimination or harassmémm a student shall

inform the student of the empl oyeebs obligat
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JCE Complaints JCE-2

any proposed resolution of the complaint to the building principal. If the
building principal is the alleged harasser, the report st@llmade to the disict
compliance coordinator. Any student complaint of discrimination shall be
resolved under the districtos dinpaodicyiKMi nati on
The district prohibits retaliation or discrimination against any person for
opposing discrimination, including harassment; for participating in the
complaint process; or making a complaint, testifying, assisting, or participating
in any investigation, proceeding, or hearing.

Complaints About School Rules

Any student may file a emplaint with the principal concerning a school
rule or regulation as it applies to the student. The complaint shall be in writing,
filed within 20 days following the application of the rule or regulation, and
must specify the basis for the complaint. d&lprincipal shall investigate the
complaint and inform the student of the resolution within 10 days after the

complaint is filed.

Approved: KASB Recommendation7/96; 8/98; 4/07 6/15
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JCEC Demonstrations (See JCAC) JCEC

Student demonstrations on school property shall be conducted in an
orderly and nondisruptive manner. Demonstrations may be terminated at any

time by the principal or the superintdent.

Approved: KASB Recommendatié@/96; 4/07
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JDA Corporal Punishment JDA

Corporal punishment shall not be permitted in the school district.

Approved: KASB Reommendation7/96; 4/07
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JDB Detention JDB
Detention periods may be established by building principals and

administered according to rules approved by the board.

Approved: KASB Recommendatiary/96; 4/07
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JDC Probation (See JCDBB and JDD) JDC

Any punishment, suspension or expulsion, may be deferred by the
superintendentprincipal or designee The student involved may be placed on
probation for a set period of time. The punishment, suspension or Isx@u,
shall remain deferred so long as the student meets the conditions of the
probation. If a student is placed on probation, weit notification shall be sent
to the student 0s par ent or guar di an. Any
found to be in violation shall be handled by the suméeindent.

A student placed on probation shall be given a written list of the terms
and condtions of the probation. The student shall sign a statement that: the
terms and conditions have been explained, the student understands the
conditions, the student agrees to abide by the conditions and failure to abide by

the conditions may be reason teinstate the original punishment.

Approved: KASB Recommendatidr/96; 4/07% 12/14
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JDD Suspension and Expulsion Procedures JDD
(See AEB, EBC, IHEA, JBD, JCDBB, JDC, JCDA, JDDB,
JDDC andJHCAA)

Except as limited by Section 504 or IDEA, a student may be suspended or
expelled, for reasons set forth in Kansas law. Any student who is suspended for
a period of more than 10 daysr expelled shall receive a copy of the current
suspension and expulsion law and this policy. Suspension/expulsion hearings
shall be conducted by the superintendent/designee or other certificated
employee, or committee of certificated employees of theoxdhin which the
pupil is enrolled, or by any other hearing officer appointed by the board.

Reasons for Suspension or Expulsion

Students may be suspended or expelled for one or more of the following

reasons:

Willful violation of any published, adoptedtsdent conduct regulation;
Conduct which substantially disrupts, impedes, or interferes with
school operation;

 Conduct which endangers the safety or substantially impinges on or

invades the rights of others;

Conduct which constitutes the commission of dofrey;

Conduct at school, on school property, or at a school supervised

activity which constitutes the commission of a misdemeanor;

1 Disobedience of an order of a school authority if the disobedience
results in disorder, disruption or interference with schaperation;
and

1 Possession of a weapon at school, on school property or at a school

sponsored event.

)l
)l

= =4

Shortterm Suspension

Except in an emergency, a sheré¢rm suspension (not exceeding ten
school days) must be preceded by oral or written notice of tlharges to the
student and an informal hearing. If a hearing is not held prior to the
suspension, an informal hearing shall be provided no later than 72 hours after

imposition of a shor{term suspension.
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JDD Suspension and Expulsion Procedures JDD-2

Written notice of any shorterm suspension shall be delivered to the
student 06s par ent or guar di an wi t hin 24 hou
imposed. Shorterm suspension hearings may be conducted by any person
designated in policy as having the dwtrity to suspend.

At the informal suspension hearing, the student shall have the right to be
present and notified of: the charges; and the basis for the accusation. The
student shall have the right to make statements in his/her defense after receiving
notice of the charges.

Long-Term Suspension or Expulsion

Before a student is subject to loftigrm suspension (not to exceed 90
school days) or expulsion (not to exceed 186 school days), a hearing shall be
conducted by a hearing officer who has authority suspend or expel. The
superintendent/principal shall designate a hearing officer authorized by the
board. Formal hearings shall be conducted according to procedures outlined in
current Kansas law and:

 The student and parents or guardians shall be giweitten notice of
the time, date and place of the hearing.

1 The notice shall include copies of the suspension/expulsion law, and
appropriate board policies, regulations and handbooks.

1 The hearing may be conducted by either a certified employee or
committee of certified employees authorized by the board, the chief
administrative officer,
or other certified employee of the district in which the student is
enrolled, or by an officer appointed by board.

1 Expulsion hearings for weapons violations shall bendocted in
compliance with Kansas law by persons appointed by the board.

1 Findings required by law shall be prepared by the person or committee
conducting the hearing.
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