USD 475 BOARD POLICIES

PREFACE

The policies of Unified School District 475 are the results of a combined
effort of the professional staff of the Kansas Association of School Boards, the
board of education and the district's staff.

The staff of KASB has written the policy model and integrated into that
model appropriate policies and procedures being used in the district at the time
of the first draft. Upon completion of the first draft, a KASB staff member and
selected district staff members edited the proposed policies resulting in
preparation of a second draft to be presented to the board. When requested, KASB
staff members consulted with the board and selected staff members to arrive at

the final draft. This final draft was then adopted by the board.

Understanding the Policy System

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

This philosophy was incorporated into thinking that produced the model and

guided the board and the district's staff in developing the final, adopted policies.
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There is one binder containing thirteen sections of policies. These sections
are:
SECTIONS
A -- SCHOOL DISTRICT ORGANIZATION
B -- SCHOOL BOARD OPERATIONS
C -- GENERAL SCHOOL ADMINISTRATION
D -- FISCAL MANAGEMENT
E -- BUSINESS MANAGEMENT
F -- FACILITY EXPANSION PROGRAM
G
H
L
J

-- PERSONNEL (certified and noncertified)
-- NEGOTIATIONS
-- INSTRUCTIONAL PROGRAM
J -- STUDENTS
K -- GENERAL PUBLIC RELATIONS
L -- INTERORGANIZATIONAL RELATIONS
M -- RELATIONS WITH OTHER EDUCATION AGENCIES

The system's ultimate success depends on using these policies daily to guide
administrators and other staff, as a management tool to facilitate school board
operations and actions.

The coding or "tracking" of terms is by letter rather than by number. Letter
(alpha) encoding offers two major advantages over number coding. A letter
system offers more flexibility. The code has available 26 separate letters to use
compared to only ten digits. A letter system requires no decimal points. This

tends to reduce the likelihood of errors in reproduction and filing.

The Index
The index is designed to help the user find the subject described in the

appropriate policy.
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When Using This Manual

To use this manual properly, the reader should look up the subject matter
in the index and turn to the policy section first. The reader should check the table
of contents found in the front of each policy section to determine if the desired
subject is cross-referenced to any other policy. The reader should turn to the
alpha code in the appropriate section and read the policy. After the reader has

done this, cross-references should also be read.

State Law and Negotiated Contracts

These policies do not contain any statutory language, except where

necessary, or negotiated contract language. They exist in other, separate
documents, which should be consulted if needed. If the reader is in doubt about
the subject being pursued, guidance should be sought from the superintendent or

another administrative staff member.

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

designated representative" are assumed to be included.
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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.

Adopted by Board 07/15

SECTIONS
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ABE District Goals and Objectives (See BK) ABE

The board shall annually establish and review long-range goals and
objectives to guide district operations. All district personnel shall direct their
efforts toward achieving district goals and objectives. The superintendent shall
give the board periodic reports on progress made towards achieving district goals.

The board shall participate in long-range planning through an annual
meeting with the superintendent and designated staff to review progress on the
implementation of board priorities, initiatives, and long-range plans. The board
also shall consider and act upon objectives and major activities proposed by the
superintendent to achieve district goals.

The superintendent shall develop necessary procedures to implement this

policy.

Adopted by Board 07/15

SECTIONS
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AC School District Grade Levels AC

The district will be organized on a K-5, 6-8, 9-12 plan.

Adopted by Board 07/13

SECTIONS
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AD District Attendance Areas (See AG) AD

The board shall review school attendance areas as needed and make changes
as warranted.

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

public hearing to seek input on the proposed changes.

Adopted by Board 07/15

SECTIONS
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ADA School Census ADA

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

categories.

Adopted by Board 07/15; Revised 03/19

SECTIONS
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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.

Adopted by Board 07/15

SECTIONS

©KASB. This material may be reproduced for use in USD 475. 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.



AEA School Calendar (See IKD) AEA

The board shall establish a calendar for each school year. On or before
June 1st of each year, 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 shall be considered.

A copy of the current calendar shall be on file in the clerk’s office.

Adopted by Board 07/15

SECTIONS
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AEB School Year and Learning Opportunities AEB

(See JBD, JBE, JCDA and JDD)

Prolonged or Shortened School Year

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 extended 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:

e before- or after-school;

e on Saturday; and/or

e 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.

Adopted by Board 07/15; Revised 09/16

SECTIONS
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AF School Day AF

Except as otherwise provided in the negotiated agreement for staff members
covered thereby the board shall establish the time of beginning and of ending the

school day and other time schedules.

Adopted by Board 07/15; Revised 09/18

SECTIONS
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AG Closing School Buildings (See AD) AG

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

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

Adopted by Board 07/15

SECTIONS
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BG. .o Memberships
BK...oooieiie Board Self-Evaluation (See ABE)
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BA Goals and Objectives BA

Board Goals and Objectives may be found on the district website.

Adopted by Board 07/15

SECTIONS
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BBBB New Member Orientation (See BCBK) BBBB

The superintendent shall conduct an orientation program to acquaint new
board members with board policy, district operations, and procedures. The
orientation shall also describe the duties and responsibilities of board members,
the superintendent, the clerk and members of the executive staff. Newly elected
and newly appointed board members shall be encouraged to attend workshops for
new board members.

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

material of a confidential nature.

Adopted by Board 07/15

SECTIONS
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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
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.

Adopted by Board 07/15

SECTIONS
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BBC Board Committees (See CF) BBC

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

There shall be no standing or temporary board committees except as
provided for in this policy. Board 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 may be
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.

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

shall exist longer than one year unless reappointed by board action.

Adopted by Board 07/15, revised 08/14

SECTIONS
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BBE Attorney BBE

The board shall appoint an attorney to handle legal matters.

Adopted by Board 07/15
Revised: 09/22

SECTIONS

©KASB. This material may be reproduced for use in USD 475. 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.



BBG Consultants (See CJ, CL and ID) BBG
The board may use consultants to advise the board. Neither the
superintendent nor any staff member is authorized to engage a consultant for pay

without prior board approval.

Adopted by Board 07/15

SECTIONS
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BCAC Special Meetings BCAC

Special meetings may be called at any time by the president of the board
or by joint action of 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 calendar
days in advance of the special meeting. No business other than that stated in the

notice may be transacted at the special meeting.

Adopted by Board 07/15; Revised 03/19

SECTIONS
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BCAE Public Hearings (See BCBI and KN) BCAE

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

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

The board president or 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.

Adopted by Board 07/15

SECTIONS
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BCBD Agenda BCBD

The board shall adopt an agenda at the beginning of each meeting. The
superintendent shall distribute background material concerning agenda items to
all board 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. 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;

° bids, specifications;

U attendance center reports; and

[ )

requests for hearings and other such information

Other items and reports may be added to the agenda.

Adopted by Board 07/15

SECTIONS
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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.

Any board member who wishes to make a motion, second a motion, or
discuss pending business shall first secure recognition of the board president.
All formal board actions shall be taken by ordinary 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;

e 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;
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BCBF Rules of Order BCBF-2

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

e To go into executive session; and
e 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.

Adopted by Board 07/15

SECTIONS

©KASB. This material may be reproduced for use in USD 475. 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.



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.

Adopted by Board 07/15; Revised 09/18

SECTIONS
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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. Unofficial
minutes shall be sent to the board as soon as possible after each meeting. The
board shall review minutes of each meeting as soon as
practicable, shall make any corrections or changes required to make the minutes
accurately reflect board actions taken, and then approve the minutes as presented
or changed.

The minutes shall clearly reflect all motions voted on by the board,
including board actions taken on motions which did not pass. The 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.

Adopted by Board 07/15

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

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.

Adopted by Board 07/15

SECTIONS
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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.

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.

Adopted by Board 07/15

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

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.
I 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
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;
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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.

The motion will explain why one of the seven statutorily acceptable

reasons was chosen.

Adopted by Board 07/15; Revised 09/17

SECTIONS

©KASB. This material may be reproduced for use in USD 475. 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.



BDA Developing, Adopting, Amending, and Repealing Board Policy BDA

(See CM, GAA and JA)

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 recommend 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 may be submitted to the
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.

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.
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BDA Developing, Adopting, Amending, and Repealing Board Policy BDA-2

Action Allowed When No Policy Exist

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

should recommend any policy needs the incident may have created.
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BE School Board Records BE
(See BCBK, CN, CNA, ECA, 11, and KBA)

The board shall keep records necessary to document board actions.

Adopted by Board 07/15

SECTIONS

©KASB. This material may be reproduced for use in USD 475. 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.



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.
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BK Board Self-Evaluation (See ABE) BK

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

The board considers the following conditions crucial to self-evaluation:

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

process to be used.
The standards may include, but not be limited to:

educational leadership;

policy development;

board member development and performance;

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

fiscal management;

board meeting organization and committee performance;

relations with cooperating agencies and other governmental
organizations.

2. Evaluation shall be at a scheduled time and place with all {at least 6}
board members present.

3. The evaluation shall be a composite of the individual board members’
opinion.

4. The evaluation shall discuss strengths as well as areas needing
improvement.

The evaluation results shall be discussed in detail, and the board shall

formulate a series of objectives for the coming year. These objectives shall be

stated in the form of behavioral change or productivity gains.
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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.
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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:

e Makes the well-being of students the basis for decision making and action;

e Fulfills professional responsibilities with honesty and integrity;

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

e Obeys local, state and national laws;

e Implements all board policies, rules and regulations;

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

e Avoids using an administrative position for personal gain;

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

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

e Honors employment contracts until fulfillment or release.
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CD Administrative Line and Staff Relations (See GACA and GACB) CD

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

subordinates have full authority to administer district programs.
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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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CEA Superintendent Qualifications CEA

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

leadership license.
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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.
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CEC Superintendent Recruitment CEC

The superintendent search presents the board with an opportunity to recruit
individuals who will implement the board's goals. The board shall establish an
orderly 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 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.
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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.
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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.
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.
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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.
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CEI Evaluating the Superintendent (See CGI and GAK) CEI

The board shall adopt an evaluation system that provides a basis for 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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CEJ Nonrenewing or Terminating the Superintendent’s Contract CEJ

The board may nonrenew or terminate the superintendent's contract.
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CEK Resignation CEK
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.
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CF Board-Superintendent Relations (See BBC) CF

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

receiving the superintendent’s recommendations.
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CG Administrative Personnel (See CEF, GAN and KB) CG

The board shall employ administrative personnel as needed.

Compensation Guides and Contracts

Administrative personnel shall be compensated for their services with a
contracted salary determined 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.
(See KB)

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.

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.
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CG Administrative Personnel CG-2

Orientation

The superintendent shall conduct an appropriate administrative orientation
program.

Supervision

The superintendent shall be responsible for 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.
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CGI Administrator Evaluation (See CEI and GAK) CGI

Administrative personnel shall be evaluated in writing by the
superintendent or designee 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.
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CGK Suspension CGK

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

The superintendent may suspend administrators with pay for any reason, including, but not limited
to, one or more of the following: alleged violation of or failure to implement board policy, rule, or
regulation; refusal or failure to follow a reasonable directive of the administrator’s supervisor, the
superintendent, or the board; the filing of a complaint against the administrator with any civil or criminal
authority; the alleged commission of an offense involving moral turpitude; or other good cause.

If a suspension without pay is imposed on an administrator, the administrator is entitled to pay until

the administrator has been advised of the basis for suspension and has been given an opportunity to respond.
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CJ Hiring Consultants (See BBG, CL and ID) ClJ

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

Administrative employees who fail to implement board policies may, by
board action, be suspended without pay, demoted, placed on probation,

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

The board designates the Executive Director of Marketing and Media as
its Freedom of Information Office. The Freedom of Information Officer shall
have the authority to establish and maintain a system of records in accordance
with the Kansas Open Records Act and other applicable laws. The board
further assigns the Executive Director of Marketing and Media, 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 concerning record access 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, kept by, or in the possession of the
district, including those exhibited at public board meetings.

Central Office Records

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

Building Records

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. The district may charge and require advance
payment of a fee for providing access to or furnishing copies of public records.

Requests for access to open records shall be made in writing to an official
custodian of district records. The official custodian shall examine each
request to determine whether the record requested is an open record or is
subject to an exception of the Kansas Open Records Act that would allow the
record to remain closed. The custodian may also refuse to provide access to
a public record or to permit inspection if a request places an unreasonable
burden in producing public records or if the custodian has reason to believe
that repeated requests are intended to disrupt other essential functions of the
district. The custodian shall either grant or deny each 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,
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CN Records CN-3
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.

Copies of Records

Copies of open records shall be available upon written request, unless
otherwise specified in Kansas or federal law. Requestors may only make
abstracts or obtain copies of public records to which they have access under
the Kansas Open Records Act. The district shall not be required to provide
copies of radio or recording tapes or discs, video tapes, films, pictures, slides,
graphics, illustrations, or similar audio or visual items or devices, unless such
items or devices were shown or played during open session of a district board
meeting. Similarly, the district shall not be required to provide such items or
devices which are copyrighted by a person other than the board. Furthermore,
nothing in the Kansas Open Records Act requires the district to electronically
make copies available by allowing a requestor to obtain copies by inserting,
connecting, or otherwise attaching an electronic device provided by the
requestor to the computer or other electronic device of the district.

Advance payment of the expense of providing access to or furnishing
copies of open records shall be borne by the requestor. Under no circumstances
shall the documents be allowed out of their usual building location without

approval of the official custodian.
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CN Records CN-4

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

* in the case of fees for copies of records, the fees shall not exceed the

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

make the information available and printing fees of 20 cents per page, as
applicable;

* in the case of fees for providing access to records maintained on computer

facilities, the fees shall include only the cost of any computer services,

including staff time required.

Revenue from copying open records 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 or Director of Student Support Services is designated as the
official custodian of all board and 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)
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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 as long as the legal action

is pending.
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CO Reports CcoO

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.

Types of Reports

Annual

The superintendent shall submit to the board an annual report summarizing
the district’s operations for the preceding school year. The report shall include
the accreditation status of each district school building.

Budget Reports

The superintendent shall present a monthly budget report to the board.
The budget report shall be included in the board’s agenda and shall include each
account, the original appropriation, the amount expended to date, the amount
encumbered to date, and the remaining balance in each account.

Disseminating Reports

The board, upon request, may receive copies of reports submitted to the
superintendent if there is no potential violation of any staff or students’ privacy

rights.

Adopted by Board 07/15
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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.

Adopted by Board 07/15
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DB Budget Planning (See DC and KBA) DB

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

* The amount of time the board estimates it will take for all students to achieve
proficiency above level 2 for grade academic expectation 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

document shall be on file at the administrative offices of the school district and
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DB Budget Planning (See DC and KBA) DB-2

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.

Adopted by Board 07/15
Revised: 09/22
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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.

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 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.
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DC Annual Operating Budget DC-2

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

The superintendent will be responsible for developing the budget cover
letter. It is recommended that the letter include a restatement of the goals and
objectives of the district and a list of budget priorities. An explanation of line-
item 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.

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 in the administrative offices of the district and available on the district's

website.
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DC Annual Operating Budget DC-3

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.

Adopted by Board 07/15; 09/15;

Revised 09/18; 09/22
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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
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DE Fraud Prevention and Investigation DE-2

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 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.

Adopted by Board 09/18
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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.

The superintendent shall make the board aware of all grant applications

before their submission.

Adopted by Board 07/15

SECTIONS

©KASB. This material may be reproduced for use in USD 475. 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.



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 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 $100.00 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,
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DFAB Standard of Conduct for Federally Funded Contracts DFAB-2

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.

Adopted by Board 03/17
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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
Chief Financial Officer as the federal programs coordinator and district contact
for all federal programs and funding.

The Chief Financial Officer 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:

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

e 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).

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

e 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.

e 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.

e (Cash Management — The district shall maintain written procedures to
implement the cash management requirements found in EDGAR.

e 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 Emplovees

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:

e Amount of federal funds,

e How funds are used,

e Total cost of each project,

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

e Other records to facilitate an effective audit,

e Other records to show compliance with federal program requirements,

and

e 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:

e Assess the risk of noncompliance.

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

e 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

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
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DFAC Federal Fiscal Compliance DFAC-5

federal awarding agency or pass-through entity imposing additional conditions or

terminating the award in whole or in part.
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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 with 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 (hereafter "financial
institution(s)") with main or branch offices located within the district and the
county or counties in which part of the district is located shall be given an
opportunity to respond to requests for proposals on monies offered for investment.
All responses shall be directed to the superintendent (or designee) and shall be
specified on the basis of simple interest.

Distribution of monies for investment shall be as follows:

The treasurer or other person designated by the board shall inform each
eligible financial institution of the total amount of money to be invested on a
specified date and the maturity date of the investment. Each financial institution
responding shall submit a single proposal of the rate of interest it would pay on

all or part of the funds to be invested.
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DFE Investment of Funds DFE-2

Monies shall be invested with the financial institution offering the
highest interest rate in such amount as the financial institution will accept, and
any remaining amounts shall be invested with the financial institution(s) offering
the next highest interest rates in such amounts as it will accept until all funds
offered for investment are invested. No financial institution shall be eligible to
receive any funds in the same offering at a rate lower than its proposal rate.

No proposal less than the most recently determined investment rate as
defined in K.S.A. 12-1675a shall be accepted unless otherwise authorized by
K.S.A. 12-1675. No funds will be invested for maturities of more than two years.

Any monies not otherwise invested in eligible financial institutions
located in the district due to their inability, for whatever reason, to accept the
funds, shall be invested in secured deposits in financial institutions which have
offices located in counties in which a part of the school district is located.

Any monies not invested in financial institutions in the district or
located in counties in which a part of the school district is located may be invested
as authorized by Kansas law.

Monies available for reinvestment as a result of maturities may be
reinvested with the financial institution holding such monies provided the
financial institution agrees to pay the same or higher rate as that offered by the
highest proposal at the time the requests for proposals were accepted.

In the event of identical high proposals, the allocation of monies to be
invested between the financial institutions offering the high proposals shall be at
the discretion of the superintendent.

The treasurer shall record the following information: the date of each

request for proposal; the name of each financial institution notified; the name of
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DFE Investment of Funds DFE-3

the officer notified; the proposal, the amount of monies the financial institution
is willing to accept at the rate proposed.

To be eligible to receive invested funds or deposits from the district, any
otherwise eligible financial institution shall have on file in the office of the
district treasurer a letter requesting its inclusion in any request for proposal 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.

Adopted by Board 07/15; Revised 10/16; 09/18; 02/20; 09/20
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DFG Fees, Payments and Rentals (See KG) DFG

Proceeds from the sale or fees for buildings or equipment use or rental will

be credited to capital outlay.
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DFK Gifts and Bequests (See FC, GAJ, JLL. and KH) DFK

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

specified by the board.

Adopted by Board 07/15
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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.
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DH Bonded Emplovees 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 § 100,000 is required for the treasurer, or
the current maximum amount required by law. A position bond may be purchased
by the board for district employees as follows:

e Building principals
e Building secretary(s)

e Other employees as the board may direct.

Adopted by Board 07/15
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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.
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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.
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DJE Purchasing DJE
The purchasing, receiving, storing and distribution of supplies, equipment
and services for use in the district shall be managed efficiently and economically.
School employees are not allowed to purchase personal items from vendors
using district accounts.

Purchasing Authority

The board shall appoint a purchasing agent for the district.

Adopted by Board 07/15
Revised 03/22

SECTIONS

©KASB. This material may be reproduced for use in USD 475. 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.



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.
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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.

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.
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DJED Bids and Quotations Requirements DJED-2

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.

Responsible Bidder

All bids shall be awarded to the lowest responsible bidder. The board

B

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.
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DJED Bids and Quotations Requirements DJED-3

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.
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DJEE Local Purchasing DJEE

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

by statute.
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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.
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DJEG Purchase Orders and Contracts (See DJEJ and DJFAB) DJEG

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

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.
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DJEJ Payment Procedures (See DJEG and DJFAB) DJEJ

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

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

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.
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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.
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DJFAB Administrative Leeway (see DJEG and DJEJ) DJFAB

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

the board at the next regular or special board meeting.

Adopted by Board 07/15
Revised: 09/22

SECTIONS

©KASB. This material may be reproduced for use in USD 475. 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.



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.

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

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.
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DK Student Activity Fund Management DK-2

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.
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DP Collection Procedures (Seec 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

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

upon receipt of insufficient funds checks.
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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.
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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.
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EBA Insurance Program EBA

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

Liability Other Than For Vehicles

To the extent permitted by law, the board may insure all employees against
legal action arising out of the performance of any authorized duties. The board
may 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.

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.
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EBAA Workers Compensation (See KFD) EBAA

The district will participate in workers compensation as required by
current statute. The combined workers’ compensation benefits and salary
received under allowed sick leave, or other available 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.

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 sick leave
benefits shall not exceed a regular daily rate of pay. An employee using sick
leave, or other available leave, in combination with workers compensation will
be charged for one full or partial day of sick leave, as provided for in the sick
leave policy or the negotiated agreement, for each day of absence until the
employee’s sick leave is exhausted.

Any employee who is off work and drawing workers compensation
shall be required to provide the clerk of the board/Human Resource Director 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 sick leave shall be ended and those benefits under

workers compensation shall be restricted as provided by current statute.
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EBAA Workers Compensation EBAA-2

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.

Adopted by Board 07/15

SECTIONS

©KASB. This material may be reproduced for use in USD 475. 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.



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

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. Written records of these inspections shall be maintained.

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
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EBB Safety EBB-2
will be taken as soon as possible. Defects requiring expenditure of money in
excess of $20,000 will be reported to the board. Any defects not immediately
removed, repaired, or otherwise eliminated shall be blocked off with fences or
other restraining devices.

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.
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EBBA Hazardous Waste Inspection and Disposal EBBA

Inspection

Regular inspection of district facilities for hazardous waste shall be
conducted by Director of Emergency Management. Written records of these
inspections shall be maintained.

Disposal

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

Rules
The superintendent shall develop written rules and procedures for
notifying district administrators that hazardous waste has been discovered and/or
produced and rules for reporting the proper disposal of waste. These rules and

regulations shall be distributed to all staff members in classified and certified

Adopted by Board 07/15, revised 09/15

SECTIONS

©KASB. This material may be reproduced for use in USD 475. 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.



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. A plan for
emergency dismissal of students during the school day shall be developed by the
superintendent and approved by the board. A copy shall be filed with the clerk
and procedures for dismissal shall be given to parents and students at the
beginning of each school year.

School will not be dismissed early because of an 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, health or safety concerns, or other circumstances, parents and
students shall be notified of school closings or cancellations by announcements
made over radio/TV station(s), or other electronic media.

Bomb Threats

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

followed.
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EBBD Evacuations and Emergencies EBBD-2

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.

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.
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EBBE Emergency Drills EBBE

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

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

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

Each teacher shall explain relevant portions of the plan to students
under their jurisdiction prior to a date established by the principal. Within one
week there-after, the building principal shall conduct a surprise drill. Other drills
shall be held at times determined by the building principal.

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

Each emergency and safety drill plan shall be reviewed by the
superintendent and filed with the clerk.
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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.
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EBC Security and Safety (See JCAC, JCDBB, JDD, JDDB, JDDC ,KGC and KGD)EBC

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, 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:

e 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 also be notified.

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.

Reportable events include:

e A student being expelled for conduct which endangers the safety of others:

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



EBC Security and Safety EBC-2

A student being expelled for commission of felony typed 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;

e 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.

Annual Reports

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

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.
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EBCA Vandalism EBCA

Vandalism Protection

All school personnel shall report any vandalism to their immediate
supervisor. School personnel are expected to lock or otherwise secure any files,
records, safes or similar compartments at 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.
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EBCA Vandalism EBCA-2
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

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 an 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 123 N. Eisenhower, Junction
City, KS 66441, telephone 785-717-4000. The board
reserves the right to determine the deserving recipients of
the reward in the event of corroborating and supplementary
information.
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EBE Cleaning and Maintenance Programs EBE

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

Sanitation

The superintendent 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 after board approval.
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EBI Long-Range Maintenance Program EBI

The superintendent shall develop annually priority lists outlining long-

range maintenance of school property, buildings and grounds.
The superintendent shall present a report to the board annually
concerning the district's maintenance priorities. A cost analysis report shall be

attached to the report.
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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.
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EC Equipment and Supplies Management EC

The superintendent shall keep up-to-date inventory records on all equipment
and supplies.

Receiving

All packing lists will be checked against all invoices for accuracy by the
superintendent or person responsible for receiving supplies.

A quantity control system is needed in order to prevent shortages or
mismanagement of district-owned equipment or supplies. The system shall be
kept up-to-date and be accurate enough to provide information for budget
preparation each year.

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

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

filled and delivered.
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ECA HIPAA Policy ECA
(See BCBK, BE, CN, CNA 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.
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ECH Printing and Duplicating Services (See IIBG and KBA) ECH

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

Any duplication of copyrighted 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.
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ED Student Transportation Management (See EDDA and JGG) ED

The district will provide transportation to students as required by law.
Student transportation can be provided through any of the methods outlined by

law.
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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 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
disciplinary action by school officials or reports to law enforcement as
appropriate.

Speed Limits

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

Safety Inspection

The superintendent or the superintendent's designee shall be responsible

for bus and other transportation inspections.
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EDAA School Buses and Vehicles EDAA-2
(See EDB, JBCA, and JGG)

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 superintedent'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 by each driver at the
conclusion of each trip and submitted to the person responsible for collection of
these records. An annual summary report will be used in the compilation of the
district's budget. A copy of the annual report may be given to the board on or
before the regular board meeting in June or upon request.

Licensing of Drivers

It shall be the responsibility of all school transportation providers to
provide proof of a valid driver's license appropriate for the vehicle(s) to be driven

for the district to the superintendent or the superintendent's designee at the
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EDAA School Buses and Vehicles EDAA-3
(See ED, JBCA, and JGG)

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 to 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, 7-on-7, and
summer league games.

Any staff requests for such use shall be submitted to the
superintendent or designee at least 14 days prior to the activity and shall
include information concerning the time, date, and duration of trip; the

purpose of the transportation; the projected number of students requiring
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EDAA School Buses and Vehicles EDAA-4
(See ED, JBCA, and JGG)

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.

The superintendent may grant or deny such requests after taking into
consideration the following factors: 1) the expense of providing requested
transport; 2) the availability of funds for such purpose; 3) the availability of
adequate school staff to chaperone and/or provide transportation; 4) the
availability of and/or the coverage of liability insurance for this purpose; 5)
priority of assignment and availability of necessary vehicles; 6) Title X and other
fairness considerations in granting use or repeated use to a particular group of
student participants; and 7) other good cause as determined by the superintendent

or superintendent's designee.
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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 wusing 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.

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

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

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

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

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

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

e 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.
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EDDA Special Use of School Buses EDDA-2

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 wuniversity, 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;

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.
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EE Food Services Management EE

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

Sanitation Inspections

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

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
or designee 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.

A charge account for students paying full or reduced price for meals may
be established with the district. Students at this high school level may charge no
more than 10 days worth of meals to their account, Charging of a la carte, snack
milk or extra items to any account will not be permitted.

At the Elementary and Middle School level, meals will not be denied.

©KASB. This material may be reproduced for use in USD 475. 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.



EE Food Services Management EE-2

Parents must notify the school to stop food service for their elementary or middle
school student. At the High School level, if any student fails to keep his/her
account solvent as required by the district, the student shall not be allowed to
charge further meals until the negative account balance has been paid in full or
arrangements have been made to pay off the balance. However, such students will
be allowed to purchase a meal if the student pays for the meal when it is received.

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 90 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 and may be sent
to the Kansas Debt Offset program for collection.

Payments for school meals may be made at the school or district office or
online at www.usd475.0org. 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 any aspect of
the policy. Records of how and when it is communicated to households and staff
will be retained.

Adopted by Board 07/15; Revised 03/17 SECTIONS

©KASB. This material may be reproduced for use in USD 475. 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.



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.
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EG Energy Conservation EG

The Board of Education embraces energy conservation and believes it to be
our responsibility to ensure that every reasonable effort is made to conserve
energy and natural resources while exercising sound financial management.

We recognize the importance of adopting an energy conservation policy to
govern this program. We also affirm the implementation of this policy will be
the joint responsibility of the board, administration, faculty, staff, students,
support personnel, and Cenergistic. Success is based on cooperation amid all
groups.

To ensure the overall success of our behavior-based energy conservation
program, the following areas will be emphasized:

e A designated campus Administrator will be accountable for energy
conservation on his/her campus with Energy Specialist teams conducting
energy audits and providing timely feedback.

e All personnel at each campus are expected to make a positive contribution
to maximize energy conservation and produce real energy savings.

e Cenergistic will implement its energy conservation program primarily
through an energy management team led by the Energy Specialist(s) in
accordance with “Energy Guidelines” that will be adopted by administration
and will define the “rules of engagement” for our energy program.

e Accurate records of energy consumption and cost will be maintained by the
Energy Specialist for each campus to provide verifiable performance results

on the goals and progress of the energy conservation program.
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EG Energy Conservation EG-2

Further, to promote a safe, healthy learning environment and to complement
the energy conservation program, each campus shall review and adhere to the
energy conservation and building management guidelines for its facilities and

systems, including HVAC, building envelope, and moisture management.

Whereas the Board is responsible for overseeing the operations and fiscal

accountability of each institution under its governance,

Whereas the Board embraces energy conservation and desire for the District
to become a nationwide