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GAOB..........ocvr Drug Free Schools (See JDDA and LDD)
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Definitions
General Use
Use in Vehicles
Use of District-Provided Communication
Devices
Personal Use of District-Provided
Communication Devices
Staff Bring Your Own Device Policy
District Provided Cell Phones and/or Cell Phones Reimbursement
GBH.........oooeii Supervision
GBI .....cooovies Evaluation (See GAK)
Availability of Evaluation Documents

Evaluation Criteria

GBK.......oovvre Suspension
GBO.....coooe Resignation
Exit Interviews
GBOA ..o Reduction of Teaching Staff
GBR.........o Working Schedule (See JGFB)
Work Schedules

Attendance Required

GBRC ..., Professional Development (See GAN and GBRH)
GBRD .....ccooviiinn. Staff Meetings
GBRE ... Additional Duty
GBRF......ccooviiiinn. Student and Parent Conferences
GBRG ..o, Non-School Employment
GBRGA .........ccveenen. Consulting
GBRGB............cc... Tutoring for Pay
GBRH.............cocevi, Leaves and Absences (See GBRC)
Paid Leave
Unpaid Leave
Jury Leave
GBRIBA .........cccccouenee. Disability Leave
GBRJ ..o, Substitute Teaching

Duties and Salary for Substitute Teachers
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Regular Teachers Substituting for Another Regular Teacher

GBU....ccoo Ethics (See IA and IKB)

GCA. ..o, Compensation and Work Assignments (See GAN)
Time Cards
Work Assignments

Attendance Required
Workweek

Classification of Employees

Overtime
GCK.....coovvvveveee, Suspension
GCREF ..o, Non-School Employment
GCRG........coovvin. Classified Leaves and Absences

Family Emergency

Jury Duty
GCRH..........cccuvveeenn. Vacations
GCRI ..o Paid Holidays

H—NEGOTIATIONS

HAA ..., Legal Status

HAB ..., Goals and Objectives

HAC ..., Scope of Negotiations

HAE ..., Board Negotiating Agents

HAF ......covii, Superintendent's Role

HAHBA ... Use of School Facilities

HAHBB ........................ Use of School Equipment

HAIL ..o Negotiations Procedures (See CN)

Distribution of Information
Research Assistance

Minutes and Records
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Reporting to the Staff and Board
Reporting to the Media and Public

HAJ. ..o Preliminary Agreement Disposition
HAK.....ooiriiiii Ratification Procedures
HAL ..o, Announcement of Agreement

I--INSTRUCTIONAL PROGRAM

TA s Philosophy - Mission Statement (See GBU and IKB)
IB e, School Site Councils See (KA)

IC ., Educational Program (See IDAA, IDAB, IDAC and 1J)
ICAA ..., Teaching Methods (See ICA, IDAE, 1J)
IDAB......cooveeeeen, Support Programs (See IC and LDD)

Drug Education
Student Mental Health
Dropout Prevention
At-Risk Students
Guidance

Homebound Instruction

IDACA.......cccoie, Special Education Services
Child Find, Identification, and Eligibility

Actions and Due Process for Students

IDACB..........c..evee. Section 504 Accommodations for Students
IDAD ....coviiiiee, Title I Programs
IDAE......ccooiiiiieen, Student Privacy Policy (See BCBK, ICA, ICAA, II and JR et seq.)

Student Data Restrictions

Student Data Security Breach

Biometric Data

Select Student Surveys
IDCE......c..oooveeen. College Classes (See JBE and JQ)

Concurrent Enrollment
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Athletics
Instructional Arrangements
Class Size
Scheduling for Instruction
Pre-enrollment
Charter Schools
Textbooks, Instructional Materials & Media Centers (See IKD and KN)
Selection Criteria: Textbooks and Instructional Materials
Selection Criteria: Media Center Materials
Collection Development
Challenges of Materials
Review Committee
The Review Committee Shall:
Removing Challenged Materials
Field Trips
USD Approved Field Trips
Non-Sanctioned Field Trips
Out of State Student Travel
Category 1
District Financial Commitment
Category 2
District Financial Commitment
Category 3
District Financial Commitment
Timelines
Transportation
Fundraising

Sponsor Attendance

IHA ..., Grading System

IHB ...t Homework

IHEA ..., Make-Up Opportunities (See JBD and JDD)
IHF ..., Graduation Requirements (See JFCA)

....................................... Early Graduation

....................................... Junior/Senior Prom
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| I D Educational Testing Programs (See BCBK, BE, CN, CNA, IDAE, 1J and KBA)
Test Integrity
Reporting Test Results
HA Performance-Based Credits
| 11037 R Acceptable Use Guidelines
Purpose
Acceptable Use Guidelines
Prohibitions
Monitoring
Internet Safety
Penalties for Improper Use
IBG........c.ooeveeee, Computer Use (See ECH, JCDA and KBA)
Use of District Computers/Privacy Rights
Copyright
Installation
Hardware
Audits
E-mail Privacy Rights

Ownership of Employee Computer Materials

HBGA.......ccvvven, Children’s Internet Protection Act
IHBGB.........cccocvves On-Line Learning Opportunities
Application
Guideline

Other Regulations or Guidelines

HBGC................... Staff Online Activities

| 18 Evaluation of Instructional Program (See IC, ICAA, ID, II and MK)
IKA ..o, Financial Literacy (See ID)

IKB ..o, Controversial Issues (See GBU, IA and IFBH)

IKCA ..ot Human Sexuality and AIDS Education

Opt-Out Procedure and Form
Annual Request Required
Notice of Availability
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IKDA ..o, Religious Objections to Activities (IKD)
IKE ..o, Assemblies
ING ..o, Animals and Plants in the School

....................................... Service Animals in the Schools

J--STUDENTS

JA e, Goals and Objectives (See BDA, CM, CMA, GAA and JCDA)
IB . Attendance Records (See JBC, JBD and JBE)
JBC ..., Enrollment (See IIBGB, JBCA, JBCB, and JQKA)

Resident Students

Non-resident Students

Non-Resident Students-Continued Education

Enrollment Restriction

Enrollment Procedures

Part-time Students

Identification of Students

Enrollment Information

Assignment to a School Building, Grade Level or Classes
Transferring Credit

Transfers from Non-Accredited Schools

JBCA ... Homeless Students (See EDAA and JBC)
Coordinator
JBCB ..., Foster Care Students (See EDAA, JBC, and JBCA)

Point of Contact
JBD ..., Absences and Excuses (See AEB, IHEA, JBE and JDD)
Excused/Unexcused Absences
Significant Part of a School Day
Make-Up Work
JBE ..o Truancy (See AEB, IDCE, JBD, and JQ)
Waiver of Compulsory Attendance Requirements
Involvement of Law Enforcement
Reporting to Parents
Dual Enrollment Students

JBH......oooviii Release of a Student during the School Day (See EBB and EBBD)
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JCAB ..o Searches of Property (See JCABB)
Search of Lockers
Searches of Property
Use of Trained Dogs in Conducting Sweeps
JCABB........ccooeevee. Searches of Students (See JCAB and JCAC)
JCAC ....ccciiiiiiei, Interrogation and Investigations
(See EBC, GAAD, JCABB, JCEC and JHCAA)
Coordination with Law Enforcement
Investigations Initiated by School Administrators and Conducted by Law
Enforcement Officers
Investigations Initiated and Conducted by Law Enforcement
Officers
Violations of Criminal Law
Taking Students into Custody

Disturbance of School Environment

JCDA ..., Student Conduct (See AEB, IIBG, JA, JCHAA and JHBAA)
JCDAA ... Tobacco and Nicotine Delivery Devices (See GAOC)
JCDB ... Dress Code

JCDBB.........cc. Weapons (See EBC, JDC, JDD, JHCAA and KGD)

Weapons and Destructive Devices

Penalties for Weapon Violations

JCE ...ccoviie Complaints (See JDDC and KN)
Complaints about Discrimination

Complaints about School Rules

JCEC ......covviiee. Demonstrations (See JCAC)

JDA ..o Corporal Punishment

JDB ..o Detention

IDC.. Probation (See JCDBB and JDD)
IDD ... Suspension and Expulsion Procedures

(See AEB, EBC, IHEA, JBD, JCDA, JCDBB, JDC, JDDB, JDDC and JHCAA)
Reasons for Suspension or Expulsion
Short-term Suspension

Long-term Suspension or Expulsion

©KASB. This material may be reproduced for use in USD 448. It may not be reproduced, either in whole or in part, in any form whatsoever, to be
given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation without
written permission from KASB.



Rules Which Apply in all Cases When a Student may be Suspended or

Expelled
Student Rights during a Long-Term Suspension/Expulsion Hearing
Appeal to the Board
JDDA ...t Drug Free Schools (See GAOB and LDD)
Student Conduct
JDDB ... Reporting to Law Enforcement (See EBC and JDD)
JDDC ..., Bullying (See EBC, GAAB, JCE, IDD, JGEC, JGECA and KGC)
JF Academic Achievement (See II and JR et seq.)
Reporting
Report Cards
JFB..oiiiiiice Promotion and Retention
JFC i, Graduation Exercises
JFCA ... Early Graduation (See IHF)
JGA ..o, Student Insurance Program
JGC..oiiiiee, Health Assessments and Physicals (See JGCB)
JGCA. ... Local Wellness Policy
JGCB......oovviee Inoculations (See JGC)
JGCBA ..o Automated External Defibrillators
JGCC....ccoviiie Communicable Diseases
JGCD....ceovveven Health Screenings

Vision Screenings
Hearing Screening
Dental Screenings

Selected Screenings

JGD...oiii, Student Psychological Services (See JR, et seq.)

JGEC ..., Sexual Harassment (See GAAC, GAAD, GAF, JDDC and KN)

JGECA ........cooee. Racial and Disability Harassment (See GAACA, GAAD, GAF, JDDC and KN)
JGFB ..o Supervision of Students (See GAO, GBR and JH)

JGFF. ..o, Student Transportation Regulation

Use of Vehicles and Bicycles
Walkers

Notice
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JGFG ..o, Student Accidents

Records

JGFGB Supervision of Medications (See JGFGBA)

JGFGBA ... Student Self-Administration of Medications (See JGFGB)
Student Eligibility

Authorization Required

Employee Immunity

Waiver of Liability

Additional Requirements
JGFGBB....................... Accommodating Students with Diabetes

Student Eligibility

Employee Immunity
JGG .o Transportation (See ED and EDDA)
JGGA......ccovveee. Use of Video Cameras (See CN and JR et seq.)
JGH ... School Food Service Programs

Free or Reduced Price Meals
Contracts with Other Agencies
JGHB.........ccvve. Vending Machines and Other Automated Play Machines (See DK)
JH .o, Student Activities (See DK, JGFB, JM and KG)
Eligibility for Activities
Adding or Eliminating Activities
Activity Fund Management
JHC ..o Student Organizations
Student Clubs
Non-School Sponsored Student Clubs
Student Government
JHCA......covii Student Publications (See KI)
School-Sponsored Student Publications

Non-School Sponsored Student Publications

Advertisements
JHCAA ... Gang Activity (See JCAC, JCDA, JCDBB and JDD)
Il Community Activities
Jd Employment of Students (See IDAA)

In-School Employment
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Outside Employment
Vocational or Other Work Experience
JK Solicitations (See KI)
Faculty Gifts to Students

Student Organization Gifts to the School

IM ., Contests for Students (See JH)
IN e Awards
JQuie Exceptional Students (See IDCE and JBE)

Concurrent Enrollment
JOQA ..o, Temporarily Disabled Students (See IDACB and JGFGBA)
JQE ..o, Alternative Arrangements for Nontraditional Students
JOQKA ... Foreign Exchange Students (See JBC)
JR e Student Records

(See BCBK, CN, CNA, ECA, IDAE, JGGA, JR et seq. and KBA)

JRA ..o, Types of Records

(See BCBK, CN, CNA, ECA, IDAE, JGGA, JR et seq. and KBA)
Permanent Student Records
Administrative records
Supplementary records

Tentative records

JRB ..., Release of Student Records
(See BCBK, CN, CNA, ECA, IDAE, JGGA, JR et seq. and KBA)

Directory Information

Forwarding Pupil Records

JRC ..o Disposition of Records
(See BCBK, CN, CNA, ECA, IDAE, JGGA, JR et seq. and KBA)
JRD ..o, Hearing Request

(See BCBK, CN, CNA, ECA, IDAE, JGGA, JR et seq. and KBA)

K--GENERAL PUBLIC RELATIONS

KA. o, Goals and Objectives (See IB)
KB..ooioieeeee, Public Information Programs (See CEE, CEF, and KBA)
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Newsletters and other Media

KBA ..o, District or School Websites (See DC, ECH, 11, IIBG, JR et seq. and KB)
Website Rules
KBC....oone Media Relations

Broadcasting and Taping
News Releases

Conferences and Interviews

KCA. ..o Protection of Privacy Rights

KCB....ooooviiiiiie Custodial and Non-Custodial Parent Rights

KDC......coo v Solicitations (See GAI)

KFD....ooovviiiiies School Volunteers (See EBAA and IFC)

KG ..o Use of School Facilities by Community Groups (See DFG and JH)

Use in Accordance with Board Policies
Fees and Rental Charges
Lease Arrangements
Supervision of Non-School Groups
Insurance and/or Bonds
KGA. ... Use of District Personal Property and Equipment
Lost, Stolen, or Damaged Property or Equipment

Personal Use

KGB......coovvvee Concealed Observations (See JGGA)
KGC......coov e, Bullying by Parents (See EBC, GAAE, JDDC, KGD)
KGD.....coovvviies Disruptive Acts at School or School Activities (See EBC GAAE, JCDBB, JDDC
and KGC)
Possession of a Firearm
KGDA..................... Public Conduct on School Property
KH...ooovvviee Gifts to Schools (See GAJ and JL)
| L R Distributing Materials in Schools (See JHCA, JK and JR et seq.)

Materials Produced by Outside Groups — Including Religious Materials
Political Campaign Materials

Advertising in the Schools

Mailing Lists
KK .o Sale of District Property (See DFM)
KM ..o Visitors to the School
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KMA ..., Activity Pass
Board Members and Administration Passes
Former Board Members Passes
Senior Citizen Passes
League Passes
District Passes
KN..ooiiee Complaints (See BCBI, GAACA, GAAB, GAAF, IF, IKD and JCE))
Complaints About Discrimination or Discriminatory Harassment
Informal Procedures
Formal Complaint Procedures
Complaints About Policy
Complaints About Curriculum (See IF)
Complaints About Instructional Materials
Complaints About Facilities and Services
Complaints About Personnel

Complaints About Emergency Safety Intervention Use

L--INTERORGANIZATIONAL RELATIONS

LA e, Goals and Objectives

LB ., School-Community Cooperation

LC ..o, School-Community Programs

LDD ..o, Federal Government-Drug Free Schools (See GAOA, GAOB, IDAB and JDDA)
LED ....oooiiiiiiee Activity Scheduling

Rehearsal and Practice Times

M--RELATIONS WITH OTHER EDUCATION AGENCIES

MA ..o, Goals and Objectives
MD ..o Interdistrict Relations
MF ..o, Colleges and Universities
Contract Required
Other Relationships
MI e Kansas Education Systems Accreditation
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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 operate local public schools.
Approved:
KASB Recommendation — 1/01; 7/03; 4/07; 3/17
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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, consisting of not less than 2 1/2 hours for kindergarten students
and 6 hours for students in grades 1-12; or

(2) The minimum number of statutorily required school hours for students
in grades K-12.

Virtual Schools

If the board sponsors 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; 3/17

AEA School Calendar (See IKD) AEA

The board shall establish a calendar for each school year. At the March
BOE meeting, the superintendent shall present a recommended school calendar for
the next school year. District customs, community interest, legal holidays, staff
recommendations and other relevant matters may be considered. A copy of the
current calendar shall be on file in the clerk’s office.
Approved:

KASB Recommendation 1/01; 4/07; 3/17; 11/18

AEB School Year and Learning Opportunities AEB

(See AE, JBD, JBE, JCDA, and JDD)

Prolonged or Shortened School Year
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The board may prolong or shorten the regular academic year. The
superintendent shall be responsible for preparing a plan and presenting it to the
board, as necessary. The board may prolong or shorten the regularly scheduled
academic year because of the following types of circumstances which are stated by
way of illustration and not by way of limitation: adverse weather conditions,
building maintenance problems, personnel problems, public health reasons, or
budgetary problems.

Should the school year be shortened by board action, the board must take
steps to ensure the school term provided includes at least the minimum number of
days or hours required by Kansas law.

Additional Learning Opportunities for Students

The board may require additional learning opportunities for students not
meeting minimum academic or behavioral standards as defined by the board or as
outlined in board policy and/or handbook language. Students may be assigned to
additional academic sessions taking place:

¢ before- or after-school;

* on Saturday; and/or

* during the summer.

Truancy laws, suspension and expulsion policies and law, and all
appropriate portions of the student behavior code shall apply during additional
academic sessions.

Approved:

KASB Recommendation - 7/02; 4/07; 6/16; 3/17

BBBF Reimbursement for Expenses (See GAN) BBBF

No board member shall be reimbursed for expenses incurred for any travel

unless the travel has been approved by the board. Board members who provide
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their own transportation shall be reimbursed for each mile actually traveled in
attending board meetings and in the performance of district business. Any
payments to board members must be in the form of a reimbursement for amounts
previously paid by the board member, and receipts shall be provided by the board
member in accordance with the provisions of GAN.

Approved:

KASB Recommendation —1/01; 7/03; 4/07; 3/17

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 members may 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 meetings law.

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
superintendent 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 committee’s progress and
relay information to the board. As requested, each committee shall report in

writing to the superintendent and/or the board.
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The board may dissolve any advisory committee at any time. No committee
shall exist longer than one year unless reappointed by board action.
Approved:

KASB Recommendation — 1/01; 4/07; 11/12; 6/13; 3/17; 11/18

BBE Attorney BBE
The board shall appoint an attorney to handle legal matters.
Approved:

KASB Recommendation — 1/01; 4/07; 3/17, 7/22

BBG Consultants (See CJ, CL and ID) BBG
The board may wuse consultants to advise the board. Neither the

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

without prior board approval.

Approved:

KASB Recommendation —1/01; 4/07; 3/17

BCAC Special Meetings BCAC

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

Approved:
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KASB Recommendation —1/01; 4/07; 3/17

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 vice-president shall preside at public hearings and shall
request every participant to state name, residence and purpose for speaking. After
a hearing is called to order the board may delegate another individual to run the
actual hearing.

Approved:
KASB Recommendation — 1/01; 4/07; 3/17
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 members prior to each meeting, which then shall be referred to as the
annotated agenda.

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

The annotated agenda shall be sent to all board members at least {three}
calendar days prior to any regular board meeting.

The agenda format may include:

. monthly reports to the board;

. a consent agenda containing routine business and information items;

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

. important correspondence;
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. bids, specifications;

. attendance center reports; and

. requests for hearings and other such information
Other items and reports may be added to the agenda.

Approved:

KASB Recommendation— 1/01; 4/07; 3/17; 11/18

BCBF Rules of Order (See BCBH) BCBF

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

Robert’s Rules of Order shall not be adopted by the board.

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

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

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

The following motions shall be in order:

* To recess;

¢ To take action;
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* 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 order;

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

* To go into executive session; and

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

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

KASB Recommendation — 1/01; 4/07; 3/17

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. The vote on all motions shall

n

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 votes. The minutes shall
indicate whether a motion passed or failed. Each board member shall have the
privilege of explaining any vote.

Any abstaining vote shall be counted as a "no" vote. (See KSA 72-1138)

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

conflict of interest and left. The minutes shall also record the time the member

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

KASB Recommendation — 1/01; 4/07; 3/17; 6/18; 11/18

BCBH Minutes (See BCBF) BCBH

Accurate minutes of each board meeting shall be taken and transcribed.
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 member may serve as acting clerk.

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 summary of each statement, either written or oral, made by a board
member, a guest or a member of the staff unless the board chooses to have written
remarks made part of the minutes. If a request is made, the board may direct the
clerk to attach a copy of the written remarks to the original minutes.

Approved:

KASB Recommendation — 1/01; 4/07; 3/17; 11/18

BCBI Public Participation at Board Meetings (See BCAE 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. Comments
shall be limited to three minutes. Extensions may be granted by the board

president. The board president may ask groups with the same interest to appoint a
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spokesperson to deliver the group’s message. Except to ask clarifying questions,
board members shall not interact with speakers at the open forum.

Patron-Requested Agenda Items

Any patron may request addition of a specific agenda item and shall notify
the superintendent seven days prior to the meeting and state the reason(s) for the
request. The superintendent shall determine whether the request can be solved by
staff without the patron’s appearance before the board. If not, the superintendent
shall consult with the board president, and the patron’s request may be placed on

the next regular board meeting 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; 3/17; 11/18

BCBJ News Coverage BCBJ

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

action.
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Cameras/Recording Devices

Use of cameras, photographic lights, and recording devices at 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 recording devices shall be allowed at
executive sessions of the board.

Approved:

KASB Recommendation — 1/01; 4/07; 3/17

BCBK Executive Session BCBK
(See BBBB, BE, CN, CNA, ECA, IDAE, II, JDD, and JRB)

The board shall conduct executive sessions only as provided by law,
specifically the Kansas Open Meetings Act (“KOMA?”).

Sample Motion

Motions to recess into executive session may be constructed as follows.
“l move that the board go into executive session to [fill in subject(s)] pursuant to
[fill in justification from 1-7 enumerated below] and that the open meeting shall
resume at [fill in time] in the board room.

A subject of executive session would be the matter or issue presented for
discussion, and the board member must include a brief description of the
subject(s) to be discussed in the motion while still protecting important privacy
interests. For example, the subject could be to discuss an individual employee’s
©KASB. This material may be reproduced for use in USD 448. It may not be reproduced, either in whole or in part, in any form whatsoever, to be
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performance, to hold a student discipline appeal hearing, to discuss potential
litigation with our legal counsel, and/or any other matters as would appropriately
fit under the justification to be utilized.

Acceptable justifications for recessing into executive session include the
following:
1) The non-elected personnel exception under KOMA;

2) The exception for matters which would be deemed privileged in the attorney-
client relationship under KOMA;

3) The exception for employer-employee negotiations under KOMA;

4) The exception for data relating to financial affairs or trade secrets of
corporations, partnerships, trusts, and individual proprietorships under

KOMA;

5) The exception relating to actions adversely or favorably affecting a student
under KOMA;

BCBK Executive Session BCBK-2

6) The exception for preliminary discussion of the acquisition of real property
under KOMA;

7) The exception under KOMA for school security matters to ensure the security
of the school, its buildings, and/or its systems is not jeopardized.

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 time the board will return to the open meeting and the room in
which the meeting will resume will be specifically stated. If necessary, the
executive session may be extended with another motion made after the board
returns to open session.

Approved:
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KASB Recommendation — 6/99; 6/00; 1/01; 4/07; 3/17; 7/17; 11/18

BDA Developing, Adopting, Amending and Repealing Board Policy (See CM,

GAA and JA) BDA
The board shall adopt all policies, regulations, and handbooks, all of which

are deemed to be board policy. Board policies, regulations and handbooks may be

amended or repealed at any board meeting by a majority vote of the board

Drafting Policy

The superintendent shall recommended policy changes. The superintendent
may involve appropriate staff members, patrons, community members or students

when revising or drafting new policy.

Attorney Involvement

Board policies or recommended changes thereto and rules may be submitted
to legal counsel to determine their legality before they are submitted to the board.

Policy Dissemination

Changes in board policy shall be disseminated as appropriate. The
superintendent shall ensure appropriate dissemination of current policy and
removal of obsolete policies from the board’s policy system. At least one current
policy manual shall be accessible in the central business office. Current board-
approved policies may be posted on the district website, or other website
designated by the board. Board members, district staff, patrons and others will be

encouraged to use the web site to access current board policy.
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Historical Policy Files

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

Public Input on Policy

Individuals or groups may submit proposed changes in board policy.

Action Allowed When No Policy Exists

In an emergency, when action must be taken but present policy does not
dictate appropriate action, the superintendent shall have authority to act. Any
decision shall be subject to board review at the next meeting. The
superintendent shall recommend any policy needs the incident may have created.
Approved:

KASB Recommendation 1/01; 4/07; 6/10; 3/17, 7/22

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 Recommendation — 12/00; 2/07; 4/07; 6/07; 3/17

BG Memberships BG

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

Approved:

KASB Recommendation —1/01; 4/07; 3/17; 11/18
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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 motivate all staff members to improve
the educational program and to attain the board’s goals and objectives. The
superintendent, with the board’s direction, shall endeavor to mobilize and
coordinate available resources to develop an educational program designed to
maintain continuous academic improvement and full state accreditation in all
schools.

Approved:
KASB Recommendation — 01/02; 4/07; 12/13; 3/17

CB Administrator Ethics 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 appraised by the community, professional associates, and
students. Therefore, the administrator subscribes to the following standards:

The administrator:

* Makes the well-being of students the basis for decision making and
action;
* Fulfills professional responsibilities with honesty and integrity;
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e Supports the principle of due process as required by law;

* Obeys local, state and national laws;

* Implements all board policies, rules and regulations;

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

* Avoids using an administrative position for personal gain;

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

* Seeks to improve the profession through research and continuing
professional development; and

* Honors employment contracts until fulfillment or release.

Approved:

KASB Recommendation — 01/02; 4/07; 3/17

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 description, the superintendent's
administrative subordinates have full authority to administer district programs.

Approved:

KASB Recommendation — 01/02; 4/07; 3/17

CE Superintendent of Schools CE

The superintendent is the school system’s administrative leader and shall
have, under the board’s direction, general supervision of all the schools. The
superintendent is accountable to the board and is responsible for managing the
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.
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Approved:

KASB Recommendation — 1/02; 4/07; 3/17

CEA Superintendent Qualifications CEA

The superintendent shall possess, or be eligible for, a Kansas district
leadership license.

Approved:

KASB Recommendation — 01/02; 4/07; 12/14; 3/17

CEB Superintendent’s Duties CEB

The superintendent shall be responsible to:

. serve as the district’s chief administrator;
. 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
relations;
. 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; 3/17

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 procedure 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
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evaluate the qualification of a candidate whose professional training and
experience meet district needs. The board may solicit applications from
qualified staff members and may list the vacancy with placement offices.

The board may select a professional search service who shall screen all
applications and recommend finalists to the board for interviews. The board
shall interview selected candidates. Board members may visit each finalist’s
district.

Approved:

KASB Recommendation — 01/02; 4/07; 12/14; 3/17; 11/18, 7/22

CEE Compensation and Benefits CEE

The board shall annually determine the superintendent’s compensation
and benefits. Compensation shall be based on recent performance and the
superintendent’s ability to carry out board policy.

Approved:

KASB Recommendation — 01/02; 7/03; 4/07; 3/17

CEF Expense Reimbursement and Credit Cards (See CG, GAN and KB)CEF

The superintendent’s use of a district motor vehicle and a district credit
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 receipts 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 accounting and deposit.
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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 Recommendation — 6/01; 7/02; 4/07; 6/15; 3/17

CEG Superintendent’s Professional Development Opportunities CEG

The superintendent shall keep updated on new educational practices and
shall attend educational conferences and other learning opportunities as
approved or required by the board.

Approved:

KASB Recommendation — 01/02; 4/07; 3/17

CEIl Evaluating the Superintendent (See CGI and GAK) CEIl

The board shall adopt an evaluation system that provides a basis for
formal evaluation of the superintendent’s performance. The system shall
include the evaluation form used and the process necessary to complete the
form.

The board shall evaluate the superintendent using the evaluation form in
accordance with current legal requirements for the first four years of
employment and annually for the term of the superintendent’s employment.

The superintendent’s evaluation shall be 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 include input from the

superintendent.
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Additional evaluations may be scheduled as needed. The appraisal
instrument may be used by the superintendent as a self-evaluation instrument
prior to this evaluation by the Board.

It is suggested that each individual Board member complete an appraisal
form. The president shall allow time for necessary discussion then formulate a
summary of the individual responses. The summary shall use the same format as
the individual Board member’s appraisal form. The Board president shall sign
the summary. The Board president will assure that the evaluation is presented to
the superintendent within 5 working days of completing the evaluation.

After the evaluation is complete, the individual appraisal forms shall be
destroyed. The summary and any written response from the superintendent shall

be maintained in the superintendent’s personnel file.

CEIl Evaluating the Superintendent CEI-2

The superintendent’s evaluation should be completed prior to contract
consideration.
Approved:

KASB Recommendation — 6/00; 1/02 6/04; 4/07; 3/17

CEJ Nonrenewing or Terminating the Superintendent’s Contract CEJ

The board may nonrenew or terminate the superintendent's contract.
Approved:

KASB Recommendation — 01/02; 4/07; 3/17

CEK Resignation CEK
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The superintendent may submit a resignation to the board president at a
regular or special meeting. The board shall consider the resignation in light of
the district’s needs.

Approved:

KASB Recommendation — 1/02; 4/07; 3/17

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
receiving the superintendent’s recommendations.

Approved:

KASB Recommendation — 01/02; 4/07; 3/17

CG Administrative Personnel (See CEF and GAN) 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 by the board. Administrative contracts shall be
reviewed annually. The board shall determine the terms and length of each
contract. The board’s attorney may develop and review administrator contracts.

Qualifications and Duties

The superintendent shall 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.
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Recruitment

The board delegates to the superintendent 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 recommendations to the
board. The district may pay preapproved expenses incurred by candidates
interviewed for an administrative position.

Assignment

The board shall solicit the superintendent’s recommendations in
appointment, assignment, transfer, demotion, termination or non-renewal of any

administrative personnel.

CG Administrative Personnel CG-2

Orientation

The superintendent shall conduct an appropriate administrative
orientation program.

Supervision

The superintendent shall be responsible for supervising all administrative
personnel.

Administrative Intern Program

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

Travel Expense and Reimbursement

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

Approved:
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KASB Recommendation — 01/02; 7/03; 4/07; 3/17

CGI Administrator Evaluation (See CEI and GAK) CGI

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 available only 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.

Principal Evaluation

a. Self-evaluations will be an integral part of the evaluation process.

i. Two written evaluations are required each year on principals in
his/her first or second year of employment. Evaluations should be completed
before the 60+ day of each semester.

ii. Starting with the third year of employment for the district, one
written evaluation is required for principals. This evaluation should be
completed prior to February 15.

iii. Additional evaluations may be scheduled as needed.

b. Evaluation conferences will be held between the superintendent and
principal to discuss each evaluation. Other conferences may be held as needed.
c. The evaluation should be completed prior to contract considerations.

Approved:

KASB Recommendation — 01/02; 4/07; 6/14; 3/17

CJ Hiring Consultants (See BBG, CL and ID) CJ
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The administration may use professional consultants. The board shall
approve any consultant pay in advance or may instruct the superintendent to
budget a specific amount for consultant fees.

Approved:

KASB Recommendation — 01/02; 4/07; 3/17

CK Professional Development Opportunities CK

The board encourages, and may require, administrators to attend
activities which will directly benefit the schools. The district may pay expenses
to attend meetings approved by the superintendent.

Approved:
KASB Recommendation — 01/02; 4/07; 3/17

CL Administrative Teams (See BBG, CJ and ID) CL

The board advocates the team concept of school administration.

Method of Appointment

The superintendent shall select the members of each administrative team.

Organization

The superintendent shall determine the organization of each administrative
team.

Resources

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

Financial

The superintendent may recommend an administrative team budget to the board.

Approved:
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KASB Recommendation — 01/02; 4/07; 3/17

CM Policy Implementation (See BDA, GAA and JA) CM

Administrative employees who fail to implement board policies may, by
board action, be suspended, demoted, placed on probation, nonrenewed or
terminated.

Approved:

KASB Recommendation — 6/00; 01/02; 4/07; 3/17

CN Public Records CN
(See BE, CNA, ECA, IDAE, II, HAI, JGGA, and JR et seq.)

The board shall designate a Freedom of Information Officer, the
superintendent, with the authority to establish and maintain a system of records
in accordance with the Kansas Open Records Act and other applicable laws and
may assign another district employee, clerk, to handle requests for records and
to serve as the custodian of the records. The custodian shall prominently
display and distribute or otherwise make available to the public a brochure in
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, maintained, or kept by or is in the possession of
the district, including those exhibited at public board meetings.

Central Office Records

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

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

records. (See JR et 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 general public 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 closed. Copies of open records shall be available on written request.

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 whether the record requested is an open record or is subject to an
exception by the Kansas Open Records Act. The custodian shall either grant or
deny the request.

If the custodian does not grant the request, the person requesting the
record shall receive 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 freedom of information officer shall settle
the dispute.

Each request for access to a public record shall be acted upon as soon as
possible, but not later than the end of the third business day following the date
that the request is received. If the request is not acted on immediately, the
custodian shall inform the requester, within 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 reports as requested by the superintendent or the

board.
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CN Records CN-3

The board shall annually set a fee for copies of records. Advance payment
of the expense of copying open records shall be borne by the individual
requesting the copies. Under no circumstances shall the documents be allowed
out of their usual building location without approval of the official custodian.

Revenue from copying open records will be deposited in the district’s
general fund.

Disposition

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

The clerk is designated as the official custodian of all board records
maintained by the district. The superintendent is designated as official
custodian of all district office records maintained by the district. Each building
principal is designated as official custodian of all records maintained at the
building level. In addition to those records required by law, the clerk shall be
responsible for preparing and keeping other records necessary for the district’s
efficient operation.

District employees shall follow the guidelines found in the student records
policies. (See IDAE and JR through JRD)

Retention of Documents in Certain Circumstances (See CNA)

Approved:

KASB Recommendation-6/00; 1/02; 4/07; 6/07; 12/16; 3/17

©KASB. This material may be reproduced for use in USD 448. It may not be reproduced, either in whole or in part, in any form whatsoever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation
without written permission from KASB.



CNA Document Production, Including Electronic Information * CNA
(See BCBK, BE, CN, ECA, IDAE, II, JGGA, JR et seq. 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 be destroyed.

Approved:

KASB Recommendation — 02/07; 4/07; 6/07; 3/17

* For detailed information, see Federal Rules of Civil Procedure. 34

Production of Documents, Electronically Stored Information.

CO Reports CcO
The board may require reports from the superintendent or other staff

members. The board delegates to the superintendent authority to request reports

from any staff member.

Approved:

KASB Recommendation — 01/02; 4/07; 3/17; 11/18
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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; 3/17

DB Budget Planning DB

(See DC and KBA)

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

In planning the budget, sufficient moneys shall be allocated in a manner reasonably calculated such that
all students may achieve the capacities set forth in K.S.A. 72-3218(c).
Needs Assessment
Each year, the board shall conduct an assessment of the educational needs of each
attendance center in the district. Such assessment shall be published on the school district’s website.
Information obtained from the needs assessment shall be used by the board when approving the budget of
the school district to ensure improvement in student academic performance.
The board shall annually review state assessment results and, as part of such review,
shall document the following:
* The barriers that must be overcome to have all students achieve proficiency above level 2
for grade level academic expectations on such assessments;
* Any budget actions, including, but not limited to, recommendations on reallocation of resources

that should be taken to address and remove such barriers; and
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* The amount of time the board estimates it will take for all students to achieve proficiency above
level 2 for grade level academic expectations on the state assessments if such budget actions are
implemented.

The board shall also prepare a summary of the budget. The budget, the summary of the
proposed budget, the needs assessment, and the state assessment documentation shall be on file at
the administrative offices of the school district and available on the school district’s website. Notice of
the hearing on the budget shall include a statement that the budget(s), the summary of the proposed
budget, the needs assessment, and state assessment documentation is on file at the administrative offices

of the district and available on the school district’s website.

Approved:

KASB Recommendation - 4/07; 3/17, 7/22

DC Annual Operating Budget (See DB and KBA) DC

The district budget shall be prepared by the superintendent in
cooperation with selected district employees and shall reflect the district’s
educational goals, including improvement in student academic performance as
described in board policy DB and state law.

The superintendent shall follow the adopted budget.

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

Budget Forms

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

prepared on forms provided by the Kansas State Department of Education.
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Priorities

The board will establish priorities for the district on a short-term,
intermediate, and long-range basis, taking into consideration the requirements
for budgeting.

Deadlines and Schedules

Deadlines and time schedules shall be established by the board, unless
otherwise provided by the state law.

Encumbrances

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

Recommendations

Recommendations of the superintendent and professional staff concerning
the district’s budget allocations will be presented to the board prior to
submission of the tentative draft budget.

Preliminary Adoption Procedures

A preliminary draft of the district’s budget will be submitted by the
superintendent to the board on or before August 15 each year. The superintendent will
be responsible for developing the budget cover letter. It is recommended that the letter include a
restatement of the goals and objectives of the district and a list of budget priorities. An explanation of
line line-item expenditures will be included in the letter. Fund expenditures and line categories will also
be explained in terms of how the budget meets the goals and objectives of the district and enhances
completion of priority programs. A preliminary draft of the district’s budget will be submitted by the

superintendent within a timeframe that allows the district to comply with all statutory deadlines.
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Hearings and Reviews

The board shall conduct budget hearings according to state law. The minutes of the
meeting at which the board approves its annual budget shall state a needs assessment was provided to the
board in accordance with board policy DB and state law, the board evaluated such assessment, and the
manner in which the board used such assessment in the approval of the district's budget.

District budgets, the summary of the proposed budget, the needs assessment, and the state
assessment documentation described in board policy DB shall be on file at the administrative offices of
the district and available on the district's website.

Budget Transparency

The district shall comply with the requirements of the Kansas Uniform
Financial Accounting and 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 records, forms, and information.

Management of District Assets/Accounts

The superintendent shall establish and maintain accurate, financial
management systems to meet the district’s fiscal obligations, produce useful
information for financial reports, and safeguard district resources. The
superintendent shall ensure the district’s accounting system provides ongoing
internal controls. The superintendent shall review the accounting system with
the board.

(See DB and KBA)

Approved:

KASB Recommendation - 7/03; 4/07; 6/07; 6/09; 6/15; 3/17; 6/18; 11/18; 7/22
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DE Fraud Prevention and Investigation DE

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

Reporting Fraud

An employee who suspects fraud, impropriety, 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 be made to the board president or the board's legal counsel. The
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, impropriety, or irregularity, the board shall retain control
over the investigation or may designate its legal counsel or another investigator
to act on behalf of the board in investigating the matter and reporting any
findings back to the board.

Whistleblowers

The district encourages complaints, reports, or inquiries about illegal
practices or violations 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 limited 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 complaints, reports, or inquiries under this policy or for
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participations 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 complaints, reports, or inquiries or who
otherwise abuse this policy.

Complaints, reports, or inquiries may be made under this policy on a
confidential or anonymous basis. They should describe in detail the specific
facts demonstrating the bases for the complaints, reports, or inquiries. They
should be directed to the superintendent unless otherwise provided above. If the
superintendent is implicated in the complaint, report, or inquiry, it should be
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 inquiry that is made anonymously.

Approved:

KASB Recommendation - 6/18; 11/18

DFAA Grants and other Outside Financial Resources DFAA

The board 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.

Approved:

KASB Recommendation — 6/04; 4/07; 3/17

DFAB Standard of Conduct for Federally Funded Contracts DFAB

The following standard of conduct shall be followed by board members,

district employees, officers, and their agents in an effort to eliminate conflicts
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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 participate 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 receives or 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 from vendors, contractors, or parties to subcontracts. Therefore,
these individuals would be prohibited from accepting offers for free
entertainment which would otherwise cost the individual, lodging,
transportation, gifts, or meals. However, accepting meals offered 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 $50.00 will not 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 action,
up to and including suspension or termination for employees and denial of
access to district property and activities and/or the severing of the officer or
agency relationship with the district, as appropriate.

Approved:
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KASB Recommendation — 12/16; 3/17; 11/18

DFAC Federal Fiscal Compliance (See CN, DFAA, and DFAB) DFAC

The board shall ensure federal funds received by the district are
administered in accordance with federal requirements, including but not limited
to the federal Uniform Grant Guidance. This policy outlines the district’s
responsibilities when federal funding is considered. The board designates the
superintendent as 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 and federal grant management
standards covering the receipt of both direct and state-administered federal
grants and to track costs and expenditures of funds associated with grant
awards. The superintendent, to assist in the proper administration of federal
funds and implementation of this policy, may recommend additional procedures
and regulations be adopted to supplement this policy.

The district’s fiscal management system shall be designed with strong
internal controls, a high level of transparency and accountability, and
documented procedures to ensure that all fiscal management system
requirements are met. Fiscal management standards and procedures shall assure
that the following responsibilities are fulfilled:

* Identification — The district must identify, in its accounts, all federal
awards received and expended and the federal programs under which
they were received.

* Financial Reporting — Accurate, current, and complete disclosure of

the financial results of each federal award or program must be made in
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DFAC

Federal Fiscal Compliance DFAC-2

accordance with the financial reporting requirements of the Education
Department General Administrative Regulations (EDGAR).

Accounting Records — The district must maintain records which
adequately identify the source and application of funds provided for
federally-assisted activities.

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

Budget Control — Actual expenditures or outlays must be compared
with budgeted amounts for each federal award. Procedures shall be
developed to establish determination for allowability of costs for
federal funds.

Cash Management — The district shall maintain written procedures to
implement the cash management requirements found in EDGAR.
Allowability of Costs — 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 work performed 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 a records 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 federal fiscal records
documenting:

* Amount of federal funds,

* How funds are used,

* Total cost of each project,

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

¢ Other records to facilitate an effective audit,

e Other records to show compliance with federal program requirements,

and

* 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 Comptroller General of the United States, and the pass-through
entity, or any of their authorized representatives, the right of access to any
documents, papers, or other district records which are pertinent to the federal
award. The district shall also permit timely and reasonable access to the
district’s personnel for interview and discussion related to such documents.
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DFAC Federal Fiscal Compliance DFAC-4

Records shall be retained for a minimum of three (3) years from the date
on which the final Financial Status Report is submitted, or as otherwise
specified in federal law or in the requirements of the federal award, unless a
written extension is provided by the awarding agency, cognizant agency for
audit, oversight agency for audit, or cognizant agency for indirect 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 Monitoring

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

* Assess the risk of noncompliance.

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

* Ensure the district’s records are adjusted to cure recordkeeping issues
discovered through the subrecipient’s audits, on-site reviews, or other
monitoring.

Compliance Violations
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Employees and contractors involved in federally funded programs and
subrecipients shall be made aware that failure to comply with federal law,
regulations, or terms and conditions of a federal award may result in the
federal awarding agency or pass-through entity imposing additional conditions
or terminating the award in whole or in part.

Approved:

KASB Recommendation — 6/17; 11/1

DFE Investment of Funds DFE

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

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

Posting Securities

All investments of district monies shall be secured to 100% of the
amount of district monies by F.D.I.C. coverage, a pledge of direct federal
obligations or direct guaranteed federal agency deposits in accordance with
requirements of state law. Exceptions to the required 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 and the maturity date of each investment.

All banks and savings and loan associations with main or branch offices
located within district shall be given an opportunity to bid on all monies offered
for investment. All bids shall be specified on the basis of simple interest.

Distribution of monies for investment shall be as follows:
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The treasurer or other person designated by the board shall inform each
eligible bank and savings and loan association of the total amount of money to
be invested on a specified date and the maturity date of the investment.

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.

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 be eligible 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, to accept
the funds, shall be invested in secured deposits in banks or savings and loans
which have offices located in counties in which a part of the school district is
located or in adjoining counties.

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

Monies available for reinvestment as a result of maturities may be
reinvested with the bank or association holding 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 re-offer.
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In the event of identical high bids, the allocation of monies to be
invested between the high bidders shall be at the discretion of the
superintendent.

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, carried to five decimal places (.11111); the
amount of monies the bank or savings and loan association is willing to accept
at the rate bid.

To be eligible to receive invested funds or deposits from the district, any
otherwise eligible bank or savings and loan association shall have on file in the
office of the district treasurer a letter requesting its inclusion in the bidding
process and providing proper assurance of compliance with requirements of
applicable laws and board policy relating to maintenance of proper security and
assurance of its membership in good standing consistent with current federal
regulations. The superintendent shall report monthly to the board on the
district's investments.

Approved:

KASB Recommendation - 6/06; 4/07; 3/17; 6/18; 11/18

DFG Fees, Payments and Rentals (Sce KG) DFG

Proceeds from fees for building or equipment use or rental will be
credited to the general fund.
Approved:

KASB Recommendation - 4/07; 3/17

©KASB. This material may be reproduced for use in USD 448. It may not be reproduced, either in whole or in part, in any form whatsoever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation
without written permission from KASB.



DFK Gifts and Bequests DFK

Income derived from gifts and bequests will be credited, as specified by
the board.
Approved:

KASB Recommendation - 4/07; 3/17; 11/18

DFM Equipment and Supplies Sales (See KK) DFM

Excess or unusable district-owned equipment and supplies will be
disposed of at the discretion of the board.
Approved:

KASB Recommendation - 4/07; 3/17

DH Bonded Employees DH

The board shall purchase a blanket fidelity bond for school employees.
The amount of the bond shall be determined by the board.

A position bond in the amount of $50,000.00 per incident is required for
the treasurer, clerk and superintendent. A position bond may be purchased by
the board for district employees as follows:

* Building principals

* Building secretary(s)

* Other employees as the board may direct.
Approved:

KASB Recommendation — 9/04; 4/07; 3/17; 11/18
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DIC Inventories DIC

An accounting will be made annually for all district-owned personal
property.An inventory record system shall be developed by the superintendent.
All inventory records shall be annually updated showing deletions and additions,
the estimated value, original cost (where available), date of purchase, serial
numbers (where available) and location and condition of each piece of district-
owned personal property.

Each building principal shall take an annual inventory of district-
owned personal property under 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; 3/17; 6/18; 11/18

DJB Petty Cash Accounts DJB

The board may establish petty cash accounts by resolution. All petty
cash funds will be audited annually at the same time as the general fund budget.
The board shall also receive monthly reports of the expenditures from and
reimbursements to each petty cash account.

Approved:
KASB Recommendation - 4/07; 3/17; 6/18; 11/18
DJE Purchasing DJE

The purchasing, receiving, storing and distribution of supplies,

equipment and services for use in the district shall be managed efficiently and

economically.
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Purchasing Authority

The board shall appoint a purchasing agent for the district.
Approved:

KASB Recommendation - 4/07; 3/17

DJEB Quality Control DJEB

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

Specifications

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

Standardization

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

Quantity Purchasing

Quantity purchasing is encouraged.
Approved:

KASB Recommendation - 4/07; 3/17; 6/18; 11/18

DJED Bids and Quotations Requirements DJED

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

The purchasing agent shall develop and maintain lists of 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 purchasing agent.
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A copy of this policy shall be given to all bidders upon request.
All bids and supporting documentation shall be retained in the district
office with the clerk for a period of three years after bids have been opened.

Bid Specifications

All bid specifications shall be written by the district’s purchasing agent
and shall include required characteristics and quality standards. Specifications
shall include, when necessary: required performance, surety, bid, and statutory
bond information; compliance with preferential bid law; financial statements;
the board’s right to reject any or all bids; compliance with all federal, state, and
local laws, ordinances, and regulations; the date, time, and place for the opening
of bids; and other items as the board directs.

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 specifications, all
bids shall be returned unopened, and 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 marked in the lower
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 be present when the
bids are opened.

Bids may be opened by the purchasing agent or other person designated
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.
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Responsible Bidder

All bids shall be awarded to the lowest responsible bidder. The board
remains the sole judge of whether a bidder is “responsible.” Criteria that may
be used to judge whether the bidder is responsible by way of illustration and not
limitation, are: financial standing, reputation, experience, prior working
relationship with the district, resources, facilities, judgment, and efficiency.

The board may investigate whether the bidder is responsible by using
information at hand to form an intelligent judgment, such as, but not necessarily
limited to, the district’s architect, previous clients of the bidder, their own
investigation, or an outside investigation agency.

Withdrawal of Bids

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

Any bid received after the publicized date and time shall not be
considered by the board.

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 informalities in or
reject any parts of a bid.

Multi-State Purchasing Pools

The board may participate in multi-state purchasing pools.
Approved:

KASB Recommendation — 7/03; 4/07; 3/17; 6/18; 11/18
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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 agent by the
designated deadline. After a purchase order has been issued, the number of the
purchase order shall be recorded on the requisition, and the number of the
requisition shall be recorded on the purchase order. After processing, the
original copy of the requisition shall be filed in the office of the purchasing
agent in numerical sequence. 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 manner would include, but may not be limited
to, the use of the school or district’s name, letterhead, purchase order, fund,
credit card, and/or check.

Approved:
KASB Recommendation - 4/07; 6/16; 3/17; 6/18; 11/18

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 authorized to sign
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 as extended; clear delivery instructions which include time and place; a
signature of the purchasing agent and budget account code number; and the

appropriate address and telephone number.
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All purchase orders shall be numbered in sequence; sufficient copies will
be made to meet distribution requirements.

A verbal order, subject to subsequent confirmation by a written purchase
order, may be issued only in cases where a bona fide emergency exists.
Whenever possible, a purchase order number should be given to the supplier. A
confirming requisition/purchase order shall be issued immediately thereafter and
clearly marked as such.

Approved:

KASB Recommendation - 4/07; 3/17

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 bills in advance
of any board meeting in order to avoid a penalty for late payment or to take
advantage of any early payment discount.

Approved:

KASB Recommendation - 4/07; 3/17
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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 than
$20,000. The board shall receive reports on any contracts.

Approved:

KASB Recommendation - 6/01; 6/06; 4/07; 3/17

DJFAB Administrative Leeway DJFAB
(See 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; 3/17

DK Student Activity Fund Management (See JGHB, JH and JL) 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 respective attendance centers. No funds shall be expended
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.
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All student activity funds will be audited annually at the same time as
the general fund budget.

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

Receipts shall be kept for all revenue deposited into 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 account maintained 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 shall have an employee in charge of the fund.

The employee shall be responsible for making a monthly report to the
superintendent and the board.

The monthly student activity report shall show opening and closing
balances of each fund. The report shall also show the total amount of deposits
and an itemized list of expenditures.

Approved:

KASB Recommendation - 4/07; 3/17
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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 have negative 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 individual owes 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 not been 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 within ten 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 statutes, the
superintendent or superintendent’s designee may turn the matter over to 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

Option 1:

The superintendent or the superintendent’s designee is authorized to
request charges to be filed against a person or persons giving worthless or
insufficient fund checks to the school district. In addition, the board adopts the

following procedures for dealing with returned checks in the school setting.

©KASB. This material may be reproduced for use in USD 448. It may not be reproduced, either in whole or in part, in any form whatsoever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation
without written permission from KASB.



Once the person is notified of the first returned check via U.S. First Class

Mail, if restitution is made within five working days from the notification being

mailed, there will be no charge for a returned check. If after a second

notification is

sent, restitution is not made within an additional five working

days, a fee of $10.00 will be charged.

Option 2:

If a person has a second returned check, he/she will be notified
and assessed a $15.00 fee, providing restitution is made within
five working days. After the second notification is mailed
concerning the second returned check, a fee of $20.00 will be
assessed.

For a third returned check, the person will be notified, assessed
a $30.00 fee, and informed that the district and its schools will
not accept any future checks from such person. All future
payments to the district or individual schools would then need to
be in the form of cash, cashier's check, or credit/debit card
payment.

If restitution of the third check is not made within five working
days from mailing the final notification, the superintendent or
superintendent’s designee will be notified, and the
superintendent or superintendent’s designee may turn the matter

over to the county attorney for legal action.

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.

Approved: KASB Recommendation — 12/16; 3/17; 6/18; 11/18
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EA Goals and Objectives EA

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

The superintendent has authority to manage the district's business affairs.
Approved:

KASB Recommendation - 04/07; 3/17

EB Buildings and Grounds Management EB

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

The superintendent shall develop a comprehensive program which will
ensure proper maintenance of all district-owned property.
Approved:

KASB Recommendation - 04/07; 3/17

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 also purchase insurance covering loss resulting from student
participation in a work-based learning program authorized by the district. The
board may authorize the district to join a group-funded pool to provide

insurance coverage for the district.
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The district may designate one or more insurance agents of record. The
superintendent may work with the insurance agent of record or group-funded
pool to develop adequate insurance programs and/or proposals covering the
district's employees and property.

Approved:

KASB Recommendation - 04/07; 3/17; 7/22

EBB Safety (See JBH) EBB
The district shall make reasonable efforts to provide a safe environment
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 teach a unit
each year or semester dedicated to safety rules inherent in the particular subject
matter.

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

No student will be permitted to participate in the class until satisfactory
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 cooperate with local government officials,
emergency preparedness authorities, and other related state agencies to maintain
adequate disaster warning systems.

Safety Inspections
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The superintendent, building principals, and maintenance personnel will
regularly inspect each attendance center, playground and playground equipment,

boilers, bleachers, and other appropriate areas to see that they are adequately

maintained.
EBB Safety EBB-2

If repairs are necessary, the 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.

Heating and Lighting

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

The use of space heaters in district buildings is permitted so long as all
heaters are: UL listed and approved; plugged directly into the wall outlet and
not used with an extension cord; and have a 3 foot clearance from any
combustible items that may catch fire. Combustible items include, but are not
limited to, paper products, clothing, and blankets. Staff members who wish to
bring their own space heater shall first get the approval of their immediate
supervisor.

Approved:

KASB Recommendation-7/96; 04/07; 6/14; 3/17; 11/18

EBBA Hazardous Waste Inspection and Disposal EBBA

Inspection

Regular inspection of district facilities for hazardous waste shall be

conducted by the superintendent or designee.

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

Approved:

KASB Recommendation - 4/07; 12/14; 3/17

EBBD Evacuations and Emergencies (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 superintendent or acting
superintendent.

School will not be dismissed early because of an emergency when the
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 supervision. The
staff shall remain on duty to supervise students during this time. Parents may
come to school and pick up their children. Students shall be released according
to board policy for release of students during the school day.

School-Closing Announcements

When the superintendent believes the safety of students is threatened by
severe weather or other circumstances, parents and students shall be notified of
school closings or cancellations by announcements made over radio/TV
station(s), &/or via the district's communication system. The employees of the
district will be notified via district communications (when possible) by 6:30
a.m. on days that school will not be in session due to inclement weather.

Bomb Threats
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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

EBBD Evacuations and Emergencies EBBD-2

followed. If it is determined that no danger exists to the students’ safety and if
there is time remaining in the school day, school shall be resumed.

As necessary, the administration shall monitor the potential for severe
weather and notify staff and students if precautions need to be taken.

Planning for Emergencies

Each building principal shall develop appropriate emergency procedures
which shall be included in the district’s crisis plans. As appropriate, portions
of the crisis plan developed shall be held in strict confidence by staff members
having direct responsibility for implementing the plan.

Approved:

KASB Recommendation—-7/96; 4/07; 3/17; 11/18

EBBE Emergency Drills EBBE

Building principals shall be responsible for scheduling and conducting
emergency drills as required by law and for ensuring students are instructed in
the procedures to follow during the emergency drill and in an actual emergency.

Each building principal shall develop plan for specific emergency drills

required by law. The plan shall include specific arrangements for the
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evacuation of mobility impaired and other individuals who may need assistance
from staff members to safely exit the building.
Each principal shall conduct briefings with the staff concerning the

emergency plan.

At least one of the three tornado drills required by law shall be held
prior to the tornado season beginning each April.
Approved:

KASB Recommendation—-7/96; 4/07; 3/17

EBBF Crisis Planning (See EBBD) EBBF

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

A copy of the plan shall be on file in each 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 administration. If a
plan is implemented, the board shall receive a report on how well the plan
worked. If necessary, the report shall include recommended changes.

Approved:

KASB Recommendation—-7/96; 4/07; 3/17

EBC Security and Safety EBC
(See JCAC, JCDBB, JDD, JDDB, JDDC, JGGA, and KGD)
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Security devices may be installed at district attendance centers. Other
measures may be taken to prevent intrusions or disturbances from occurring in
school buildings or trespassing on school grounds. The district will cooperate
with law enforcement in security matters and shall, as required by law and by
this policy, report felonies and misdemeanors committed at school, on school
property or at school-sponsored 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 enforcement, any district
employee who knows or has reason to believe any of the following has occurred
at school; on school property; or at a school-sponsored activity, program, or
event shall immediately report this information to local law enforcement.

Reportable events would include:

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

e 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 be notified prior to
contacting law enforcement unless an immediate health or safety emergency
exists.

Reporting Certain Students to Administrators and Staff

Administrative, professional, or paraprofessional employees of a school
who have information that any of the following has occurred shall report the

information and the identity of the student responsible to the superintendent.

EBC Security and Safety EBC-2
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Reportable events include:

* A student being expelled for conduct which endangers the safety of
others;

* A student being expelled for commission of felony type offenses;

* A student being expelled for possession of a weapon;

* A student being adjudged to be a juvenile offender for an offense, which,
if committed by an adult, would constitute a felony, except a felony theft

offense involving no direct threat to human life;

* A student being tried and convicted as an adult for any felony, except
theft involving no direct threat to human life.

The superintendent shall investigate the matter and, if it is confirmed,
the superintendent shall provide appropriate information and the identity of the
student responsible to all employees who are involved in or likely to be directly
involved in teaching or providing related services to the student.

Staff Immunity

No board of education, board member, superintendent of schools, or
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.

EBC Security and Safety EBC-3

Approved:

KASB Recommendation-7/96; 6/98; 6/99; 7/03; 4/07; 6/16;3/17

EBCA Vandalism EBCA

Vandalism Protection

©KASB. This material may be reproduced for use in USD 448. It may not be reproduced, either in whole or in part, in any form whatsoever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation
without written permission from KASB.



All school personnel shall report any vandalism to their immediate
supervisor. School personnel are expected to lock or otherwise secure any files,
records, safes or similar compartments at 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 restitution according to law for loss and damage
sustained by the district.

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

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

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

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

legal action.

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
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The board may offer a reward for information leading to the discovery,
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 shall conform to the following:

The board of education, as authorized by K.S.A. 12-1672a,
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
responsible for acts of vandalism on property, real or
personal, owned by the school district or rightfully located
on school district premises by its employees or students.

Persons having any knowledge are urged to contact the
superintendent of schools at , , KS

, telephone . The board reserves the

right to determine the deserving recipients of the reward in
the event of corroborating and supplementary information.

Approved:

KASB Recommendation — 12/00; 4/07; 3/17

EBCB Control of Keys EBCB

The following procedures will be used in securing district property.

* Employees will be provided with only those keys necessary to access

their individual work areas.

* The control of keys will be strictly monitored by employees to avoid

keys being lost or dispersed to unauthorized persons.

* The building principals shall document the whereabouts of all keys and
inventory the keys at least once per year. (i.e., employee check-out in
the spring).

* All keys will be stamped “Do Not Duplicate” to prevent unwanted

duplication and disbursement of keys.
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* Keys will not be loaned to students, patrons or any unauthorized party
without the authorization of the building principals or the
superintendent.

Approved:

Recommendation- 3/17

EBE Cleaning and Maintenance Programs EBE

The superintendent shall develop building and grounds cleaning and
maintenance programs. The plans shall be shared with the appropriate
administrators and classified staff.

Sanitation

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

Cleaning, sanitation and routine maintenance plans shall be developed by
the superintendent and may be published in the appropriate handbook(s) or job
descriptions and/or employment contracts.

Approved:

KASB Recommendation - 4/07; 3/17

EBI Long-Range Maintenance Program EBI

The superintendent shall develop priority lists outlining long-range
maintenance of school property, buildings and grounds.
Approved:

KASB Recommendation - 4/07; 3/17
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EBJ Records EBJ

All records pertaining to district-wide maintenance costs shall be filed in
the central office. When practical, a cost analysis of existing and proposed
maintenance programs shall be developed by the superintendent.

Approved: KASB Recommendation - 4/07; 3/17

ECA HIPAA Policy ECA

(See BCBK, BE, CN, CNA, IDEA and JR et seq.)

The district shall comply with all applicable Health Insurance Portability
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 regarding HIPAA requirements.

Compliance Required

All staff shall abide by HIPAA requirements and maintain the
confidentiality of protected health information. The district shall provide
notice to staff and students as required by law.

Approved:

KASB Recommendation — 7/03; 4/07; 3/17

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.
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Any duplication of copyrighted materials by 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; 3/17

EDAA School Buses and Vehicles EDAA
(See ED, JBCA, and JGG)

Use of buses and other school vehicles by the district shall conform to
current law. School buses and other school vehicles will not be loaned, leased,
or subcontracted to any person, groups of persons, or organizations except as
allowed by law and BOE policy, subject to board approval.

Liability

All school vehicles will be adequately insured.

Safety

For the purposes of this policy, “school transportation provider” is
defined to include school bus drivers, school passenger vehicle drivers, and
other school employees who may transport students.

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

Students or other 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 administrator. Violations of these policies and/or rules may result in
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disciplinary action by school officials or reports to law enforcement as
appropriate.

Speed Limits

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

Safety Inspection

The superintendent or the superintendent’s designee shall be

responsible for bus and other transportation inspections.

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 school transportation provider will keep accurate records
pertaining to each assigned vehicle. The types of records shall be developed by
the superintendent or the superintendent’s designee.

Any record developed by the administration for the purpose of
monitoring vehicle use will include, but 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 signed
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by each driver at the conclusion of each trip and submitted to the person
responsible for collection of these records.

Licensing of Drivers

It shall be the responsibility of all school transportation providers to
provide proof of a wvalid driver’s license appropriate for the vehicle(s) to be
driven for the district to the superintendent or the superintendent’s designee at
the beginning of each school year. If a school transportation provider's license
is suspended or revoked at any time, the suspension or revocation shall be
reported to the superintendent, and the employee shall immediately cease
driving a school vehicle and transporting students.

School transportation providers shall be provided access this policy
annually.

Housing of School Vehicles

All school wvehicles 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 vehicles are assigned to designated employees, the employee
shall be responsible for the proper care, maintenance, and housing of the vehicle
at a district-owned site, while on school business, 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 school vehicles in transporting district students to summer
athletic activities such as, but not limited to, camps, All Star games, 7-on-7,

summer league games, and other school approved events.
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Any staff requests for such use shall be submitted to the superintendent
or the superintendent’s designee at least two weeks prior to the event and shall
include information concerning the time, date, and duration of trip; the purpose
of the transportation; the projected number of students requiring transportation
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

transport.

EDAA School Vehicles EDAA-4

The superintendent may grant or deny such requests after taking into

consideration the following factors:

. the expense of providing requested transport;

. the availability of funds for such purpose;

. the availability of adequate school staff to chaperone and/or provide
transportation;

. the availability of and/or the coverage of liability insurance for this
purpose;

. priority of assignment and availability of necessary vehicles;

. Title IX and other fairness considerations in granting use or repeated

use to a particular group of student participants; and
. other good cause as determined by the superintendent or the
superintendent’s designee.
Approved:
KASB Recommendation — 7/03; 4/07; 6/10; 12/13; 6/15; 3/17; 7/22
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EDDA Special Use of School Buses (See ED) EDDA

The board may allow for special uses of district buses using guidelines
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 buses under
this policy are responsible for the care and cleaning of the buses, and for the
supervision of passengers. The types of groups allowed, and the restrictions
placed on the activities these groups may sponsor while using district
transportation, shall be approved by the board and filed with the clerk. Groups
allowed use of district buses may not travel outside Kansas.

Special uses will not be approved without insurance coverage.

Request to Rent School Buses

If approval is granted to rent a district school bus, the following

stipulations shall be met:

* Current state mileage rate for buses, with a minimum of $50.00 per
rented unit.

e Driver expense shall be reimbursed to the district by the group
requesting the bus rental. The superintendent shall approve the
driver(s) of the rented vehicles.

* Fuel costs shall be reimbursed to the district by those renting the
vehicle.

* The superintendent shall have the prerogative to request the renting

group to make a deposit to cover internal or external damage to the
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vehicle. In the event the vehicle sustains no damage, this deposit shall
be returned to the renter.

* Should additional insurance be required of the district due to the rental
of a bus(es), the group shall be required to reimburse the district for
the cost of the additional coverage.

* A group shall be made up of primarily district students or patrons as
outlined below:

* Parents and/or other adults when traveling to or from school-
related functions or activities;

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

* Persons engaged in field trips related to an adult education
program maintained by the district;

* Governing bodies of townships, city or county who transport
individuals, groups or organizations;

* Nonpublic school students when traveling to or from
interschool or intraschool functions or activities;

* Community college students enrolled in the community college
to or from attendance at class at the community college or to
and from functions or activities of the community college.

* A four-year college or university, area vocational school, or
area vocational-technical school for transportation of students
to or from attendance at class at the four-year college or
university, area vocational school or area vocational-technical
school, or for transportation of students, alumni and other
members of the public to or from functions or activities of
these organizations;
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* Public recreation commissions, if travel is to or from an activity related to
the operation of the commission;

Another school district if there is a cooperative and shared-cost arrangement
with that district.
Approved:

KASB Recommendation—-7/96; 9/97; 4/07; 3/17: 11/18

EE Food Services Management EE

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

Records

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

The supervisor shall be under the direct supervision of the superintendent
and shall have control over all aspects of the district's food service programs
subject to board policy, rules and state and federal 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 must 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 meal charging requirements are as follows.
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A charge account for students paying full or reduced price for meals may
be established with the district. Students may charge no more than $15
worth of meals to this account. 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 paid in 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 alternate meal consisting of a 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 negative balance is not received within 5 working days
of the maximum charge limit being attained, the debt will be turned over to the
superintendent or superintendent’s designee for collection in accordance with
board policy DP. If the debt is 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.

Payments for school meals may be made at the school or district office or
online at www.usd448.com. 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 year and to families and
students that transfer into the district at the time of transfer. The terms of this

policy will also be communicated to all district staff responsible for enforcing
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any aspect of the policy. Records of how and when it is communicated to
households and staff will be retained.
Approved:

KASB Recommendation - 4/07; 12/16; 3/17; 11/18

EF Data Management EF

Data Dissemination

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 proper request, subject to the
approval of the board or provisions of law.

Approved:
KASB Recommendation - 4/07; 3/17

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 Recommendation - 4/07; 3/17

FB Building Committees FB

Building committees may be appointed by the board to assess general or
specific facility needs and to advise the board.

Approved:
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KASB Recommendation - 4/07; 3/17

FC Memorials, Funerals, and Naming of District Facilities (See KG) FC

Requests to wuse district buildings and/or facilities for displaying
permanent memorials, hosting funeral or memorial services, or honoring a
person with its name shall be considered in accordance with the following
provisions.

Memorials

As places designed primarily to support learning, school sites should not
serve as the main venue for permanent memorials for students or staff.
Permanent 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.

Funerals and Memorial Services in The District Facility

Use of school facilities for funerals or memorial services is discouraged.
If requests are made to hold funeral or memorial services at district facilities,
such requests will only be considered if any services are scheduled after school
has dismissed for the day or on weekends.

The superintendent shall handle requests for funeral and memorial
services.

Naming of Facilities

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 an outstanding contribution to the school or the school system.
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The board shall consider naming requests after they are recommended by the
superintendent.
Approved:

KASB Recommendation - 6/13/ 6/16; 3/17; 7/22

FD Capital Outlay Long Range Planning FD

The board directs the administration to develop long-range plans and
reliable methods to project capital outlay needs. The long-range 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 recommendations concerning the
district's capital outlay needs to the board annually.

Approved:

KASB Recommendation—-7/96; 4/07; 3/17; 11/18

FDB Long Range Needs Determination FDB

The board and administration may periodically conduct district-wide
assessments to evaluate facility use, to project future building needs, or to
recommend that facilities be closed. A task force may be appointed to assist
with the study.

Approved:

KASB Recommendation - 4/07; 3/17

GA Personnel Policy Organization GA

These policies are arranged in the following manner:
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* GA policies apply to all employees.
* GB policies apply to teachers and other licensed staff covered by the
negotiated agreement.
* GC policies apply to classified/non-licensed staff.
Approved:

KASB Recommendation - 2/98; 1/05; 4/07; 3/17

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 the children of the school
district. To this end, these personnel policies are designed to prevent
misunderstanding by the district’s personnel of their duties, responsibilities,
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 Recommendation - 2/98; 4/07; 12/13; 3/17

GAAA Equal Employment Opportunity and Nondiscrimination GAAA

The board shall hire all employees on the basis of ability and the
district’s needs.
The district is an equal opportunity employer and shall not discriminate

in its employment practices and policies with respect to hiring, compensation,
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terms, conditions, or privileges of employment because of an individual’s race,
color, religion, sex, age, disability, or national origin.
Inquiries regarding compliance may be directed to the Superintendent,

404 S. Main, Inman, Kansas 67546, 620-585-6424 or to:

Equal Employment Opportunity Commission
400 State Ave., 9th Floor

Kansas City, KS 66101

(913) 551-5655

or

Kansas Human Rights Commission
900 SW Jackson, Suite 568-S
Topeka, KS 66612-1258

(785) 296-3206

or

United States Department of Education
Office for Civil Rights

One Petticoat Lane

1010 Walnut Street, Suite 320

Kansas City, Missouri 64106
Approved:

KASB Recommendation - 2/98; 8/98; 6/06; 4/07; 12/15 3/17

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, religion, sex, age, national origin or disability. Except as otherwise
provided in this policy and board policies GAAC, JGEC, and KNA, any incident
of discrimination in any form shall promptly be reported to an employee’s
immediate supervisor, the building principal or the district compliance

coordinator for investigation and corrective action by the building or district
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compliance officer. Any employee who engages in discriminatory conduct shall
be subject to disciplinary action, up to and including termination.

Discrimination against any individual on the basis of race, color,
national origin, sex, disability, age, or religion in the admission or access to, or
treatment or employment in the district’s programs and activities is prohibited.
The Superintendent, 404 S. Main, Inman, Kansas 67546, 620-585-6424 has been
designated to coordinate compliance with nondiscrimination requirements
contained in Title VI and Title VII of the Civil Rights Act of 1964 except
discrimination on the basis of sex, Section 504 of the Rehabilitation Act of
1973, and The Americans with Disabilities Act of 1990, the Age Discrimination
Act of 1975, the Personal Responsibility Work Opportunity Reconciliation Act
of 1996, and the Food Stamp Act of 1977 as amended.

Complaints regarding alleged discrimination on the basis of sex, as
prohibited by Title IX of the Education Amendments of 1972 and other federal
and state laws regulating such discrimination and discriminatory harassment,
shall be handled in accordance with the procedures outlined in board policies
GAAC and JGEC and shall be directed to the Title IX Coordinator
(Superintendent). More information may be obtained on discrimination on the
basis of sex by contacting the Title IX Coordinator.

Complaints of discrimination should be addressed to an employee’s
supervisor or to the building principal or the compliance coordinator.
Complaints against the superintendent should be addressed to the board of
education.

Unless otherwise provided herein, complaints of discrimination will be

resolved using the district’s discrimination complaint procedures in policy KN.
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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.

Approved:

KASB Recommendation - 2/98; 8/98; 4/07; 6/09; 6/15; 3/17, 7/20

GAAC Sexual Harassment (See GAF and JGEC) GAAC

The board of education is committed to providing a positive and
productive working and learning environment, free from discrimination on the
basis of sex, including sexual harassment. The district does not discriminate on
the basis of sex in admissions, employment, or the educational programs or
activities it operates and is prohibited by Title IX from engaging in such
discrimination. Discrimination on the basis of sex, including sexual harassment
will not be tolerated in the school district. Discrimination on the basis of sex of
employees or students of the district by board members, administrators, licensed
and classified 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 sex under
Title IX of the Education Amendments of 1972, Title VII of the Civil Rights Act
of 1964, and the Kansas Acts Against Discrimination. All forms of sexual
harassment are prohibited at school, on school property, and at all school-

sponsored activities, programs or events. Sexual harassment against individuals
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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, employee, or third
party (visitor, vendor, etc.) to sexually harass any student, employee, or other
individual associated with the school. It shall further be a violation for any
employee to discourage a student or another employee from filing a complaint,
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.
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GAAC Sexual Harassment GAAC-2

Sexual harassment shall include conduct on the basis of sex involving
one or more of the following: (1) A district employee conditioning the
provision of an aid, benefit, or service of the district on an individual’s
participation in wunwelcomed sexual conduct; (2) unwelcomed conduct
determined by a reasonable person to be so severe, pervasive, and objectively
offensive that it effectively denies a person equal access to the district’s
educational program or activity; or (3) sexual assault, dating violence, domestic
violence, or stalking.

Sexual harassment may result from verbal or physical conduct or writ-
ten or graphic material. Sexual harassment may include, but is not limited to:
verbal harassment or abuse of a sexual nature; pressure for sexual activity;
repeated remarks to a person, with sexual or demeaning implication; unwelcome
touching; or suggesting or demanding sexual involvement accompanied by
implied or explicit threats concerning an employee’s job status.

The district encourages all victims of sexual harassment and persons
with knowledge of such harassment to report the harassment immediately.

Complaints of sexual harassment will be promptly investigated and resolved.

Any person may make a verbal or written report of sex discrimination by any
means and at any time. The Superintendent has been designated to coordinate
compliance with nondiscrimination requirements contained in Title 1X of the
Education Amendments of 1972, Title VII of the Civil Rights Act of 1964
regarding discrimination on the basis of sex, and the Kansas Act Against
Discrimination. Information concerning the provisions of these Acts, and the

rights provided thereunder, are available from the Title IX Coordinator.
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Inquiries about the application of Title IX to the district may be referred to the
Title IX Coordinator; to the Assistant Secretary for Civil Rights at the U.S.
Department of Education, Office of Civil Rights, 400 Maryland Avenue, SW,

Washington D.C. 20202-1100, (800)421-3481, or at OCR@ed.gov; or both.

Response to Harassment Complaints: The district takes all reports of
sexual harassment seriously and will respond meaningfully to every report of
discrimination based on sex, including sexual harassment, of which the district
has actual knowledge. Employees who believe they have been subjected to
sexual harassment should discuss the problem with their immediate supervisor.
If an employee’s immediate supervisor is the alleged harasser, the employee
should discuss the problem with the building administrator or the Title IX
Coordinator. All employees receiving reports of alleged sexual harassment shall

notify the Title IX Coordinator.

Definitions

The following definitions apply to the district in responding to
complaints of sexual discrimination including sexual harassment as defined by
Title IX of the Education Amendments of 1972, Title VII of the Civil Rights Act

of 1964, and the Kansas Act Against Discrimination.

The “complainant” means an individual who is alleged to be a victim of

conduct that could constitute sexual harassment.

“Dating violence” means violence committed by a person who is or has
been in a social relationship of a romantic or intimate nature with the victim

where the existence of such a relationship shall be determined based on a
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consideration of the length of the relationship, the type of relationship, and the

frequency of interaction between the persons involved.

The “decision-maker” reviews all the evidence and prepares an
impartial written responsibility determination as to whether the alleged conduct
occurred and provides an opportunity for the parties and their representatives to
prepare written questions to be answered by the other party. The decision-maker

shall not be the Title IX Coordinator or investigator.

“Domestic violence” includes crimes of violence committed by a person
who is a current or former spouse, partner, person with whom the victim shares
a child, or who is or has cohabited with the victim as a spouse or partner, by a
person similarly situated to a spouse of the victim under Kansas or applicable
federal law, or by any other person against an adult or youth victim having

protection from such person’s acts by Kansas or applicable federal law.

A “formal complaint” means a document filed by a complainant or
signed by the Title IX Coordinator alleging sexual harassment against a
respondent and requesting that the district investigate the allegation of sexual

harassment.

The “investigator” is the person who carries out the investigation after
the formal complaint is filed and conducts interviews of the witnesses, collects

and documents evidence, and drafts an investigative report.

A “respondent” is an individual who has been reported to be the

perpetrator of conduct that could constitute sexual harassment.
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“Sexual assault” means an offense classified as a forcible or
nonforcible sex offense under the uniform crime reporting system of the Federal

Bureau of Investigation.

“Stalking” means engaging in a course of conduct directed at a specific
person that would cause a reasonable person to fear for his or her safety or the

safety of others or to suffer substantial emotional distress.

The “Title IX Coordinator” is the individual designated at the district
level who has responsibility to coordinate compliance with Title IX of the
Education Amendments of 1972, Title VII of the Civil Rights Act of 1964
regarding discrimination on the basis of sex, and the Kansas Act Against
Discrimination. The Title IX Coordinator’s responsibilities include, but are not
limited to: developing materials and ensuring professional development occurs
for staff involved in Title IX compliance, creating systems to centralize records,
gathering relevant data, contacting the complainant (and/or parents or
guardians, if applicable) once the district has actual knowledge of alleged
sexual harassment, coordinating the implementation of supportive measures,
signing a formal complaint to initiate a grievance process, and ensuring any

remedies are implemented.

The Title IX Coordinator, any investigator, decision-maker, or any
person who facilitates an informal resolution process shall not have a conflict of
interest or bias for or against the complainant or respondent. These individuals
shall receive training on the definition of sexual harassment; the scope of the
education program and activities; how to conduct an investigation, including
appeals and informal resolution processes; and how to serve impartially,

including by avoiding prejudgment of the facts, conflicts of interest, and bias.
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Decision-makers shall receive training on issues of relevance of questions and
evidence, including when questions and evidence about the complainant’s sexual
predisposition or prior sexual behavior are not relevant. Investigators shall
receive training on issues of relevance of questions and evidence in order for

them to create investigative reports that fairly summarize relevant evidence.

Sexual harassment shall include conduct on the basis of sex involving
one or more of the following: (1) A district employee conditioning the
provision of an aid, benefit, or service of the district on an individual’s
participation in wunwelcomed sexual conduct; (2) unwelcomed conduct
determined by a reasonable person to be so severe, pervasive, and objectively
offensive that it effectively denies a person equal access to the district’s
educational program or activity; or (3) sexual assault, dating violence, domestic
violence, or stalking.

Complaints received will be investigated to determine whether, under
the totality of the circumstances, the alleged behavior constitutes sexual
harassment 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 persistence. Behaviors 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 stop it and prevent its reoccurrence.

Any employee who witnesses 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
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incidents of sexual harassment to appropriate school 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.

The Title IX Coordinator shall promptly respond in a meaningful way to any
reports of sexual discrimination including sexual harassment of which the

district has actual knowledge as follows:

* Contact the complainant within 10 business days and discuss the
availability of supportive measures, with or without the filing of a
formal complaint, and consider the complainant’s wishes as to
supportive measures; and

e Inform the complainant of the right to a formal complaint
investigation consistent with Title IX and the informal resolution
process.

Supportive Measures

The district will treat the complainant and respondent equitably by
offering supportive measures. These non-disciplinary and non-punitive measures
will be offered as appropriate, as reasonably available, and without cost to the
complainant or the respondent. Supportive measures are designed to restore or
preserve equal access to the education program or activity without unreasonably
burdening the other party. “Supportive Measures” shall include, but not be
limited to, measures designed to protect the safety of all parties, to protect the
district’s educational environment, or to deter sexual harassment. These
measures may include counseling, extensions of deadlines or course-related

adjustments, modifications of work or class schedules, escort services, mutual
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restrictions on contact between the parties, changes in work locations, leaves of
absence, increased security and monitoring, and other similar measures. The
Title IX Coordinator is responsible for <coordinating the effective

implementation of supportive measures.

The Formal Complaint

No investigation of alleged sexual harassment may occur until after a

formal complaint has been filed.

A formal complaint is a document filed by the complainant or signed by
the Title IX Coordinator alleging sexual harassment and requesting an

investigation. The procedures for filing a formal complaint are as follows:

* At the time of filing a formal complaint, a complainant must be
participating in or attempting to participate in the education program
or activity of the district concerning which the formal complaint is
filed.

* A formal complaint should be filed in writing and contain the name
and address of the person filing the complaint. The complaint should
briefly describe the alleged violation. Filing of the complaint with
the Title IX Coordinator may be done in person, by mail, or by email.
If an individual does not wish to file a written complaint, and the
matter has not been adequately resolved, the Title IX Coordinator
may initiate the complaint. Forms for filing written complaints are
available in each school building office and the central office.

* A complaint should be filed as soon as possible after the conduct

occurs, but not later than 180 calendar days after the complainant
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becomes aware of the alleged violation, unless the conduct forming
the basis for the complaint is ongoing.

* An investigation shall follow the filing of the complaint. If the
complaint is against the superintendent, the board shall appoint an
investigating officer. In other instances, the investigation shall be
conducted by a qualified individual designated by the Title IX
Coordinator or another individual appointed by the board. The
investigation shall be thorough. All interested persons, including the
complainant and the respondent, will be afforded an opportunity to
submit written or oral evidence relevant to the complaint.

Formal Complaint Notice Requirements

Upon filing of a formal complaint, the district shall provide written

notice to the known parties including:

* Notice of the allegations of sexual harassment including sufficient

details to prepare a response before any initial interview including:
o the identities of the parties involved, if known;
o the conduct allegedly constituting sexual harassment; and
o the date and location of the alleged incident, if known.

* The district’s investigation procedures, including any informal
resolution process;

* A statement that the respondent is presumed not responsible for the
alleged conduct and that a determination regarding responsibility
will be made by the decision-maker at the conclusion of the

investigation;
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If,

investigate

Notice to the parties they may have an advisor of their choice and
may inspect and review any evidence; and
Notice to the parties of any provision in the district’s code of
conduct or policy that prohibits knowingly making false statements
or knowingly submitting false information.
in the course of an investigation, the investigator decides to

allegations about the complainant or respondent that are not included

in the notice initially provided, notice of the additional allegations shall be

provided to known parties.

Formal Complaint Investigation Procedures

To ensure a complete and thorough investigation and to protect the

parties, the investigator shall:

Ensure that the preponderance of the evidence burden of proof and
the burden of gathering evidence sufficient to reach a determination
regarding responsibility rests on the district and not the parties;
Provide an equal opportunity for the parties to present witnesses and
evidence;

Not restrict either party’s ability to discuss the allegations under
investigation or to gather and present relevant evidence;

Allow the parties to be accompanied with an advisor of the party’s
choice;

Provide written notice of the date, time, location, participants, and
purpose of any interview, meeting, or hearing at which a party is

expected to participate;
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* Provide the parties equal access to review all the evidence collected
which is directly related to the allegations raised in a formal
complaint, including the investigative report, and the opportunity to
respond to that evidence before a determination is made;

* Be impartial and objectively evaluate all relevant evidence without
relying on sex stereotypes;

* Not have conflicts of interest or bias for or against complainants or
respondent;

* Not make credibility determinations based on the individual’s status
as complainant, respondent, or witness.

Formal Complaint Investigation Report

The investigator shall prepare an investigative report that fairly
summarizes relevant evidence and share the report with the parties and their

advisors for review and response.

Before completing the investigative report, the investigator must send
each party and their advisors the investigative report for review and allow the

parties 10 days to submit a written response for the investigator’s consideration.

The investigator’s written report shall include an objective evaluation
of all relevant evidence using a preponderance of the evidence standard to

determine responsibility.

Decision-Maker’s Determination

Upon receiving the investigator’s report, the decision-maker must make
a determination regarding responsibility and afford each party the opportunity to
submit written, relevant questions that the parties want asked of any party or
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witness, provide each party with the answers, and allow for additional, limited

follow-up questions.

The decision-maker must issue a written determination regarding
responsibility based on a preponderance of the evidence. The decision-maker’s

written determination shall:

* Identify the allegations potentially constituting sexual harassment;

* Describe the procedural steps taken, including any notifications to
the parties, site visits, methods used to gather evidence, and
interviews;

* Include the findings of fact supporting the determination;

* Address any district policies and/or conduct rules which apply to the
facts;

* Address each allegation and a resolution of the complaint including
a determination regarding responsibility, the rationale therefor, any
disciplinary sanctions imposed on the respondent, and whether the
remedies are designed to preserve access to the educational program
or activity will be provided by the district to the complainant; and

* The procedures and permissible bases for the complainant and/or
respondent to appeal the determination.

A copy of the written determination shall be provided to both parties

simultaneously.

The range of disciplinary sanctions and remedies may include, but may
not be limited to, supportive measures, short term suspension, long term
suspension, expulsion for students, and/or termination for employees.
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Complainants and respondents shall be treated equitably by providing remedies
to a complainant where a determination of responsibility for sexual harassment
has been made. The Title IX Coordinator is responsible for the effective
implementation of any remedies._If the investigation results in a
recommendation that a student be suspended or expelled, procedures outlined in
board policy and state law governing student suspension and expulsion will be

followed.

If the investigation results in a recommendation that an employee be
suspended with or without pay or terminated, procedures outlined in board
policy, the negotiated agreement (as applicable), and/or state law will be

followed.

Records relating to complaints filed and their resolution shall be

maintained by the Title IX Coordinator for seven years.

The decision becomes final on the date the parties receive the results of
an appeal, if any appeal is filed, or on the date the opportunity for an appeal

expires.

Appeals

The complainant or respondent may appeal the decision-maker’s
determination regarding responsibility or a dismissal of a formal complaint, on

the following base:

* Procedural irregularity that affected the outcomes;
* New evidence that was not reasonably available at the time that
could affect the outcome; and/or

. The Title IX Coordinator, investigator, or decision-maker had a
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conflict of interest or bias against either party that affected the
outcome.

The request to appeal shall be made in writing to the Title IX
Coordinator within 20 days after the date of the written determination. Appeals
shall be on the record and heard by an attorney, an independent hearing officer
appointed by the board, or the board. The appeal decision-maker may not be the
Title IX Coordinator, the Investigator, or the decision-maker from the original

determination.

The appeal decision-maker will issue a written decision within 30 days
after the appeal is filed. The appeal decision-maker will describe the result of

the appeal and the rationale for the result.

The appeal decision-maker shall:

* Review the evidence gathered by the investigator, the investigator’s
report, and the original decision-maker’s determination;

* Notify both parties in writing of the filing of an appeal and give
them 10 days after the appeal is filed to submit further evidence in
writing;

* Not have a conflict of interest or bias for or against complainant or
respondent and receive the required training;

* Issue a written decision and the rationale for the decision within 30
days after the appeal is filed;

* Describe the result of the appeal and the rationale for the result in

the decision; and

©KASB. This material may be reproduced for use in USD 448. It may not be reproduced, either in whole or in part, in any form whatsoever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation
without written permission from KASB.



* Provide the written decision simultaneously to both parties and to
the Title IX Coordinator.

Informal Resolution Process

At any time during the formal complaint process and prior to reaching a
determination regarding responsibility, the district may facilitate an informal
resolution process, such as mediation, that does not involve a full investigation

and determination of responsibility.

The informal resolution process may be facilitated by a trained
educational professional, consultant, or other individual selected by the Title IX

Coordinator under the following conditions:

* The parties are provided a written notice disclosing the allegations,
the requirements of the informal resolution process, information on
when it may preclude the parties from resuming a formal complaint
arising from the same allegations;

* At any time prior to agreeing to a resolution, any party has the right
to withdraw from the informal resolution process and resume the
investigation of the formal complaint and be informed of any
consequences resulting from participating in the informal resolution
process;

* The parties voluntarily and in writing consent to the informal
resolution process; and

* The informal resolution process cannot be wused to resolve
allegations that an employee sexually harassed a student.

If the matter is resolved to the satisfaction of the parties, the facilitator

shall document the nature of the complaint and the proposed resolution, have
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both parties sign the documentation and receive a copy, and forward it to the
Title IX Coordinator. Within 20 days after the complaint is resolved in this
manner, the Title IX Coordinator shall contact the complainant to determine if
the resolution of the matter remains acceptable. If the matter is not resolved, or
if the individual does not believe the resolution remains acceptable within 20
days after the informal resolution document is executed, the individual or the

Title IX Coordinator may proceed with the formal complaint process.

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

Use of this complaint procedure is not a prerequisite to the pursuit of
any other remedies including the right to file a complaint with the Office for
Civil Rights of the U.S. Department of Education, the Equal Employment

Opportunity Commission, or the Kansas Human Rights Commission.

Initiation of a complaint of sexual 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 retaliation or discrimination against any
person who has filed a complaint or testified, assisted, or participated in any
investigation, proceeding, or hearing involving sex discrimination & including

sexual harassment eemplaint is prohibited. Any person who retaliates is subject
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to immediate disciplinary action, up to and including termination of
employment.

To the extent possible, while still following the above procedures,
confidentiality will be maintained throughout the investigation and resolution of
a complaint. The desire for confidentiality must be balanced with the district’s
obligation to conduct a thorough investigation, to take appropriate corrective
action or to provide due process to the accused. The desire for confidentiality
must be balanced with the district’s obligation to conduct a thorough
investigation, to provide supportive measures to both parties, to take
appropriate corrective action, and to provide due process to the complainant and

the respondent.

GAAC Sexual Harassment GAAC-4

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

A summary of this policy and related materials shall be posted in each
district facility. The policy shall also be published in student, parent, and
employee handbooks as directed by the district compliance coordinator.

A summary of this policy and the complaint procedures including how
to report or file a formal complaint of sex discrimination or sexual harassment
shall be posted in each district facility, shall be published in employee
handbooks, and on the district’s website as directed by the Title IX Coordinator.
Notification of the policy may include posting information notices, publishing
in local newspapers, publishing in newspapers and magazines operated by the
school, or distributing memoranda or other written communications to students

and employees. In addition, the district is required to include a statement of
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nondiscriminatory policy in any bulletins, announcements, publications,
catalogs, application forms, or other recruitment materials that are made

available to participants, students, applicants, or employees.

Approved:

KASB Recommendation - 2/98; 8/98; 7/03; 6/04; 4/07; 6/15; 3/17; 4/21

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 disability 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 other 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. Disability harassment is unlawful
discrimination on the basis of disability under Section 504 of the Rehabilitation
Act of 1973 and the Americans with Disabilities Act. All forms of racial and
disability harassment are prohibited at school, on school property, and at all
school-sponsored activities, programs or events. Racial or disability harassment
against individuals associated with the school is prohibited, whether or not the

harassment occurs on school grounds.
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It shall be a violation of this policy for any student, employee, or 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 discourage a student or another
employee from filing a complaint, or to fail to investigate or refer for
investigation, any complaint lodged under the provisions of this policy.

Violations of this policy by any employee shall result in disciplinary
action, up to and including termination.

Harassment prohibited by this policy includes racially or disability-
motivated conduct which:

* 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;

* Is sufficiently severe, pervasive or persistent so as to have the
purpose or effect of creating a hostile working environment;

* Is sufficiently severe, pervasive or persistent so as to have the
purpose or effect of interfering with an individual’s work performance

or employment opportunities.

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

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

Employees who believe they have been subjected to racial or disability

harassment should discuss the problem with their immediate supervisor. If an
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employee’s 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 appropriately resolved
through this meeting may file a formal complaint under the district’s
discrimination complaint procedure in policy KN.

Complaints received will be investigated to determine whether, under the
totality of the circumstances, the alleged behavior 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 persistence.
Behaviors 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 who witnesses an act of racial or disability 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 racial or disability harassment to appropriate school
officials may face disciplinary action. School administrators who fail to
investigate and take appropriate corrective action in response to complaints of
racial or disability harassment may also face disciplinary action, up to and
including termination.

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 retaliation or discrimination against
any person who has filed a complaint or testified, assisted, or participated in
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any investigation, proceeding, or hearing involving a racial or disability
harassment complaint is prohibited. Any person who retaliates is subject to
immediate disciplinary action, wup to and including termination from
employment.

To the extent possible, confidentiality will be maintained throughout the
investigation of a complaint. The desire for confidentiality must be balanced
with the district’s obligation to conduct a thorough investigation, to take
appropriate corrective action or to provide due process to the accused.

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

A summary of this policy and related materials shall be posted in each
district facility. The policy shall also be published in student, parent and
employee handbooks as directed by the district compliance coordinator.
Approved:

KASB Recommendation — 8/98; 7/03; 4/07; 9/12;6/15;3/17

GAAD Child Abuse (See JCAC and JGEC) GAAD

Any district employee who has reason to know or suspect a child has
been injured as a result of physical, mental or emotional abuse or neglect or
sexual abuse, shall promptly report the matter to the local 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 1-800-922-5330 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.
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The employee making the report will not contact the child’s family or
any other persons to determine 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 investigate suspected
child abuse and shall act as appropriate to facilitate the agency’s access to the
child and to protect the student’s interests during the process. State law grants
the investigating agency the authority to determine whether a school employee
may be present while the interview is being conducted, taking into account the
child’s best interests. If asked to sit in on the interview by the agency
representative conducting it, the building principal or designee thereof shall
oblige such request in order to 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 to develop
a plan of cooperation for investigating reports of suspected child abuse or
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 Procedure

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 shall
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,
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guidance counselor or psychologist. At no time shall the principal or any other
staff member prevent 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; nature and extent of injuries or description of neglect or
abuse; and any other information that might help establish the cause of the
child’s condition.

Any personal interview or physical inspection of the child by any school
employee shall be conducted in an 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 be incurred
or imposed.

Approved:

KASB Recommendation - 2/98; 4/07; 6/07; 11/10; 8/12; 10/12; 11/12: 3/17

GAAE Bullying by Staff (See EBC, GAAB, JDD, JIDDC, and KGC) GAAE

The board of education prohibits bullying in any form by any student,
staff member, or parent towards a student or a staff member on or while using
school property, in a school vehicle or at a school-sponsored activity or event.
For the purposes of this policy, the term “bullying” shall have the meaning
ascribed to it in Kansas law.

The administration 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.
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Staff members who bully others in violation of this policy may 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 Recommendation — 6/08; 6/13; 12/15; 3/17

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 (“ESI”), such as seclusion and restraint, with all students.
Seclusion and restraint shall be used only when 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, de-escalation 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
shall be included in at least one of the following: each school’s code of conduct,
school safety plan, or student handbook. Notice of the online availability of
this policy shall be provided to parents during enrollment each year.

Definitions

“Campus police officer” means a school security officer designated by the
board of education of any school district pursuant to K.S.A. 72-6146, and
amendments thereto.

“Chemical Restraint” means the use of medication to control a student’s

violent physical behavior or restrict a student’s freedom of movement.
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“Emergency Safety Intervention” is the use of seclusion or physical
restraint, but does not include physical escort or the use of time-out.

“Incident” means each occurrence of the use of an emergency safety
intervention.

“Law enforcement officer” and “police officer” mean a full-time or 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 criminal or
traffic law of this state or any Kansas municipality. This term includes a campus
police officer.

“Legitimate law enforcement purpose” means a goal within the lawful
authority of an officer that is to be achieved through methods or conduct
condoned by the officer’s appointing authority.

“Mechanical Restraint” means any device or object used to limit a
student’s movement.

“Parent” means: (1) a natural parent; (2) an adoptive parent; (3) a person
acting as a parent as defined in K.S.A. 72-3122(d)(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 majority or is an
emancipated minor.

“Physical Escort” means the temporary touching or holding the hand,
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.

“Physical Restraint” means bodily force used to substantially limit a

student’s movement, except that consensual, solicited, or unintentional contact
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and contact to provide comfort, assistance, or instruction shall not be deemed to
be physical restraint.

“School resource officer” means a law enforcement officer or police
officer employed by a local law enforcement agency who is assigned to a district
through an agreement between the local law enforcement agency and the district.

“School security officer” means a person who is employed by a board of
education of any school district for the purpose of aiding and supplementing
state and local law enforcement agencies in which the school district is located,
but is not a law enforcement officer or police officer.

“Seclusion” means placement of a student in a location where all of the
following conditions are met: (1) the student is placed in an enclosed area by
school personnel; (2) the student is purposefully 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.

“Time-out” means a behavioral intervention in which a student is
temporarily removed from a learning activity without being secluded.

Prohibited Types of Restraint

All staff members are prohibited from engaging in the following actions

with all students:

. Using face-down (prone) physical restraint;

. Using face-up (supine) physical restraint;

. Using physical restraint that obstructs the student’s airway;

. Using physical restraint that impacts a student’s primary mode of
communication;
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. Using chemical restraint, except as prescribed treatments for a
student’s medical or psychiatric condition by a person appropriately
licensed to issue such treatments; and

. Use of mechanical restraint, except:

o Protective or stabilizing devices required by law or used in
accordance with an order from a person appropriately licensed to
issue the order for the device;

o Any device used by a certified law enforcement officer to carry
out law enforcement duties; or

o Seatbelts and other safety equipment when used to secure
students during transportation.

Use of Emergency Safety Interventions

ESI shall be used only when a student presents a reasonable and
immediate danger of physical harm to such student or others with the present
ability to effect such 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’s behavior prior to the use of any ESI. The use of ESI shall cease as
soon as the immediate danger of physical harm ceases to exist. Violent action
that is destructive of property may necessitate the use of an ESI. Use of an ESI
for purposes of discipline, punishment, or 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 subjected to ESI if the student is known to have a

medical condition that could put the student in mental or physical danger as a
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result of ESI. The existence of such medical condition must be indicated in a
written statement from the student’s licensed health care provider, a copy of
which has been provided to the school and placed in the student’s file.

Such written statement shall include an explanation of the student’s
diagnosis, a list of any reasons why ESI would put the student in mental or
physical danger, and any suggested alternatives to ESI. Notwithstanding the
provisions of this subsection, a student may be subjected to ESI, if not
subjecting the student to ESI would result in 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 seclusion room, 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 student, well-ventilated, and
sufficiently lighted.

Training

All staff members shall be trained regarding the use of positive behavioral
intervention strategies, de-escalation techniques, and prevention techniques.
Such training shall be consistent with nationally recognized training programs
on ESI. The intensity of the training provided will depend upon the employee’s

position. Administrators, licensed staff members, and other staff deemed most
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likely to need to restrain a student will be provided more intense training than
staff who 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 maintain written or electronic documentation
regarding the training that was provided and a list of participants, which shall
be made available for inspection by the state board of education upon request.

Notification and Documentation

The principal or designee shall notify the parent the same day as an
incident. The same-day 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
same-day notification. Also, a parent may agree, in writing, to receive only one
same-day notification from the school for multiple incidents occurring on the
same day.

Documentation of the ESI used shall be completed and provided to the
student’s parents no later than the school day following the day of the incident.
Such written documentation shall include: (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 duration of the ESI, and the
school personnel who used or supervised the ESI; (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
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

©KASB. This material may be reproduced for use in USD 448. It may not be reproduced, either in whole or in part, in any form whatsoever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation
without written permission from KASB.



schedule the ESI meeting. Schools may group incidents together when
documenting the items in subparagraphs (A), (B) and (C) if the triggering issue
necessitating the ESIs is the same.

The parent shall be provided the following information after the first and
each subsequent incident during each school year: (1) a copy of this policy
which indicates when ESI can be used; (2) a flyer on the parent’s rights; (3)
information on the parent’s right to file a complaint through the local dispute
resolution process (which is set forth in this policy) and the complaint 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 occurrence
of an incident of ESI, the foregoing information shall be provided in printed
form or, upon the parent’s written request, by email. Upon the occurrence of a
second or subsequent incident, the parent shall be provided with a full and
direct website address containing 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 enforcement purpose. School security officers shall not be exempt from the
requirements of this policy.

If a school is aware that a law enforcement officer or school resource
officer has used seclusion, physical restraint, or mechanical restraint on a
student, the school shall notify the parent the same day using the parent’s
preferred method of contact. A school shall not be required to provide written
documentation to a parent, as set forth above, regarding law enforcement use of

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

Documentation of ESI Incidents

Except as specified above with regard to law enforcement or school
resource officer use of emergency safety interventions, each building shall
maintain documentation any time ESI is wused with a student. Such
documentation must include all of the following:

e Date and time of the ESI,

* Type of ESI,

* Length of time the ESI was used,

* School personnel who participated in or supervised the ESI,

* Whether the student had an individualized education program at the

time of the incident,

* Whether the student had a section 504 plan at the time of the incident,
and whether the student had a behavior intervention plan at the time of
the incident.

All such documentation shall be provided to the building principal, who
shall be responsible for providing copies of such documentation to the
superintendent or the superintendent’s designee on at least a biannual basis. At
least once per school year, each building principal or designee shall review the
documentation of ESI incidents with appropriate staff members to consider the
appropriateness of the use of ESI in those instances.

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

Parent Right to Meeting on ESI Use

After each incident, a parent may request a 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 subsection within 10 school days of the parent’s request. 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 Section 504 plan, such student’s IEP team
or Section 504 plan team shall discuss the incident and consider the need to
conduct a functional behavioral assessment, develop a behavior intervention
plan, or amend the behavior intervention plan if already in existence.

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

For a student without an IEP or Section 504 plan, the school staff and the
parent shall discuss the incident and consider the appropriateness 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 include the student’s parent, a school administrator for the school the
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student attends, one of the student’s teachers, a school employee involved in the
incident, and any other school employees designated by the school administrator
as appropriate for such meeting.

The student who is the subject of such meetings shall be invited to attend
the meeting at the discretion of the parent. The time for calling such a meeting
may be extended beyond the 10-day limit if the parent of the student is unable
to attend within that time period. Nothing in this section shall be construed to
prohibit the development and implementation of a functional behavior
assessment or a behavior intervention plan for any student if such student would
benefit from such measures.

Local Dispute Resolution Process

If a parent believes that an emergency safety intervention has been used
on the parent’s child in violation of state law or board policy, the parent 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 board. Once an
informal complaint is received, the administrator handling such complaint shall
investigate such matter, as deemed appropriate by the administrator. In the
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 the school. 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 parents may submit a formal written complaint to the
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board of education by providing a copy of the complaint to the clerk of the
board and the superintendent within thirty (30) days after the parent is informed
of the incident.

Upon receipt of a formal written complaint, 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
selected by the board, or a board attorney. Such investigator shall be informed
of the obligation to maintain confidentiality of student records and shall report
the findings of fact and recommended corrective 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 fact and, 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 education and shall be mailed to the parents and the state department within
30 days of the board’s receipt of the formal complaint.

If desired, a parent may file a complaint under the state board of
education administrative review process within thirty (30) days from the date a

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

Approved:
KASB Recommendation — 6/13; 12/13; 6/15; 6/16; 3/17; 6/18; 11/18

GACA Positions (See CD and GACB) GACA
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Employment positions shall be authorized by the board. The
superintendent shall prepare for board approval a comprehensive list of all
positions, together with the qualifications, duties and responsibilities.
Approved:

KASB Recommendation - 2/98; 4/07; 3/17

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 staff member’s
employment is official until the contract or other document is signed by the
candidate and approved by the board.

Hiring sequence

* Conditional offer of employment is extended to the candidate subject to
revocation or, if provisional employment has already begun, termination
of employment based upon unsatisfactory results of any reference and/or

background checks performed;
* Acceptance by the candidate is received;

* Contract or other appropriate document sent to the candidate and
candidate’s acceptance signified by a signed document returned to the

superintendent; and

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

Approved:

KASB Recommendation — 2/98; 6/00; 6/01; 4/07; 6/14; 3/17

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

Except if the board grants a specific exception
Approved:

KASB Recommendation - 2/98; 6/07; 4/13; 3/17

GACD Employment Eligibility Verification (Form 1-9) (See GAK) GACD

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

The superintendent shall maintain a file on all of the district’s employees
hired after November 6, 1986, proving that each employee has verified their
identity, employment status, U.S. citizenship, or legal alien status.

For additional information see:

http://www.uscis.gov/files/nativedocuments/m-274.pdf

Approved:

KASB Recommendation - 2/98; 4/07; 6/08; 3/17

GACE Assignment and Transfer GACE

The board reserves the right to assign, reassign or transfer all employees.
Approved:

KASB Recommendation - 2/98; 4/07; 3/17

GAD Employee Development Opportunities GAD
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Except as may be specified in the negotiated agreement concerning staff
members covered thereby, all plans for self-improvement 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 Recommendation - 2/98; 4/07; 3/17; 6/18; 11/18

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; filed 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 decision, employee may appeal to the
superintendent. The superintendent’s decision shall be final. Employees
covered by the negotiated agreement shall follow procedures outlined in that
document.

Approved:

KASB Recommendation - 2/98; 4/07; 3/17

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 students to bullying, harassment, or discrimination prohibited

by board policy. Staff members shall not have any interaction of a romantic
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and/or sexual nature with any student at any time regardless of the student’s age
or consent.
Approved:

KASB Recommendation - 2/98; 7/03; 4/07; 6/07; 6/16; 3/17

GAG Conflict of Interest GAG

District employees are prohibited from engaging in any activity which
may conflict with or detract from the effective performance of their duties. No
employee will attempt, during the school day or on school property, to sell or
endeavor to influence any student or school employee to buy any product,
article, instrument, service or 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 competitive bidding.

Approved:

KASB Recommendation - 2/98; 4/07; 3/17

GAH Participation in Community Activities GAH

Prior permission must be obtained from the superintendent for
participation in any non-school community activity which takes place during
duty hours.

Approved:

KASB Recommendation - 2/98; 4/07; 3/17

GAHB Political Activities GAHB
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Holding Public Office

Staff members elected or appointed to a public office which restricts the
employee’s ability to complete contractual obligations may be required to take
unpaid leave for a period of time determined by the board or may be terminated.

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

An employee who must be absent from 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, school property, or school
equipment for the purpose of furthering the interests of any political party, the
campaign of any political candidate, or the advocacy of any political issue.
Approved:

KASB Recommendation - 2/98; 4/07; 6/15; 3/17

GAI Solicitations (See KDC) GAI

All solicitations of and by staff members during duty hours are prohibited
without prior approval of the appropriate supervisor.
Approved:

KASB Recommendation - 2/98; 4/07; 3/17

GAJ Gifts (See JL and KH) GAlJ
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Gifts to Staff Members

Staff members are prohibited from receiving gifts from vendors, salesmen
or other such representatives. Premiums resulting from sales projects sponsored
by the school shall become the property of the school.

Approved:

KASB Recommendation - 2/98; 4/07; 3/17; 11/18

GAK Personnel Records (See CEI, CGI, GACD, GBI, and GCI) GAK

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

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

Requests for References

Unless otherwise provided by law, a request by a third 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 respond to the request as
the law allows.

Upon receipt of a written request district officials may provide
information regarding past and present employees to prospective employers in
compliance with current law. Information that may be provided will include:

* employment date(s);
* job description and duties while in the district’s employ;
* last salary or wage;
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* wage history;

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

* written employee evaluations which were conducted prior to the
employee's separation from the employer and to which an employee
shall be given a copy upon request.

Immunity Provided

Unless otherwise provided by law, an employer who responds in writing to
a written request concerning a current or former employee from a prospective
employer of that employee shall be absolutely immune from civil liability for
disclosure of the information noted earlier in this policy to which an employee
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 district employee,
contractor, or agent in obtaining a new job if the board, individual, or entity
knows, or has 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 this policy,
Approved:

KASB Recommendation — 7/02; 4/07; 12/16; 3/17

GAL Salary Deductions (FLSA) (See GAOF) GAL
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The district shall comply with the salary 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 an improper deduction has been made to his
or her salary, the employee should immediately report this information to his or
her direct supervisor.

Reports of improper deductions shall be promptly investigated. If it is
determined that an improper deduction has occurred, the employee shall be
promptly reimbursed for any improper deduction made.

Approved:
KASB Recommendation — 11/04; 4/07; 3/17

GAN Travel Expenses (See BBBF, CG, CEF, GBRC and GCA) GAN

The board shall provide reimbursement for expenses incurred in travel
related to the duties of the district’s employees when approved in advance by
the superintendent. Mode of travel will be based on, but not limited to, the
availability of transportation, distance and number of persons traveling
together.

Requests for reimbursement shall have the following attached: 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 be reimbursed
at a mileage rate established by the board.

Approved:

KASB Recommendation - 2/98; 7/03; 4/07; 3/17; 11/18
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GANA Expense Reimbursement and Credit Cards (See CEF and GAN) GANA
Non-administrative staff use of a district credit card, if authorized by the

staff member’s immediate supervisor, shall be confined to necessary school
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 this policy, staff members shall retain any receipt(s) for
district credit card expenditure(s) and shall provide them to the staff member’s
immediate supervisor as soon as practicable following the expenditure.

The superintendent may designate administrative and other staff members
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
expenditures in excess of $1,000.00 be authorized for any non-administrative
staff member without the prior approval of the superintendent.

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 accounting and deposit.

Accountings of district credit card use shall be provided to the board for
review on a monthly basis, and a record of 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 accordance
with the provisions of GAN.

Approved:

KASB Recommendation - 6/13; 6/15; 3/17; 11/18

GAO Maintaining Proper Control (See JGFB and GAAF) GAO
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Each employee is responsible for maintaining proper control in the school.
Unless 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 Recommendation — 2/98; 4/07; 12/13; 3/17

GAOA Drug-Free Workplace (See LDD) GAOA

Maintaining a drug-free workplace is important in establishing an
appropriate learning 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 property; 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 permitted if such
substance was obtained directly, or pursuant to a valid prescription or order
issued thereto, from a person licensed by the state to dispense, prescribe, or
administer controlled substances and any use is in accordance with label
directions.

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

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

Any employee who is convicted under a criminal drug statute for a
violation occurring at the workplace must notify the superintendent of the

conviction within five days after the conviction. The superintendent shall then
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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
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 employee shall bear the cost of participation in
such program. Each employee in the district shall be given a copy of this policy.

This policy is intended to implement the requirements of the federal
regulations promulgated under the Drug-Free Workplace Act of 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 environment for the students of the district. The unlawful
manufacture, distribution, dispensation, possession, or use of a controlled
substance is prohibited in the district.

Approved:
KASB Recommendation - 9/97; 2/98; 4/07; 6/12; 12/13; 3/17; 11/18

GAOB Drug-Free Schools (See JDDA and LDD) GAOB

The possession, use, sale, distribution, or being under the influence of
controlled substances and/or alcohol by school employees at school; on, in, or
while utilizing school property; or at school sponsored activities, programs, or
events is prohibited.

Employee Conduct
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As a condition of continued employment in the district, all employees
shall abide by the terms of this policy. Employees shall not manufacture,
distribute, dispense, possess, use, and/or be under the influence of illicit drugs,
controlled substances, and/or alcoholic beverages at school; on, in, or while
utilizing school property; or at school sponsored activities, programs, or events.

Possession, use, and/or being under the influence of a controlled
substance by an employee for the purposes of this policy shall only be permitted
if such substance was:

1. Obtained directly from, or pursuant to a valid prescription or order,
issued to such employee from a person licensed by the state to
dispense, prescribe, or administer controlled substances; and

2. Used, if at all, in accordance with label directions.

Compliance with the terms of this policy is mandatory. Employees who
are found violating the terms of this policy will be reported to the appropriate
law enforcement officers. Additionally, an employee who violates the terms of
this policy may be subject to any or all of the following sanctions:

1. Short term suspension with pay;

2 Short term suspension without pay;
3. Long term suspension without pay;
4

Required participation in a drug and alcohol education, treatment,
counseling, or rehabilitation program;

5. Termination or nonrenewal of employment relationship.

Prior to applying sanctions under this policy, employees will be afforded
any due process rights to which they are entitled under their contracts or the
provisions of Kansas law. Nothing in this policy is intended to diminish the
right of the district to take any other disciplinary action. This policy is not
intended to change any right, duty, or responsibilities in the current negotiated

agreement.
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If it is agreed that an employee shall enter into and complete a drug
education or rehabilitation program, the cost of such program will be borne by
the employee. A list of area drug and alcohol counseling and rehabilitation
programs, along with names and addresses of contact persons for the programs,
is on file with the board clerk.

Employees are responsible for contacting the directors of the programs to
determine the cost and length of the program and for enrolling in the programs.
If participation in such a program is required as a condition of continued
employment, copies of any documentation related to enrollment in and
attendance in such program shall be made available to the board and/or
administration upon request.

Approved:

KASB Recommendation - 9/97; 2/98; 4/07; 6/08; 6/12; 12/13; 3/17

GAOC Use of Tobacco Products and Nicotine Delivery Devices GAOC
(See JCDAA)

The use, possession, or promotion of any tobacco product by staff
members is prohibited at all times in any district facility; in school vehicles; at
school-sponsored activities, programs, or events; and on school owned or
operated property.

The following definitions apply to this policy.

“Tobacco product” means any product that is made from or derived from
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 any other means, including, but not limited to, electronic

nicotine delivery system (hereafter “ENDS”), cigarettes, cigars, pipe tobacco,
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chewing tobacco, snuff, or snus. Tobacco product also means any component or
accessory used in the consumption of a tobacco product, such as filters, rolling
papers, pipes, charging devices, cartridges, and any substance used in ENDS,
whether or not they contain nicotine. This definition does not include FDA-
approved nicotine replacement therapies including transdermal nicotine patches,
nicotine gum, and nicotine lozenges prescribed to the employee by a medical
practitioner or obtained over the counter and used in accordance with label
requirements.

“Electronic nicotine delivery system” or “(ENDS)” means any device that
delivers a vaporized solution (including nicotine, THC, or any other substance)
by means of cartridges or other chemical delivery systems. Such definition shall
include, but may not be limited to, any electronic cigarette, vape pen, hookah
pen, cigar, cigarillo, pipe, or personal vaporizer. ENDS are not FDA-approved
nicotine replacement therapy devices.

“Promotion” includes, but is not limited to, product advertising via
branded gear, bags, clothing, any personal articles, signs, structures, vehicles,
flyers, or any other materials.

Approved:

KASB Recommendation — 2/98; 4/07; 6/13; 6/16; 3/17, 6/20

GAOD Drug and Alcohol Testing GAOD

All district employees performing job functions which require the
employee to maintain a commercial driver’s license shall be tested for alcohol
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.

©KASB. This material may be reproduced for use in USD 448. It may not be reproduced, either in whole or in part, in any form whatsoever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation
without written permission from KASB.



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

Each new employee shall be informed that compliance with the required
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 annual basis.
Approved:

KASB Recommendation - 7/96; 2/98; 4/07; 3/17

GAOE Workers Compensation (See KFD) GAOE

The district will participate in workers compensation as required by
current statute. The combined workers compensation benefits and salary
received under allowed paid leave shall not exceed one full day's pay.

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

An injured employee must notify the designated employer’s workers
compensation coordinator or, if the coordinator is unavailable, his or her
supervisor within 20 days of the injury or within 20 days of 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
qualify; however, the amount of workers compensation benefits and paid leave
benefits shall not exceed a regular daily rate of pay. An employee using paid

leave in combination with workers compensation will be charged for one full or
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partial day of paid leave, as provided for in the applicable leave policy or the
negotiated agreement, for each day of absence until the employee’s paid leave is
exhausted.

Any employee who is off work and receiving workers compensation
benefits shall be required to provide the designated workers compensation
coordinator with a written doctor’s release before the employee is allowed to
return to work. In addition, should the employee be released to return to work
by a doctor and fail
to do so, all benefits under paid leave shall terminate, and those benefits under
workers compensation shall be restricted as provided by current statute.

Whenever an employee is absent from work and is receiving workers
compensation benefits due to a work-related injury or is receiving district paid
disability insurance, the employee may use available paid leave to supplement
the workers compensation or district paid disability insurance payments.
Workers compensation benefits and FMLA benefits provided in a board approved
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. Available paid leave may be used for this purpose until 1)
available paid leave benefits are exhausted; 2) the employee returns to work; 3)
the employee is released by the medical provider and a position is offered by the
employer, but the employee declines to return to work; or 4) employment is
terminated. Paid leave shall be calculated on a prorata amount equal to the

percentage of salary paid by the district.
Testing
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The board, through its designated workers compensation coordinator, may
require a post-injury chemical test as authorized by K.S.A. 44-501 ef seq.,
and, if such test is refused, all workers compensation benefits shall be forfeited
by the employee.

Choice of Physician

The board shall have the right to choose a designated health care provider
to provide medical assistance to any employee who suffers an injury while
performing their job. However, if the injured employee chooses to go to a
medical

GAOE Workers Compensation GAOE-3

provider other than the designated provider, the recovery for such expenses
shall be limited to $500.00.
Approved:

KASB Recommendation — 7/96; 2/98; 7/02; 4/07; 6/09; 12/14;6/15;3/17

GAOF Salary Deductions (See GAL) GAOF

Salary deductions shall be made if permitted by board policy, the
negotiated agreement, or as required or authorized by law. The district shall
comply with the salary basis requirements of the Fair Labor Standards Act
(FLSA.)

The superintendent or designee shall develop forms to provide
information needed to make approved salary deductions. All requests for salary
deductions shall be submitted to the superintendent during enrollment periods
established by the board.

Approved:

KASB Recommendation - 2/98; 11/04; 4/07; 6/13; 3/17; 11/18
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GAQ Health Insurance Eligibility GAQ

USD No. 448 will provide a Health Insurance benefit to eligible
employees based upon the Health Care Reform Act of 2014. Any health
insurance cost(s) in excess of the allowed benefit is the sole responsibility of
the employee. Eligible employees are all employees who work 6 hours or more
per day or an average of 30 or more hours per week. The following employee
groups are grandfathered in as eligible employees:

* Employees who were enrolled in the USD 448 Health Insurance program

prior to November 1, 2013.

* Bus drivers who drive regular scheduled routes.
* Employees who work in both a licensed and a classified position, which
when combined equate to a .5 position.
Approved:
Recommendation — 3/17

GAQA Health Insurance for Retirees GAQA

An employee that elects retiree health insurance coverage through the
district is eligible provided that at the time of retirement, he or she:

1. Is less than 65 on the date of retirement;

2. Has worked continuously at least the last ten (10) years for the district;

3. Has met the KPERS retirement requirements prior to the date of
retirement; and

4. Makes the contributions for the retiree health coverage as required by the
district and the negotiated agreement, as applicable.
A participant’s spouse and/or dependent children may also receive health

insurance coverage for as long as the participant remains covered as a retiree.
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Coverage will cease when:
1. The covered retiree reaches age 65;
2. The retiree fails to pay premiums on a timely basis; or
3. When the retiree becomes covered or becomes eligible to be covered under
a plan of another employer.
Approved:

Recommendation — 3/17

GAR Communicable Diseases GAR

Whenever an employee has been diagnosed by a physician as having a
communicable disease as defined in current regulation, the employee shall
report the diagnosis and nature of the disease to the superintendent or the
superintendent’s designee so that a proper reporting may be made to the county
or joint board of health as required by current law.

An employee afflicted with a communicable disease dangerous to the
public health shall be suspended from duty for the duration of the
contagiousness in order to give maximum health protection to other school
employees and to students.

The employee shall be allowed to return to duty upon 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 from all symptoms 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 the superintendent’s designee shall determine whether a
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release shall be obtained from the employee's physician before the employee
returns to duty.

Decisions regarding the type of employment setting for an employee with
a communicable disease shall be made by the superintendent or the
superintendent’s designee based upon consideration of the physical condition of

the employee and the following factors:
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* the nature of the risk;

¢ the duration of the risk;

* the severity of the risk; and

* the probability that the disease will be transmitted or cause harm to the

employee or to others who will share the same setting.
No information regarding employees with communicable diseases shall be
released by school personnel without the employee's consent except to comply

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 certificate of
health in order to protect the health, safety, and welfare of the school’s
students.

Approved:

KASB Recommendation — 2/98; 6/01; 4/07; 10/12; 1/13; 3/17

GARA Bloodborne Pathogen Exposure Control Plan GARA

The board shall adopt 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 and equipment necessary to implement the
plan.

Approved:

KASB Recommendation - 9/97; 4/07; 12/14; 3/17
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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 school year.

Approved:

KASB Recommendation - 9/97; 2/98; 4/07; 6/08; 6/09; 3/17

GARID Military Leave GARID

Employees are entitled to military leave under the Uniformed Services
Employment and Reemployment Rights 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 who provided notice to the employer before leaving work.

Reemployment rights extend to persons who have been absent from work
because of “service in the uniformed services.” The uniformed services consist
of the following military branches:

Army, Navy, Marine Corps, Air Force or Coast Guard.

Army Reserve, Navy Reserve, Marine Corps Reserve, Air Force Reserve
or Coast Guard Reserve.

Army National Guard or Air National Guard.

Commissioned corps of the Public Health Service.

Any other category of persons designated by the President in time of war
or emergency.

“Service” in the wuniformed services means duty on a voluntary or
involuntary basis in a uniformed service, including:

Active duty.

Active duty for training.
Initial active duty for training.
Inactive duty training.
Full-time National Guard duty.
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Absence from work for an examination to determine a person’s fitness for
any of the above types of duty.

The employee may be absent for up to five (5) years for military duty and
retain reemployment rights. There are, however, exceptions which can exceed
the five (5) year limit. Reemployment protection does not depend on the timing,
frequency, duration or nature of an individual’s service. The law enhances
protections for disabled veterans including a requirement to provide reasonable
accommodations and up to two (2) years to return to work if convalescing from
injuries received during service or training.

The returning employee is entitled to 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 or retraining that enables the
employee to refresh or wupgrade 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-
seniority rights accorded other individuals on non-military 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.
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Notice is not required if military necessity prevents the giving of notice;
or, if the giving of notice is otherwise impossible or unreasonable.

Accrued vacation or annual leave may be used (but is not required) while
performing military duty. The individual’s timeframe for returning to work is

based upon the time spent on military duty.

TIME SPENT ON RETURN TO WORK OR APPLICATION FOR
MILITARY DUTY REEMPLOYMENT
Less than 31 days: Must return at the beginning of the next regularly

scheduled work period on the first full day after
release from service, taking into account safe travel
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 of release from service.

The individual’s separation from service must be under honorable
conditions in order for the person to be entitled to reemployment rights.
Documentation showing eligibility for reemployment can be required. The
employer has the right 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 service 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
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requirements were not met, the employer may terminate the individual, effective
immediately. The termination does not operate retroactively.

Questions should be directed to Veterans’ Employment and Training
Service, U.S. Department of Labor.
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; 3/17

GAT Staff Use of Communication Devices

Even in emergency situations, employees should first take all possible safety
precautions before using communication devices. Employees are subject to
local, state, and federal laws governing use of cell phones while driving and
will be solely responsible for all traffic violation liabilities resulting from their
use of a phone while driving.

Use of District-Provided Communication Devices

The district may provide communication devices and service to some
employees to assist them in carrying out their employment-related duties on and
off district property. Use of a district-provided communication device is a
privilege. The superintendent or designee has sole discretion as to which
employees will be provided communication devices and may recall any
previously issued communication device. Employees do not have any
expectation of privacy in district-provided communication devices or any
information stored on them, and such devices may be confiscated and searched
at any time.

Employees are expected to exercise reasonable care to protect district-
provided communication devices from damage or theft and must report any such

incidents immediately. The district may require employees to reimburse the
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district for any damage or theft that was the result of the employee's negligence.
Users of district-provided communication devices must abide by any use
limitations included in the district's service contract.

Personal Use of District-Provided Communication Devices

Personal use of district-provided communication devices is permissible
as long as the use does not exceed the limits of the applicable plan. An
employee whose use exceeds plan limitations will be required to reimburse the
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 employment-
related duties and the device was not used for personal reasons. The amount of
personal use 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

Use of employees’ personal communication devices during work hours
shall be restricted to classroom or work-related activities. Such personal
communication devices may only be used by the staff member and are not for
student use. The security of personal computing devices is solely the
responsibility of the staff member. Any loss resulting from damage or theft of
personal communication devices in the school setting is not the responsibility of
the district.

District Provided Cell Phones and/or Cell Phone Reimbursement

A. The superintendent/designee shall have the discretion as to which
employees will be provided school owned cell phones and other electronic
communication devices, based upon need and availability.

B. Employees designated by the superintendent may be provided with a
stipend of up to $75 per month as a cash allowance to reimburse such employees

for use of their personal cell phones for work-related communications.
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The superintendent may request and or review personal or school owned
cell phone billing statements to monitor appropriate use and adjust the level of
stipend as needed. Employees have no expectation of privacy in their use of
school wunit owned cell phones/electronic communications devices or the
information stored on them.

The following positions and stipends, as applicable, are approved:

A: Superintendent
District Technology

B: Elementary Principal

Junior/Senior High School Principal
District Maintenance
District Data Collection

Approved:

KASB Recommendation — 6/14; 12/14; 3/17

GBH Supervision GBH

The superintendent and other administrators designated by the
superintendent have the right to supervise certified staff. The responsibility for
the immediate supervision of certified staff rests with each building principal.
Approved:

KASB Recommendation — 2/98; 4/07; 3/17

GBI Evaluation (See GAK) GBI
The board shall adopt an approved evaluation instrument. The instrument
shall govern evaluation of teachers, shall be filed with the clerk and may be

published in teacher handbooks.

©KASB. This material may be reproduced for use in USD 448. It may not be reproduced, either in whole or in part, in any form whatsoever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation
without written permission from KASB.



Availability of Evaluation Documents

Completed evaluation documents shall be available to the employee, the
superintendent, assistant 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; 3/17

GBK Suspension GBK

The superintendent shall have the authority to suspend licensed
employees with pay pending further board action.

The superintendent may suspend licensed employees 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 against the
employee 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 imposed on an employee, the employee is
entitled to pay until the employee has been advised of the basis for suspension
and has been given an opportunity to respond.

Approved:

KASB Recommendation — 2/98; 4/07; 6/08; 3/17
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GBO Resignation GBO
Option 1:

The board shall consider any licensed employee’s resignation which is
submitted to the board in writing. The board may accept resignations from
employees under contract when the resignation will be in the best interests of
the district. Also see the negotiated agreement.

A licensed employee who has signed a contract and accepted a teaching
position in the district for the coming year or who has not resigned by the
continuing contract notice deadline shall not be released from that contract to
accept another position until a suitable replacement has been employed.

If the licensed employee terminates employment in the district without
complying with board policy, the board may petition the State Board of
Education to have the teacher’s license suspended.

Option 2:

The board shall consider any licensed employee’s resignation which is
submitted to the board in writing. The board may accept resignations from
employees under contract when the resignation will be in the best interests of
the district and when such resignations are accompanied by full payment for any
applicable liquidated damages due to the board for release from contract
pursuant to the negotiated agreement.

If the licensed employee terminates employment in the district without
complying with board policy and the negotiated agreement on liquidated
damages, the board may petition the State Board of Education to have the

teacher’s license suspended.
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Exit Interviews

Exit interviews may be conducted after an employee resigns.
Approved:

KASB Recommendation - 2/98; 6/06; 4/07; 3/17; 6/18; 11/18

GBQA Reduction of Certified Staff GBQA

In order to maintain high morale among the teachers, the superintendent
will, at the earliest opportunity, preferably by March 1, notify, inform, and
discuss in detail with all teachers involved in a possible staff reduction.
Reduction of certified staff positions may result from, but not limited to,
decreases in student enrollment, changes in curriculum, closing an attendance
center, and/or budgetary and financial constraints. When all other factors are
equal, seniority within the system will be the deciding factor in continuing
employment.

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. Insofar 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:

1. The number of teaching positions to be reduced 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 determining which teachers will be non-renewed due to reduction in
force.

2. The educational goals and needs of the district, individual certifications,
qualifications, training, skills, evaluations, and interests shall be
considered.
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GBQA Reduction of Certified Staff GBQA-2

3. If all of the teachers in the area identified for reduction have similar
certifications, qualifications, training, skills, evaluations and interests,
the teacher(s) with the most seniority.

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 reemployment 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 the best interests of the
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 — 7/15; 3/17

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 principal. Building 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 defined by the superintendent consistent with the Fair Labor

Standards Act (FLSA) and the provisions of this policy.
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Attendance Required

Regular attendance 1is required of all employees subject to leave
provisions in district policy or the negotiated agreement, as 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; 3/17

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 Education requirements. The
program shall promote:

* continuous professional development;
* improving academic achievement for all students;
* diversification in academic foundations or subject knowledge; and

* improved job effectiveness and enhanced skills.

When appropriate, 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 development programs may
use all or a portion of the workday.

Approved:

KASB Recommendation — 2/98; 7/03; 4/07; 3/17
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GBRD Staff Meetings GBRD

Staff meetings for certified personnel shall be called by the
administration.

Approved: KASB Recommendation — 2/98; 4/07; 3/17

GBRE Additional Duty GBRE

The board may establish other educational assignments that may extend
beyond the school day or time class is in session. Compensation for such
assignments, if any, will be as specified in the negotiated agreement.

Approved: KASB Recommendation - 2/98; 4/07; 6/16; 3/17

GBRF Student and Parent Conferences GBRF

Teachers shall be available for student and/or parent conferences at
mutually convenient times. The principal may schedule individual or building-
wide parent-teacher conferences as necessary.

Approved:

KASB Recommendation — 12/15

GBRG Non-School Employment GBRG

The board reserves the right of exclusive access to the professional
services of licensed employees in accordance with the terms of the contract.
Unless otherwise authorized by the negotiated agreement, licensed
employees shall not engage in outside employment which interferes with their
duties.
Approved:

KASB Recommendation — 2/98; 4/07; 3/17
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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 consultants to other districts, government
agencies or private industry. If the employee takes paid leave to perform
consulting services, any fee and/or honorarium paid to the employee shall be
returned to the district. For the purposes of this policy, “consulting services”
shall not include being a paid presenter at a seminar or staff development
activity.
Approved:

KASB Recommendation — 2/98; 4/07; 3/17

GBRGB Tutoring for Pay GBRGB

Teachers shall not receive pay for tutoring or private instruction at
school unless approved in advance by the board.
Approved:

KASB Recommendation — 2/98; 4/07; 3/17

GBRH Leaves and Absences (See GBRC) GBRH

Paid Leave
Licensed employees will be credited with paid leave in accordance with
the terms of the negotiated agreement.

Unpaid Leave

The board may grant a period of unpaid leave as required by law, the
negotiated agreement, or as otherwise determined by the board if not in conflict

with negotiated language. The board shall not be required to pay any salary or
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benefits during periods of unpaid leave except as may be required by law or the
negotiated agreement.

Jury Duty

Paid leave shall be granted for employees who are called to serve on a
jury. However, any compensation received for performance of such duty, with
the exception of payment received for covering costs of travel, meals, and
lodging, must be remitted to the district in exchange for normal, full pay.
Requests for jury duty leave will be accompanied by a copy of the subpoena or
directive to appear for jury duty when provided to the building principal for
approval.
Approved:

KASB Recommendation — 7/03; 4/07; 3/17

GBRIBA Disability Leave GBRIBA

The board may grant leave of absence for disability with or without pay.
Approved:

KASB Recommendation — 2/98; 4/07; 3/17

GBRJ Substitute Teaching GBRJ

Duties and Salary for Substitute Teachers

The teacher is responsible for securing substitutes. In all cases, the substitute
teachers are to be secured from the list approved by the district. The substitute
teacher upon arrival at school will notify the office of their assignment and
complete the forms required for payroll purposes. The substitute teacher,
including hall supervision, playground or noon duty, will observe the regular

hours of the teacher. Pay rates for substitutes shall be established annually by
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the board. If a substitute should teach beyond ten (10) consecutive days for the
same teacher then the rate of pay beginning on the eleventh (11'") day will be
1/182"¢ of the base salary of the district for the teacher on the BS level.

Regular Teachers Substituting for Another Regular Teacher

Upon the request of the building principal, a classroom instructor, during
his/her planning period, may teach the class and/or take responsibilities of
another instructor. Said instructor will receive credit for 1/6 of a substitute
teacher’s pay (7-12 Staff) or actual minutes/6hours 30 minutes (IES). On the
last day of each school year, staff members will submit a voucher for the
building principal’s approval for the amount due. Only substitutions authorized
by the principal will be reimbursed.

Approved:

KASB Recommendation - 9/97; 2/98; 4/07; 3/17; 11/18

GBU Ethics (See IA and IKB) GBU
An educator in the performance of assigned duties shall:

* meet and continuously maintain applicable certification or licensure
requirements as defined by state and/or federal law for position held;

* actively support and pursue the district’s educational mission;

* recognize the basic dignity of all individuals;

* maintain professional integrity;

* 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 duties;

* accurately represent professional qualifications; and
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* be responsible to present any subject matter in a fair and accurate manner.
Approved:

KASB Recommendation — 2/98; 4/07; 12/16; 3/17

GCA Compensation and Work Assignments (See GAN) GCA

Payroll will be issued on a monthly basis and for the hours shown on the
employee’s time card. The number of hours worked and the rate of pay will be
established yearly by the Board of Education. Any work performed beyond the
total allowed by the Board must be approved by the superintendent. The district
payroll is on the computer system. All classified personnel will be paid on the
same day of the month and will include extra duty as well as regular duty.
Payday will be the fifteenth of each month or the Friday before the fifteenth if
the fifteenth should fall on a weekend.

Time Cards

It is the employee’s responsibility to see that the time cards are at the
Unified Office by 8:00 A.M. on the Monday following the end of each pay
period. Time on cards should be reported in no less than fifteen-minute units.
Be sure the time card is legible and signed by your supervisor. If you have more
than one job in the district, be sure you do not duplicate time cards for the two
jobs. Due dates will be provided by Central Office.

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 superintendent or designee.

Attendance Required

Regular attendance is required of all employees subject to leave
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provisions in district policy, employee handbooks or other documents approved
by the board. Excessive absences or tardiness, unauthorized leave or
unexcused absences may result in disciplinary action including termination of
employment.

Workweek

For the purposes of Fair Labor Standards Act (FLSA) compliance, the
workweek will be 12:00 a.m. Sunday 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
nonexempt and that employees are made aware of such classifications.

Classified Personnel will be grouped based on two criteria:

1. Number of hours the employee works per day:
a) Full Time — Employees working 6.5 to 8 hours per day
b) Part Time — Employees working less than 6.5 hours per day
i. Part time employees will receive pro-rated benefits
(sick, personal and holiday leave) based on the average number of
hours they work each day. Benefits typically are for 10 months,
August through May.
2. Number of months they work:
a) 12 month employees;
b) Employees working less than 12 months;

Overtime

No non-exempt employee shall work more than 40 hours per week without
the prior written permission of the appropriate supervisor. Principals and

supervisors shall monitor employees’ work to ensure that the overtime
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GCA Compensation and Work Assignments GCA-3

provisions of this policy and the Fair Labor Standards Act are followed. All
employees shall be compensated for overtime worked, at a rate of one and a half
times their normal rate 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 40 hours in a workweek.
Approved:

KASB Recommendation — 2/98; 9/00; 11/04; 4/07; 3/17; 11/18

GCK Suspension GCK
The superintendent shall 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 given an opportunity to

respond.

Approved:

KASB Recommendation — 2/98; 4/07; 6/08; 3/17

GCRF Non-School Employment GCRF

Classified employees shall not be excused during their regularly assigned
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; 3/17
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GCRG Classified Employees Leave Policy GCRG

The Board will allow the classified employees of the district one (1) day
of sick leave for each month of service. This leave is accumulative as follows:
Twelve (12) month employees may accumulate up to sixty-five (65) days,
employees working less than 12 months get up to fifty-five (55) days. Two (2)
personal days in addition to the sick days are allowed. A third personal leave
day will be afforded to classified employees who have accumulated 25 days or
more of sick leave prior to the beginning of each school year or who have given
seven (7) years of service to the school district.

Family Emergency

This leave policy is generally considered to be for personal illness or
disability; however, during any given contract year up to ten (10) days of leave
may be granted for family illness, family disaster or emergency personal
business, professional improvement, or for other reasons as may be approved by
the superintendent.

Leave for the reasons listed should be approved in advance, if possible,
and shall be deducted from the accumulated total. Leave beyond that specified
in this policy will result in a loss of salary unless exception is granted in
writing by the board.

Jury Duty

It shall be the policy of the board to grant leave for employees who are
called for jury duty.

* Such leave will be without loss of pay.
* Compensation received shall be remitted to the school district in

exchange for normal full pay.
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* Payment for expenses such as travel, meals, and lodging will be
retained by the employee.
* Requests for jury duty leave will be accompanied by a copy of the
subpoena or directive to the building principal for approval.
Approved:

KASB Recommendation — 3/17

GCRH Vacations GCRH

Twelve (12) month employees will be allowed two weeks of paid vacation
as specified below at a time mutually agreed upon by the board’s administrative
representative and the employee. Upon ten years of employment in the school
district, the employees will be granted three weeks of paid vacation.

During the first year of employment, after a two-month probationary
period, the employee is entitled to one-half vacation day per month. During the
second contract year of employment, the employee is entitled to 4 days vacation
plus one-half vacation day per month. During the third through the tenth
contract years of employment, the employee is entitled to 10 days paid vacation
time.

Vacations may be taken at any time during the school year [July 1 — June
30] at a time mutually agreed upon by the Board’s administrative representative
and the employee. All requests for vacation time must be submitted at least 5
days in advance. Any days not used by June 30 can be carried over but they
must be used by December 31 or they are forfeited.

For those employees who have worked less than one year and leave the district,
either voluntarily or through termination, accumulated vacation days will be

forfeited. Employees in their second year of employment and beyond who
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voluntarily resign or retire and who provide the district with a minimum of two
weeks notice and who continue to work daily during that two-week period, will
be afforded the following payment for un-used leave:

* Any prior year accumulated vacation or personal days will be paid out
in full.

* Any prior year accumulated vacation or personal days will be paid on a
pro-rated basis. Employees with 10 days of vacation will receive
payment for .83 vacation days/month, employees with 15 days of
vacation will be paid at a rate of 1.25 days/month. An employee whose
last day is September 23 would receive vacation payment for July,
August, & September — 3 months x .83/month = 2.49 vacation days. If
the employee has already used that amount or more, they will receive
no current year vacation payment.

Approved:
KASB Recommendation — 6/15/92; 2/96; 10/19/98; 1/19/99; 8/13/01; 11/10/14;

3/17

GCRI Paid Holidays GCRI

The following days will be considered paid holidays for full time
employees: Labor Day, July 4th, Christmas Eve, Christmas Day, Memorial Day,
Thanksgiving Day, New Year's Eve, New Year’s Day and Good Friday. If the
paid holiday falls on a Saturday, the Friday before will be the designated
vacation day; if the paid holiday falls on a Sunday, the following Monday will
be the designated vacation day. Time cards will be completed for these days,
regular or overtime. Upon five years of employment nine/ten month employees

will be paid holiday days for Labor Day, Thanksgiving, Christmas, New Years,
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and Easter. Time cards will be made out for this period on a regular hourly
basis. Overtime is allowable on holidays and sick leave, if appropriate.
Approved:

KASB Recommendation — 3/17

HAA Legal Status HAA

The board shall negotiate with its professional employees as provided by law.
Approved:

KASB Recommendation - 4/07; 3/17

HAB Goals and Objectives HAB

Professional negotiations are for the purpose of determining the terms
and conditions of employment as defined by law.
Approved:

KASB Recommendation - 4/07; 3/17

HAC Scope of Negotiations HAC

Negotiations shall cover only topics that are mandatorily negotiable
under current law. The board reserves the right to negotiate any topic the board
deems in the best interest of the district.

Approved:
KASB Recommendation — 6/04; 4/07; 3/17

HAE Board Negotiating Representatives HAE

The board shall select as its agents representatives those persons the

board feels will best represent the interests of the district.
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Each year the board shall designate its representatives for the purpose of
negotiating during the current school year. The superintendent and the board
president shall make recommendations to the board regarding who shall be the
chief negotiator for the board and other members of the negotiation negotiating
team.

Approved:
KASB Recommendation - 4/07; 3/17, 4/21

HAF Superintendent's Role HAF

The superintendent shall not be the chief negotiator for the board. The
superintendent shall only act in an advisory capacity.
Approved:

KASB Recommendation - 4/07; 3/17

HAHBA Use of School Facilities HAHBA

School facilities shall be made available for negotiating sessions without
cost to the teachers' organization. If the representatives of the teachers 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.

Approved:
KASB Recommendation - 4/07; 3/17

HAHBB Use of School Equipment HAHBB

The board may make school equipment available for negotiating sessions.
Approved:

KASB Recommendation - 4/07; 3/17

HAI Negotiations Procedures (See CN) HAI
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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 information 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 by the association, at the discretion of the board, may be
supplied if the association reimburses the board for any additional expenses.
(See CN)

Minutes and Records

One member of the board's team shall be designated to keep reasonably
detailed minutes and records of all negotiating sessions.

Reporting to the Staff and Board

The board shall, through the superintendent, be fully advised as to the
status of the negotiating sessions. The board shall, through the superintendent,
report to the staff information as the board deems advisable.

Reporting to the Media and Public

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 release shall be
prepared by the chief negotiator and the superintendent and approved by the
president of the board. If the president of the board is unavailable, the vice-
president of the board shall make the determination, and if he is also
unavailable, the superintendent 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.

Approved:

KASB Recommendation - 4/07; 3/17

HAJ Preliminary Agreement Disposition HAJ

All tentative agreements shall be reported to the board.
Approved: KASB Recommendation - 4/07; 3/17

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' association 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 preliminary agreements shall be placed in one package
and presented to the board for its consideration.

Approved: KASB Recommendation - 4/07; 3/17

HAL Announcement of Agreement HAL

The board may announce its ratification of the agreement.

Approved: KASB Recommendation - 4/07; 3/17
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IA Philosophy (See GBU and IKB) IA
(District Mission Statement could be placed here.)

Both academic and non-academic programs comprise the educational
program. The educational program shall be performance-oriented and research-
based.

All students shall have an equal opportunity to pursue and acquire
knowledge and to master the educational program’s objectives.

Approved:

KASB Recommendation — 6/04; 4/07; 3/17

1B 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 performance goals 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 council should 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.

The principal shall recommend site council members for board approval.

Each site council shall establish meeting schedules. Each council shall
report to the board at least one time a year.

Approved:

KASB Recommendation-7/96; 6/04; 4/07; 6/14; 3/17; 7/22

IC Educational Program (See ID, IDAA, IDAB, IDAC and 1J) IC
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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 approved, the program shall constitute the district's basic
curriculum.

Approved:

KASB Recommendation — 6/04; 04/07; 6/10; 3/17; 11/18

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. Staff development programs
will be designed to help teachers learn research-based instructional skills and to
apply them in daily instruction.

Approved:

KASB Recommendation — 6/04; 4/07; 6/10; 3/17

IDAB Support Programs (See IC and LDD) IDAB

Support program information approved by the board shall be filed with
the clerk and made available to staff as needed.

Drug Education

All students shall be made aware of the legal, social and health
consequences of drug and alcohol use. Students shall be instructed on effective
techniques for resisting peer pressure to use illicit drugs or alcohol. Students
shall be informed that the use of illicit drugs and the unlawful possession and

use of alcohol is both wrong and harmful.
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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 student sought assistance.

Student Mental Health

The superintendent may develop and implement a student mental health
awareness program. The superintendent shall identify community or area mental
health agencies able to provide assistance.

The staff shall incorporate the philosophy and goals of this policy into
the schools' programs.

At-Risk Students

The superintendent shall be responsible for developing a program for
identifying and working with at-risk students.

Guidance

The guidance program shall be organized to serve all students.

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 provided if:

The parent makes the request for homebound instruction; and

The Superintendent or principal, the student’s IEP team or a section 504
team recommends homebound placement based on information indicating
homebound instruction is medically necessary.

The principal shall be responsible for obtaining a teacher for the student.

When appropriate, the director of special education is responsible for filing the
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necessary papers with the Division of Student Support Services, State Board of
Education.
Approved:

KASB Recommendation — 6/04; 4/07; 3/17

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 defined by K.S.A. 72-3404) 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 restrictive environment.

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 accordance 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 cooperation of
parents in special education services and to safeguard the rights of exceptional
children to a free appropriate public education, the board utilizes and refers
parents to the “Procedural Safeguards in Parent Rights in Special Education”
published by the 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; 3/17; 6/18; 11/18
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IDACB Section 504 Accommodations for Students IDACB

In accordance with the provisions of the Rehabilitation Act of 1973 and
Title II of the Americans with Disabilities Act, the district is committed to
providing students with disabilities the opportunity to participate in and benefit
from its programs and activities. Accordingly, 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 the operation of the particular program or activity or would
fundamentally alter the nature or purpose of the program or activity. No district
board member, employee, or contractor shall retaliate against any person
because of his or her exercise of rights under Section 504.

Approved:

KASB Recommendation — 6/14; 3/17

IDAD Title I Programs IDAD

The board shall ensure the district's Title I programs operate in
accordance with federal laws and conditions. The superintendent is responsible
for administering the district's Title I program; assessing the educational needs
of all students, particularly the needs of educationally disadvantaged children;
developing appropriate communication channels between all parties; to the
extent practicable, providing full opportunities for the participation of
parents/guardians with Ilimited English proficiency, parents/guardians with
disabilities, and parents/guardians of migrant children, including providing
information and school reports required under federal law in a format and
language such parents/guardians can understand; developing in-service training
for parents and staff; and developing appropriate evaluation procedures.

Approved:
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IDAE Student Privacy Policy IDAE
(See BCBK, ICA, ICAA, II, 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 authorized by the 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 district policies
in the area are substantially changed.

Student Data Restrictions

Any student data submitted to and maintained by a statewide longitudinal
student data system shall only be disclosed in accordance with the Student Data
Privacy Act. Disclosure of all other student data or student record information
maintained is governed by the Family Educational Rights and Privacy Act
(“FERPA”).

Annual written notice presented to parents and legal guardians of district
students shall: 1) require parent or guardian’s signature; and 2) shall state
student data submitted to and maintained by a statewide longitudinal data
system only be disclosed as follows.

Student data may be disclosed to:

e The authorized personnel of an educational agency or the state board

of regents who require disclosures to perform assigned duties; and

* The student and the parent or legal guardian of the student, provided

the data pertains solely to the student.

Student data may be disclosed to authorized personnel of any state

agency, or to a service provider of a state agency, educational agency, or school
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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 state agency or
service provider provides the following:

* purpose, scope, and duration of the data-sharing agreement;

* recipient of student data use such information solely for the purposes

specified in agreement;

* recipient shall comply with data access, use, and security restrictions

specifically described in agreement; and

* student data shall be destroyed when no longer necessary for purposes

of the data-sharing agreement or upon expiration of the agreement,
whichever occurs first.
*A service provider engaged to perform a function of instruction
may be allowed to retain student transcripts as required by
applicable laws and rules and regulations. Destruction shall comply
with the NISTSP800-88 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 evaluation or research organization if the data is
aggregate data. “Aggregate data” means data collected or reported at the group,
cohort, or institutional level and which contains no personally identifiable
student data.

The district may disclose:

©KASB. This material may be reproduced for use in USD 448. It may not be reproduced, either in whole or in part, in any form whatsoever, to
be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation
without written permission from KASB.



IDAE Student Privacy Policy IDAE-3

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

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

* any information requiring disclosure pursuant to state statutes;

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

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

Student Data Security Breach

If there is a security breach or unauthorized 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 be immediately 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 a student’s physiological or emotional state,
unless the adult student or the parent or legal guardian of the minor student
©KASB. This material may be reproduced for use in USD 448. It may not be reproduced, either in whole or in part, in any form whatsoever, to

be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation
without written permission from KASB.



consents in writing. “Biometric data” includes measurable biological or
behavioral characteristics that can be used for automated recognition of an
individual,
such as fingerprints, retina and iris patterns, voiceprints, DNA sequence, facial
characteristics, and handwriting.

Nothing in this policy shall prohibit the collection of audio voice
recordings, facial expression information, and student handwriting for:

* provision of counseling or psychological services,

* conducting student threat assessments,

* completing student disciplinary investigations or hearings, or

* conducting child abuse investigations.

Select Student Surveys

No nonacademic test, questionnaire, survey, or examination containing
any questions about the personal and private attitudes, values, beliefs, or
practices of the student or the student’s parents, guardians, family members,
associates, friends, or peers that is administered during the school day shall be
administered to any kindergarten through 12" grade student unless:

* the parent or guardian is notified in writing not more than four months
in advance of the administration of such test, questionnaire, survey, or
examination that such is to be administered; and

* the parent or guardian of the student gives consent through a written or
electronic signature or, in the event of an immediate need, gives verbal

consent for the student to participate.
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Advance notification to a parent or guardian must include:

* A copy of the test, questionnaire, survey, or examination that is to be
administered;

* Information of how the parent or guardian may provide written consent to
authorize the student to take such test, questionnaire, survey, or
examination;

* The name of the company or entity that produces or provides the test,
questionnaire, survey, or examination to the school; and

* Whether the will receive or maintain the resulting data and an explanation
of how the school intends to use and maintain such data.

For written consent to be accepted, timely notice in compliance with the requirements of this policy
must be provided, and the parent or guardian must have had an opportunity to review the information
contained in the notice. Written consent must be provided separately for each individual test,
questionnaire, survey, or examination that is to be administered. Prior to administering any such test,
questionnaire, survey, or examination, a copy of it must be posted and maintained on the district’s
website.

A student has the right to refuse to take any test, questionnaire, survey, or examination as described
herein at any time, regardless of receipt of parent or guardian consent to participate. Prior to
administering any such test, questionnaire, survey, or examination, each student shall be informed that
such student has the right to refuse to take it and that the student will not suffer any adverse consequences
based on refusal to participate.

No personally identifiable student data shall be collected through any such test, questionnaire, survey,
or examination.

Except as otherwise provided in this policy, the provisions of this subsection shall apply to any test,
questionnaire, survey, or examination as described herein that is administered or proposed to be
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administered to any student by any employee of a school district, including, but not limited to, any
administrator, teacher, counselor, social worker, psychologist, or nurse.

If, however, any district employee becomes aware that a student may be at risk of suicide by a
credible report from the student, the student's peers, or another school district employee, the school
personnel who are designated to administer a suicide risk assessment or screening tool may administer
such risk assessment or screening tool in accordance with the provisions of this subsection to determine
whether the student could be at risk for suicide. Such designated school personnel may include, but is not
limited to, any administrator, teacher, counselor, social worker, psychologist, or nurse. Prior to the
administration of any such risk assessment or screening tool, the designated staff member shall verbally
notify the parent or guardian before the administration of such risk assessment or screening tool and
obtain the consent of the parent or guardian.

If the designated staff member is unable to verbally notify the parent or guardian of the student and
obtain consent after reasonable attempts to do so, the designated staff member may administer the risk
assessment or screening tool without such consent. If a risk assessment or screening tool is administered
without the p