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organization of the board of education or the appointment of board of 
education members.  (adopted 10/6/80) 

 
1.443 Order of Business 
 The following order of business shall be observed at all regular 

meetings of the board of education: 
A. Call to order 
B. Roll call 
C. Approval of agenda 
D. Action on minutes 
E. Review of funds 
F. Audience participation 
G. Written communications 
H. Report of committees 
I. Report of the superintendent 
J. Unfinished business 
K. New business 
L. Audience participation 
M. Action on bills 
N. Discussion by board of education members and agenda requests 
O. Executive session 
P. Other action 
Q. Adjournment 
(revised 3/21/83) 

 
1.444 Suspension of Rules 
 In the event of emergency, any one of the above rules and regulations 

may be suspended by the majority of the members.  Such suspension 
shall be for the consideration of a specific question only.  After the 
consideration of the specific question, the rules shall again be in force.  
(revised 2/1/99) 

 
1.445 Availability of Agendas 
 Agendas for regular meetings of the board of education may be 

obtained by patrons or employees of the district as early as Thursday 
prior to the Monday meeting.  Agendas may be obtained at the board 
of education offices.  (revised 11/1/04) K.S.A. 75-4318 

 
1.446 Rules of Order 
 The board shall be governed by rules of procedures as adopted by the 

board and in accordance with law. 
 
 The president (or vice-president in the absence of the president) will 

preside at all meetings.  In the absence of both the president and the 
vice-president, the members present shall elect a president pro 
tempore who will serve only for that meeting or for that part of the 
meeting in which the president and vice-president are absent. 

 
 Any member of the board who wishes to make a motion, second a 

motion or discuss pending business will first secure recognition of the 
board president. 

 
 The president will present each agenda item for discussion or 

designate the superintendent or other staff member who will present 
the agenda item. 
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 All formal actions of the board will be taken by ordinary motions 
unless a formal resolution is required by law. 

 
 It will not be necessary for a motion to be before the board in order to 

discuss an agenda item which has been presented by the board 
president for consideration.  In the ordinary course of events, the 
board will discuss all matters other than routine procedural questions 
prior to the making of a motion in order that the reaching of consensus 
may be facilitated.  

 
 The following motions will be in order: 
  To recess; 
  To take action; 

To amend a motion to take action, but such amending motion will be 
disposed of before any other motion to amend the main 
motion will be in order; 

To defer action, either finally or to a specific time, date and place; 
To go into executive session, and 
To adjourn, either finally or to specific time, date, and place. 
(adopted 11/1/04) 

  
 

1.450 EXECUTIVE SESSION OF THE BOARD OF EDUCATION 
The board of education may enter into closed (executive) session upon formal 
motion made, seconded, and carried.   The motion to recess for an executive 
session shall include a justification for closing the meeting, and the subject(s) to 
be discussed during the closed meeting, and the time and place at which the 
open meeting shall resume.  The minutes of the meeting are to reflect same. 
 
Upon adoption of a formal motion, the board may recess any meeting to a 
specified time for a closed executive session to discuss any of the following 
topics: 
1. Personnel matters of non-elected personnel; 
2. Consultation with an attorney for the board that is deemed privileged in the 

attorney-client relationship; 
3. Matters relating to employer-employee negotiations, with or without the 

board representatives; 
4. Matters relating to actions adversely or favorably affecting any student, 

except that any such student shall have the right to a public hearing if 
requested; 

5. Preliminary discussions relating to the acquisition of real property; and 
6. Matters relating to the security of the district’s buildings, facilities, or 

information system. 
 
Any motion to recess for the purpose of holding a closed executive session shall 
state the following: 
1. The justification for closing the meeting; 
2. The subjects to be discussed during the closed executive session; and 
3. The time and place at which the open meeting will resume. 
 
No binding action shall be taken during a closed session.  It is the responsibility 
of each individual board of education member to insure that only topics legally 
permissible are discussed in executive session.  (revised 11/1/04) K.S.A. 75-
4319 
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1.460 AUDIENCE PARTICIPATION IN BOARD OF EDUCATION 
MEETINGS 
Any individual or group will be given the opportunity to address the board of 
education at the appropriate time as designated on the agenda.  If an individual 
or group would like to speak on a certain item on the agenda, the request should 
be made known during the audience portion of the meeting.  The president of 
the board of education will have the authority to establish time limits on visitors 
who are addressing the board of education. 
 
At the discretion of the president of the board of education, additional 
opportunities for participation by the audience may be granted.  (revised 
11/1/04) K.S.A. 75-4317 
 

1.470 MINUTES OF BOARD OF EDUCATION MEETINGS 
A complete and accurate set of minutes of each board of education meeting 
shall be kept in an official record book specified for that purpose in the clerk's 
office.  It shall be kept on file as the official record of school legislation of the 
district and shall be open to public inspection.  (revised 11/1/04) K.S.A. 72-
8202c 

 
1.500 DEVELOPMENT OF BOARD OF EDUCATION POLICIES 
 

1.510 DEVELOPMENT OF BOARD OF EDUCATION POLICY PROPOSALS 
The superintendent of schools or any board of education member may present 
to the board of education, in writing, proposals for adoption or revision of board 
of education policies.   
 
The board of education attorney will review any board of education policy 
proposal when deemed appropriate by the superintendent or the board of 
education.  (revised 12/5/94) 
 

1.520 ADOPTION OF BOARD OF EDUCATION POLICIES 
 
1.521 Process of Board of Education Policy Adoption 

A. Board of education policies may be amended or revised at 
any regular meeting of the board of education by a majority 
vote, provided that first reading and discussion of the 
proposed policy change has occurred at a previous meeting 
and was made a part of the minutes of that meeting.  This 
policy may be waived in exigent circumstances by the board 
of education. 

B. Current policy handbooks of individual school buildings 
within the district (as required by the Kansas State 
Department of Education) are to be filed with the State 
Department of Education office with the date on which it 
was approved.  Any changes made after the submission date 
shall be approved by the board of education, entered into the 
board minutes and filed with the State Department of 
Education within 30 days.  (revised 2/1/99) 

 
1.522 Conflict with State Statutes 

A. No policy of the board of education shall be operative if it is 
found to be in conflict with any laws of the state or federal 
government. 
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B. No policy in a district handbook shall be operative if it is 
found to be in non-compliance with board policy, and state 
or federal law.  (revised 2/1/99) 

 
1.523 Dating Policy Adoptions 
 All policy adoptions and revisions will note the date of the revision or 

adoption when inserted in the policy handbook.  (adopted 10/6/80) 
 

1.530 REVIEW OF BOARD OF EDUCATION POLICIES 
The board of education will regularly review and revise its policies, to include a 
final review by the board of education attorney.  (revised 11/1/04) 
 

1.540 DISTRIBUTION OF THE POLICY HANDBOOK 
 
1.541 Distribution to Patrons 
 Patrons may access the policy handbook by going to the district’s 

website at www.usd489.com and clicking on board of education 
policies.  A patron may also request a copy from the board of 
education office.  (revised 11/1/04) 

 
1.542 Distribution to Employees and Board of Education Members 

A. A complete and updated policy handbook shall be distributed to 
all board of education members, certificated administrators, and 
the president of the recognized official representational 
association of teaching personnel. 

B. Certified and classified personnel may access the policy 
handbook by going to the district’s website at www.usd489.com 
and clicking on board of education policies. 

C. Complete and updated copies of board of education policies 
shall be on file at the office of each certificated administrator, at 
each school library, and the public library.  (revised 11/1/04) 

 
1.600 RECOGNITION OF EDUCATION ASSOCIATIONS 
 

1.610 RECOGNITION OF THE HOME AND SCHOOL ASSOCIATIONS 
The board of education recognizes and gives warm endorsement to the home 
and school associations and other similar organizations.  The staff of the 
schools shall be encouraged to cooperate actively with the officers of these 
organizations.  (revised 11/1/04) 

 
1.700 SCHOOL AND COMMUNITY RELATIONSHIPS AND COMMUNICATIONS 
 

1.710 GENERAL STATEMENT 
A continuing program of two-way communications shall be used to enhance 
good internal employee relations and good community relations. 
 
The superintendent shall enable the community to make known its desires and 
shall enable the board to make known its plans and actions.  The superintendent 
shall develop and maintain a program of school-community relations and 
achieve the board’s objectives for the program, as follows: 
1. To promote public interest and participation in the operation of the district; 
2. To gather public attitudes and reactions about the district and report them to 

the superintendent and board; 
3. To provide an honest, continuous, comprehensive flow of information about 

the policies, procedures, programs, problems, and progress of the district to 
the community and to the staff; 
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4. To develop the most effective means of communication with each of the 
district’s publics and to use all available media; 

5. To develop programs in the district and in the individual schools that will 
integrate home, school, and community in meeting the needs of the students 
in the schools; 

6. To develop and maintain the confidence of the community in the board and 
the district staff; 

7. To develop a climate that attracts good teachers and encourages the staff to 
strive for excellence in the educational program; 

8. To anticipate and forestall problems that are brought about by lack of 
understanding; 

9. To evaluate past communications procedures in order to make 
improvements in the future; 

Board members and district personnel shall promote good community relations. 
 
The board will promote a positive relationship with the media as well.  (revised 
11/1/04) 

 
1.720 PROVISION OF AGENDA BACKGROUND INFORMATION 

As a minimum, all background information to the agenda that has been 
presented to the board of education will be made available to the media and 
interested patrons at the board of education meeting, with the exception of 
privileged or confidential information.  (revised 11/1/04)  K.S.A. 75-4318 

 
1.800 GENERAL PROCEDURES 
 

1.810 CODE OF ETHICS FOR BOARD OF EDUCATION MEMBERS 
Members of the school board will strive to improve public education, and to 
that end will: 

Attend all regularly scheduled board meetings insofar as possible and 
become informed concerning the issues to be considered at those meetings; 

Endeavor to make policy decisions only after full discussion at publicly 
held board meetings;  

Render all decisions based on the available facts and independent judgment, 
and refuse to surrender that judgment to individuals or special interest groups; 

Encourage the free expression of opinion by all board members, and seek 
systematic communications between the board and students, district staff, and 
all elements of the community; 

Work with other board members to establish effective board policies and to 
delegate authority for the administration of the schools to the superintendent; 

Communicate to other board members and the superintendent expressions 
of public reaction to board policies and school policies; 

Become informed about current educational issues by individual study and 
through participation in programs providing needed information, such as those 
sponsored by state and national school boards associations; 

Support the employment of those persons best qualified to serve as district 
staff and insist on a regular impartial evaluation of all staff; 

Avoid being placed in a position of conflict of interest and refrain from 
using public office for personal or partisan gain; 

Take no private action that will compromise the board or the administration 
and respect the confidentiality of information that is privileged under applicable 
law; 

Remember always that the first and greatest concern must be the 
educational welfare of the students attending the public schools.  (revised 
11/1/04) 
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1.820 DISTRICT COMPLIANCE WITH TITLE IX OF THE EDUCATION 
AMENDMENTS OF 1972, SECTION 504 - THE REHABILITATION 
ACT OF 1973, TITLE VI OF THE CIVIL RIGHTS ACT OF 1964, AND 
THE AMERICANS WITH DISABILITIES ACT OF 1990 
See Appendix A (revised 2/15/99) 
 

1.830 ADMISSION TO SCHOOL FUNCTIONS 
Board of education members will be granted free admission to all school 
functions.  Previous board of education members are eligible for lifetime passes 
to all USD 489 school functions.  (revised 11/1/04) 
 

1.840 EMPLOYMENT OF RELATIVES OF BOARD OF EDUCATION 
MEMBERS 
A board member shall not influence, or attempt to influence, the hiring process 
when a potential employee is the father, mother, brother, sister, spouse, son, 
daughter, son-in-law, or daughter-in-law of the board member.  (revised 
11/1/04) 
 

1.850 HANDLING OF COMPLAINTS BY BOARD OF EDUCATION 
MEMBERS 
The board and district staff shall welcome constructive criticism of the district 
and of individual schools or personnel whenever the criticism is motivated by a 
sincere desire to improve the quality of the educational program or to equip the 
schools or individuals to do their tasks more effectively.  Individual community 
members and community groups shall have the right to present complaints 
concerning district personnel or district operations, including the curriculum, 
instructional materials, school services, and school facilities. 
 
The board shall attempt to resolve complaints as close to their origin as possible 
and shall allow district professional staff every opportunity to consider the 
complaints and render decisions prior to involvement by the board.  The 
professional staff shall receive complaints courteously and shall reply 
courteously to the complainant.  Whenever possible, complaints shall be 
documented and the principles of progressive discipline applied to complaint 
resolution. 
 
Parent(s) having concerns with individual faculty or staff members are 
encouraged to resolve complaints as close to their origin as possible. A parent 
wanting the concern formally documented must present the complaint in a 
signed letter or email to the appropriate supervisor (see categories below). 
 
Complaints in the following specific categories shall be channeled according to 
the sequence indicated: 
 
Category A – Instruction, student discipline, or learning and library media 

resources 
 1. Teacher 
 2. Principal 
 3. Assistant superintendent curriculum or special services 
 4. Superintendent 
 5. Board 
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Category B – School employee:  teacher or administrator 
 1. School employee 
 2. Employee’s immediate supervisor 
 3. Superintendent 
 4. Board 
Category C – School employee:  secretary, custodian, maintenance, or food 

service worker 
 1. Employee’s immediate supervisor 
 2. Assistant superintendent of finance 
 3. Superintendent 
 4. Board 
Category D – Transportation 
 1. Bus driver 
 2. Bus transportation supervisor 
 3. Assistant superintendent of finance 
 4. Superintendent 
Category E – Operations and policies 
 1. Superintendent 
 2. Board 
(revised 11/1/04)  
 

1.860 KANSAS PUBLIC RECORDS ACT 
The board of education of Unified School District No. 489, Ellis County, shall 
comply with the Kansas Public Records Act of 1983.  The following procedures 
shall be followed effective January 1, 1984: 
A. Public Records 
 All public records as defined in Kansas Open Records Act shall be open 

to the public for their inspection or copying. 
B. Business Day 
 "Business day" means any day other than a Saturday, Sunday or day 

designated as a holiday by the Congress of the United States, by the 
legislature or governor of this state or by the respective political 
subdivision of this state. 

C. Location 
 All public records shall be housed at the board of education offices 

located at 323 West 12th Street, Hays, Kansas 67601 and in the respective 
public schools in the district. 

D. Official Custodian of Public Records  
 The clerk of the board of education is designated as the official custodian 

of public records for Unified School District No. 489, 323 West 12th 
Street, Hays, Kansas 67601. 

E. Requests for Public Records 
 Requests for access to open records shall be made in writing to the official 

custodian of district records. 
1. Each request for access to public records shall be acted upon as soon 

as possible, but not later than the end of the third business day 
following the date the request is received. 

2. If access to the public record is not granted immediately, the official 
custodian shall give a detailed explanation of the cause for further 
delay, and the place and earliest time and date that the record will be 
available for inspection. 

3. If a request is denied, the official custodian shall, upon request, 
provide a written statement of the grounds for the denial, shall cite 
the specific provision of the law under which access is denied.  Said 
written statement shall be furnished to the requester not later than 
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the end of the third business day following the date that the request 
for the statement is received. 

4. No original public records shall be removed from the custody of the 
official custodian without the written permission of the official 
custodian. 

F. Charges or Fees for Copies of Public Records 
 Fees may be charged for the provision of access to and the copying of 

public records.  Fees for copies shall equal the actual cost of furnishing 
copies, including the cost of staff time required to make them.  Fees for 
providing access to computer records shall include the cost of computer 
services, including staff time required. 
1. When the official custodian furnishes copies of public records, 

charges for the service shall be collected in advance.   The request 
for copies of public records shall be in writing. 

2. Copies of radio or recording tapes or discs, video tapes or films, 
pictures, slides, graphics, illustrations or similar audio or visual 
items or devices, shall not be required to be furnished unless such 
items or devices were shown or played to a public meeting of the 
board of education. 

3. Copies of public records shall be made while the records are in the 
possession, custody and control of the official custodian and shall be 
made under the supervision of the official custodian. 

4. All charges or fees collected by the official custodian shall be 
remitted at least monthly to the treasurer of this district and shall be 
credited to the general fund. 

 (revised 2/1/99) 
 

1.870 FEDERAL GOVERNMENT-DRUG FREE SCHOOLS 
The unlawful possession, use, or distribution of illicit drugs and/or alcohol by 
students or school employees on school premises or as a part of any school 
activity is prohibited.  This policy, and any curriculum used in conjunction with 
it, shall be evaluated at least every-other year using criteria developed by the 
superintendent and approved by the board of education.  The board of education 
shall receive a report after each of these reviews is conducted.  This policy is 
required by the 1989 amendments to the Drug Free Schools and Communities 
Act, P.L. 102-226, 103 St. 1928.  (revised 11/1/04) 
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Business Procedures and School Facilities 

 
 
2.100 THE BUDGETING SYSTEM 

  
2.110 The Kansas School Budget Document 
 The completed Kansas school budget document will be presented to the board 

of education for its perusal in July and advertised in accordance with the state 
statutes.  A public hearing on the document will be held as required and the 
document will be adopted by the board of education in August.  The board of 
education adopted document will be sent to the Kansas State Department of 
Education prior to the imposed deadline.  The results of the adopted Kansas 
school budget document will establish the maximum expenditures in all funds 
and the district mill levy for the fiscal year.  (revised 11/15/04) K.S.A. 72-
8204a 
 
2.111 The Annual Management Budget 
 The annual budget will include the following information: 
 The Educational Plan 
  This section of the budget is a description of the educational program 

to be provided.  It is to include statistics on employees, course 
offerings, district organizations, and program changes from the 
previous year.  Specific goals for the year and future goals are to be 
presented. 

  The Receipt Plan 
  This portion of the budget is to include comparisons of receipt 

projections to receipts of the previous year, along with a listing of the 
various kinds of receipts and anticipated amounts. 

  The Disbursement Plan 
  This portion of the budget is to include comparisons of disbursement 

projections to the disbursements of the previous year, along with a 
listing of the various kinds of disbursements including the anticipated 
amounts. 

  Summary of Balances 
 This section of the budget is to include a summary of beginning 

balances for the year, anticipated receipts and disbursements for the 
year and projected year-end balances.  

 The Appendix 
  This section of the budget is to include a copy of all salary schedules, 

summary of bond schedules, summary of non-scheduled salaries,  the 
school year calendar, along with other pertinent district information. 
(revised 12/5/94) 

 
2.112 Scope of Annual Budget 
 The annual budget is to include projected receipts, projected 

expenditures and projected summary of balances of all funds, 
accounts, programs, and monies administered by the district.  The 
board of education has the authority to revise any portion of the 
management budget at any legally called meeting providing the total 
budget of any fund does not exceed the total expenditures of the 
official budget submitted to the Kansas State Department of 
Education.   (revised 12/5/94) 
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2.113 Program Budgeting 
 In the budgeting of instructional materials and other appropriate areas, 

the administrative staff will establish budget recommendations after 
discussion with the budget supervisors, teachers and other staff.  The 
budget supervisors will be responsible for the quality and 
appropriateness of the budget expenditures.  (adopted 3/4/85) 

 
2.114 Capital Outlay Budget 
 Each year a prioritized list of capital outlay needs will be developed 

and presented to the board of education for their input and adoption. 
   
 This budget will be developed with input from all levels of staffing 

and include all district areas and departments.  (revised 12/5/94) 
 

2.200 THE ACCOUNTING SYSTEM  
 

2.210 FINANCIAL ACCOUNTING SYSTEM 
 

2.211 Financial Accounting Procedures 
 The administrative staff will maintain financial records of the district 

in accordance with the Kansas accounting system, the state statutes, 
and within the recognized standards of accounting and auditing 
practices.  In addition all obligations will be encumbered to aid in the 
reflection of an accurate financial status of the district.  (adopted 
10/20/80) 

 
2.212 Financial Reports 
 The administrative staff will prepare and submit all financial reports 

required by the state and federal governments.  Financial information 
and reports requested by other individuals and groups will be prepared 
by the administrative staff if the time required is not excessive in the 
opinion of the superintendent of schools. 

 
 The assistant superintendent for finance will present a monthly 

financial report to the board of education.  This report will include a 
summary of fund balances, summaries of receipts, expenditures, and 
encumbrances for the month and year to date.  Monthly short term 
investment reports will also be presented.  (revised 12/5/94) 

 
2.213 Audit 
 In order to meet state regulations and to provide safeguards for the 

school records, an annual audit of all financial records will be 
conducted by an independent auditor who is a certified public 
accountant.  (revised 11/15/04) K.S.A. 75-1122 

 
2.214 Nutrition Accounting 
 The director of nutrition will account for all expenditures.  The 

director will submit all receipts, records of receipts and expenditures, 
and data on meals and milk served to the assistant superintendent for 
finance.  (adopted 10/20/80) 

 
2.215 Investment of Funds 
 If the district has monies which are not needed within a reasonable 

period of time for the purpose for which they were received, such 
funds are to be invested in either savings accounts, certificates of 



 

19 

deposit, repurchase agreements, the municipal investment pool, or 
United States treasury bills, whichever provides the best return for the 
district.  If certificates of deposit or repurchase agreements are 
requested, bids are to be solicited from all approved depositories, with 
award to the depository paying the highest rate of return.  All invested 
funds shall be totally secured by joint custody securities or by federal 
insurance as provided by state statutes.  (revised 11/15/04) K.S.A. 9-
1402 & 12-1675 

 
2.216 Selection of Depositories 
 During the month of July of each year the board of education shall 

select depositories for the fiscal year.  (adopted 10/20/80) 
 

2.220 PURCHASING PRACTICES 
 

2.221 Authorization of Purchases  
 The board of education authorizes the administration to expend 

monies for appropriate items and reasons, subject to approval of the 
board of education. 

 
The board of education authorizes the superintendent of schools the 
power to execute contracts on behalf of the district for the purchase of 
goods and services if the value of such goods or services is less than 
$10,000.00.  (revised 4/17/06) 
 

2.222 Authorized Purchasing Agents 
 The authorized purchasing agents of the district are the superintendent 

of schools,  the assistant superintendent for finance, and clerk of the 
board of education.  The authorized purchasing agents may delegate 
purchasing authority to the director of buildings and grounds, director 
of transportation and the director of  nutrition services for appropriate 
purchases.  The expenditure of instructional budgets and other 
designated internal budgets will be extended by approval of the 
appropriate budget supervisor.   (revised 12/5/94) 

 
2.223 Purchase Orders 
 The purchase of all products will be made by employing district 

purchase orders.  These purchase orders are to be signed by authorized 
purchasing agents.  In the expenditure of instructional budgets and 
other designated internal budgets, the purchase orders or requisitions 
will be initialed by the appropriate building principal and the 
appropriate budget supervisor.  (revised 10/20/80) 

 
2.224 Bidding Practices 
 Competitive bids shall be sought in the purchase of supplies, 

equipment, or services when, in the opinion of the authorized agents 
or the board of education, an economic advantage can be achieved.  
The board of education may call for sealed bids to be opened by the 
board of education on any specific item. 

 
 Expenditures for supplies, construction, materials, goods, or wares 

involving $10,000 or more shall be made on a sealed bid. 
 
 The board of education will approve and keep on file a bidding format 

with accompanying procedures to be used for district bids.  The 
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approved format and procedures will incorporate the following 
components: 
1. Clear and concise specifications. 
2. Allow a minimum of two weeks for sealed bids. 
3. Set a time for bid openings. 
4. Open bids publicly. 
5. Have at least two district personnel present for bid openings. 
6. Keep a record of bid opening information. 
7. Return late bids unopened. 
8. Do not accept telephone bids or faxed bids when sealed bids are 

required. 
9. Avoid negotiation of specifications after bids have been opened 

and/or accepted. 
10. Reject all bids and reissue them when errors or problems occur 

in specifications or procedures. 
11. Accept the lowest responsible bidder. 
12. Include a specific date, time, and location for the submittal of 

bids and the opening of bids. 
13. Ensure that all out-of-state bidders are aware of the preferential 

bid law. K.S.A. 75-3740a 
14. Document and retain records to ensure bidding procedures are 

followed. 
15. Ensure that amendments or addendums to original bid 

specifications be submitted in writing by the district and 
acknowledged by each bidder. 

16. Ensure that the board of education reserves the right to reject any 
or all bids and to waive formalities in the bid procedure.  
(revised 11/15/04) K.S.A. 72-6760 

 
2.225 Local Purchases 
 In cases where services, quality, and price are substantially the same, 

preference shall be given to local sources of supply as allowed by law. 
(revised 12/18/89) 

 
2.226 Equipment and Supply Sales 
 Obsolete, surplus, or unusable district owned equipment and supplies 

will be sold by the board of education at a public sale by the 
affirmative recorded vote of at least a majority of the members of the 
board of education at a regular meeting.  (revised 11/15/04) K.S.A. 
72-8212 

 
2.227 Miscellaneous Purchases 
 For the purpose of convenience under circumstances to be determined 

by an authorized purchasing agent, local purchases for amounts of less 
than $25 or for food related activities, may be made by specific 
personnel at specified businesses.  (revised 12/7/98) 

 
2.228 Prompt Payment of Bills 
 The district will pay its vendors within 30 days after receipt of a bill, 

unless other provisions are agreed upon.  (revised 11/15/04) K.S.A. 
75-6403 

 
2.230 STUDENT ACTIVITY FUNDS 
 The establishment of student activity funds is authorized at all schools in the 

district.  The building principal of the school shall be responsible for the proper 
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administration of the financial activities of the student activity fund in 
accordance with the state statutes and the terms of this policy.  (revised 
11/15/04) K.S.A. 72-8208a 

 
2.231 Student Activity Fund Management 
 The principal will be responsible for the maintenance of prescribed 

accounting procedures and any policy or rules prescribed by the 
superintendent.  The principal shall designate an activity fund 
treasurer.  (adopted 10/10/80) 

 
2.232 Responsibilities of the Activity Fund Treasurer 
 The treasurer of the activity fund shall: 

A. Promptly deposit all receipts in the designated depository. 
B. Use pre-numbered, bound receipts for all cash or checks 

received; one copy of each receipt shall be retained in the receipt 
book. 

C. All disbursements from the activity fund shall be substantiated 
by purchase orders with invoice attached, approved by the 
organization sponsor, and made by a pre-numbered check signed 
by the school principal or his/her designee. 

D. No account or school activity fund shall be permitted to have a 
deficit balance. 

E. No disbursements shall be made in cash.  Receipts shall be 
deposited intact. 

F. Activity fund purchasing practices shall comply with policy 
2.223. 

G. The bank statement shall be reconciled with the activity fund 
treasurer's books each month. 

H. The board clerk shall submit a monthly and year-end report 
approved by the principal, to the board of education.  The 
activity fund secretary shall keep a record of all receipts and 
expenditures of the fund and shall prepare and file with the 
board clerk a statement showing all receipts, expenditures and 
balance at the end of each month and at the end of each school 
year, and a memo of outstanding purchase orders. 

 Any person authorized to administer an activity fund shall be 
bonded by the school district.  (revised 11/15/04) 

 
2.233 Activity Funds 
 Activity funds shall follow the current state activity fund guidelines 

and shall comply with all requirements. 
  
 The director of accounting and the assistant superintendent for finance 

will monitor these activity funds. 
 
 The board of education will assume control of all inactive activity 

funds.  The balances in the inactive activity funds will be transferred 
to the capital outlay fund.  (revised 11/15/04)  K.S.A. 72-8208a 

 
2.234 Petty Cash Fund 
 The board of education may authorize, by separate resolutions, the 

establishment of petty cash funds from which to make needed 
expenditures for district purposes in emergencies.  Every such 
resolution shall specify the general purposes for which the petty cash 
fund is to be established, authorize an employee of the district to 
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administer the petty cash fund, and designate an amount of monies, 
not to exceed $1,500 to be maintained in the petty cash fund. 

 
 The clerk of the board of education and the building principals shall 

be responsible to the superintendent for complying with the following 
rules of management: 
A. Records of all receipts and expenditures shall be maintained.  

The petty cash funds shall be reimbursed from the appropriate 
district funds upon receipt of a proper claim, which includes an 
itemized invoice for each expenditure, by cash or the check 
number and amount for each expenditure by check. 

B. The petty cash fund shall not be expended for advances against 
salaries of any employee.  The expenditures shall be limited to 
emergencies for payment of materials, supplies, or services  
including local purchases.   

C. The activity fund secretary shall keep a record of all receipts and 
expenditures of the fund and shall prepare and file with the 
board treasurer a statement showing all receipts, expenditures 
and balance at the end of each month and at the end of each 
school year, and a memo of outstanding purchase orders.  An 
itemized receipt shall be maintained for each expenditure.  Any 
person authorized to administer an activity fund shall be bonded 
by the school district.  (revised 11/15/04) K.S.A. 72-8208a 

 
2.235 Administration Rules of Activity Funds 
 The superintendent may impose additional rules and requirements in 

the administration of activity funds for the purpose of insuring 
compliance with the state's activity fund policies.  (adopted 10/10/80) 

 
2.240 FIXED ASSET ACCOUNTING 

The district will maintain a listing of fixed assets by location.  The district will 
request a waiver from generally accepted accounting principles.  Fixed assets, 
which are valued under the fixed dollar amount of $200, will not be included on 
the fixed assets list.  The building principal will maintain lists of items valued 
under $200.  The director of accounting shall receive updated copies annually.  
(revised 11/15/04) K.S.A. 10-1113 & 10-1118 
  

2.250 PAYROLL AND RELATED EMPLOYEE BENEFITS 
 
2.251 Payday 
 Payday for the district will be the 10th or 25th of the month, 

depending on the employee classification.  If payday is on weekend or 
a holiday, payday will be the last day preceding the same. 

 
 No pay is deducted for snow days. 
 
 In the event that a vacation would fall more than 4 days ahead of 

payday, checks will be mailed in anticipation of their arrival on the 
scheduled payday.  Direct deposit of payroll checks is available.  
(revised 12/7/98) 

 
2.252 Payroll Deductions 
 When applicable the district will make payroll deductions for 

payments to the Kansas Public Employees Retirement System, state 
income tax withholding, federal income tax withholding, and FICA.  
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Within thirty (30) days after receipt of written authorization from the 
teacher, the board of education shall deduct from the salary of the 
employee and make the appropriate remittance to mutually approved 
carriers for: 
A. Membership dues to KNEA, Local 513, and USA.  
B. Medical insurance premiums to approved carriers. 
C. Salary protection insurance premiums to approved carriers. 
D. Life insurance premiums to approved carriers. 
E. Annuities. 
F. Credit unions. 
G. I.R.A. accounts. 
H. Charitable contributions to United Way. 
I. Cancer insurance. 
Items E through G may be expanded by a minimum of ten (10) 
employees petitioning the board of education for additional carriers.  
Payroll deductions (items B through I) may be changed during any 
payroll period provided written notice is given to the payroll 
department by the tenth (10th) of the month for deductions to be 
effective with that month's payroll; and also provided that the changes 
(if applicable) are in compliance with the I.R.S. regulations pertaining 
to TSA salary reduction agreements and "cafeteria" fringe benefit 
plan.   (revised  11/15/04) 
 

2.253 Payroll Voucher Procedures 
 In order to substantiate the payroll accounting with written records of 

all changes in the payroll status of the regular and substitute 
employees of the district and to verify accumulative sick leave of all 
employees, the following system will be composed of three forms:  
substitute employees time voucher, absence authorization voucher,  
and classified employees time voucher.  All vouchers are to be turned 
in to the building principal or appropriate supervisor.  The supervisor 
will then forward all vouchers through normal channels to the payroll 
department.  All vouchers are to be turned in to the payroll department 
and in accordance with established dates by the payroll department. 

 
 Substitute Employee Time Voucher 
 This voucher will be completed by all persons on a day-to-day basis.  

The voucher will be signed by the employee and appropriate 
supervisor. 

 
 Absence Authorization Voucher 
 This voucher will be completed by all regular employees for all 

absences.  The voucher will be signed by the employee and the 
appropriate supervisor.  Failure to complete this voucher may result in 
loss of salary for the days in question. 

 
 Classified Employees Time Voucher 
 This voucher will be completed on a daily basis and remitted to the 

payroll department on a monthly basis.   Absences are to be noted.  
The voucher is to be signed by the employee and the appropriate 
supervisor.    (revised 11/15/04) 

 
2.254 Reimbursement for Authorized Travel 
 The district will reimburse employees for all authorized travel 

following the guidelines set by the board of education.  All 
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reimbursable travel outside the boundaries of the district is to have 
prior approval of the superintendent of schools or his/her designee.  
Reimbursable items include registration fees, public transportation 
costs, meals (excluding appetizers, desserts, and all alcoholic 
beverages), lodging, reasonable gratuity and baggage handling 
expenses, and mileage reimbursement.  Private transportation costs 
may not exceed the cost of public transportation.  The employee must 
compile a reimbursement request, with all reimbursable expenses 
supported by itemized receipts.  The board of education reserves the 
right to request reimbursement from the employee for excessive 
charges. 

 
 When meals are included in the conference registration fee, the above 

meal guidelines do not apply. 
 
 Meal charges should not be made to an employee’s room.  (revised 

11/15/04)  K.S.A. 75-3201 & 75-3203 
 
2.255 Reimbursement for Indistrict Travel 
 The district will reimburse employees for all use of personal vehicles 

for indistrict travel when it is required by the job assignment or when 
it is authorized by the employee's supervisor.  When the employee is 
requested to use a personal vehicle on a regularly scheduled basis 
(minimum three times per week throughout the school year), the 
reimbursement rate will be the mileage rate approved by the board of 
education or a minimum amount per month established by the board 
of education.  All other authorized travel will be reimbursed at the 
mileage rate approved by the board of education.  (revised 3/1/99) 

 
2.256 Tax Sheltered Annuities 
 The district will approve tax sheltered annuity programs for payroll 

deductions of all companies licensed by the state insurance board 
when a minimum of ten (10) employees have signed agreements of 
participation.  (revised 3/4/85) 
 

2.257 Unemployment Insurance 
 Unemployment benefits will be provided for all district employees as 

provided by state and federal statute.  (adopted 10/20/80) 
 
2.258 Fringe Benefits for Employees 
 Fringe benefits for employees will be provided in accordance with 

board of education action.  (revised 12/18/89) 
 
2.259 Vacation Leave for Accounting Personnel 

Twelve-month accounting personnel are required to take at least five 
(5) of their allotted vacation days consecutively each fiscal year.  
Accounting personnel covered by this policy include the following:  
board of education clerk/director of accounting, district treasurer, 
payroll manager, payroll clerks, high school principal’s secretary, 
nutrition services director, nutrition services secretary, assistant 
superintendent of finance administrative assistant, and assistant 
superintendent of finance.  (revised 8/15/05) 
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2.260 CHECK SIGNATURES  
 

2.261 Manual Checks 
Manual checks shall require a live signature by two authorized officers:  President of the 
Board of Education, Clerk of the Board of Education, Payroll Assistant Clerk, Administrative 
Assistant of the Assistant Superintendent of Finance. 
 
The Clerk of the Board of Education, Payroll Asst. Clerk, and the Administrative Assistant of 
the Asst. Superintendent of Finance shall each be bonded under the district’s Public School 
System Honesty Blanket Position Bond. 
  
2.262 Electronic Check Signer 
 
The Electronic Check Signer shall be used for all payroll and accounts payable checks. 
 
The authorized officers:  President of the Board of Education, Clerk of the Board of 
Education, and Treasurer of the Board of Education, shall file with the Secretary of State their 
official manual signatures as used in the execution of a facsimile thereof, certified in 
accordance with K.S.A. 75-4001 et.seq. 75-4007. 
 
The electronic check signer shall be secured under lock and key by the Clerk of the Board of 
Education. 
 
(revised 2/4/08)  K.S.A. 75-4001 et. seq. 75-4007 

 
 
2.300 GENERAL BUSINESS PROCEDURES   
 

2.301 Sales and Solicitations  
The district will not release the names of students or employees for commercial use. (adopted 
10/20/80)  
  
2.302 Legal Counsel 
It shall be the duty of the counsel selected by the board of education to advise on specific 
legal problems submitted to legal counsel and to make such recommendations to the board of 
education. (revised 11/15/04)  
  
2.303 Fund Raising Activities 
All fund raising projects of student organizations must have prior approval of the 
superintendent or his/her designee and the approved sponsors. All monies collected must be 
deposited in the student activity fund. (revised 11/15/04)  
  
2.304 The School Year Calendar  
The school term will meet the minimum standards required by the Kansas state statutes. 
(revised 11/15/04)  
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2.305 Agents and Salespersons 
 Agents or salesmen may not interview teachers about personal matters 

during the school hours or for a half hour before or after school with 
the exception of services offered through payroll deductions.  (revised 
10/20/80) 

 
2.306 Charity Campaigns in the Schools 
 Because of the numerous requests from worthwhile fund raising 

agencies, and because of the potential demands upon time and energy 
of district personnel and resources as a result of participating in such 
campaigns, the district shall not take a direct role in any specific 
charity campaign, other than the United Way, unless mutually 
approved by the board of education and Hays-NEA.  (revised 
11/15/04) 

 
2.307 Advertising on School Premises 
 No individual group or organization shall be permitted to use school 

facilities or organizations as media for advertising except as otherwise 
approved by the superintendent.  (revised 11/15/04) 
 

2.308 Official Enrollment 
 The annual official enrollment of students will be conducted each year 

of September 20, or the first day following if September 20 is on a 
weekend, in accordance with the Kansas state statutes.  (revised 
11/15/04) K.S.A. 72-6407 

 
2.400 SCHOOL FACILITIES 
 

2.410 LEGAL STATUS OF SCHOOL FACILITIES 
The board of education shall care for and have control of the use of all 
buildings and other properties belonging to the district.  (revised 11/15/04) 
K.S.A. 72-1033 
 

2.420 INSURANCE ADMINISTRATION PROCEDURES 
The board of education shall purchase the following insurance coverage from 
insurance companies known to be financially stable and holding a minimum 
Best's rating of A or better. 
 
The board of education shall have the option to purchase insurance coverage on 
a term up to three years at which time specifications shall be drawn and sent to 
qualified agents inviting them to bid.  Additional coverage may be purchased 
by the board of education as it deems necessary. 
A. Building and Contents: 
 Blanket coverage shall be written on a replacement cost basis, unless age 

and physical condition of property preclude such coverage.  Coverage 
shall be subject to a per occurrence deductible to be reviewed at contract 
renewal. 

 
 The district shall not assume responsibility for staff owned equipment 

stored at school buildings. 
B. Liability: 
 Coverage is to be written on a Commercial General Liability (CGL) form 

with limits not to be less than $500,000 per occurrence.  Educators Errors 
and Omission coverage shall be included in the CGL form or provided by 
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separate contract.  Both CGL and Errors and Omissions coverage shall 
include members of the USD 489 board of education. 

C. Inland Marine: 
 Coverage shall be written on specified equipment to be reviewed 

annually.  The policy should be written on Special Form with a deductible 
to be reviewed at contract renewal time. 

D. Boiler: 
 All steam boilers, water heaters, unfired vessels, piping and air 

conditioning units shall be insured on a replacement cost basis subject to a 
limit per accident as approved by the board of education.  Inspection of 
boilers or other equipment shall be the responsibility of the insurance 
company. 

E. Automobile: 
 All school owned vehicles shall be insured at limits no less than specified 

below: 
1. $500,000 each person/$500,000 per accident for Bodily Injury and 

$500,000 Property Damage per accident or $500,000 Combined 
Single Limit. 

2. Uninsured Motorists/Underinsured Motorist coverage as required by 
Kansas statutes. 

 
Coverage for physical damage to vehicles shall be left to the discretion of 
the administration.  Deductibles and coverage for specific autos will be 
reviewed each year.   

F. Workers Compensation: 
 Workers Compensation and Employers Liability as required by Kansas 

statutes.  K.S.A. 44-505c & 44-508 
G. Other Coverage: 
 Additional coverage as determined appropriate by administration.  

(revised 11/15/04) K.S.A. 72-8401 et.seq. & 72-8204 
 

2.430 CONSTRUCTION OF SCHOOL FACILITIES 
 
2.431 Development of Educational Specifications 
 Prior to the development of any architectural drawings for new 

construction or remodeling projects the board of education will 
present written educational specifications that include specific 
instructions to the architect in regard to the drawings, specifications, 
and the project budget.  The administrative staff and all other 
appropriate staff members will present a proposed educational 
specifications document to the board of education prior to the board of 
education's adoption of said document.  (adopted 10/20/80) 

 
2.432 Bidding Procedures 
 All contracts for new facilities shall be accompanied by bid bonds.  

The successful bidder shall be required to provide a performance 
bond.  The board of education reserves the right to reject any or all 
bids.  The bidding procedures will be in accordance with state statutes. 

 
 All construction contractors will provide a performance bond for 

construction, reconstruction, and remodeling projects that exceed 
$40,000 as required by K.S.A. 60-1111. 

 
 All contractors will provide a surety bond (Kansas statutory bond, 

labor and materials bond) for construction projects in an amount equal 
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to the cost of the project.  Contractors should file a statutory bond with 
the clerk of the district court in the county where the project is to be 
constructed and furnish the district with copies of the bond bearing 
written approval of clerk of the district court. 

 
 All construction contract bids shall include a five percent bid bond. 
 
 All contractors are required to comply with all local, state, and federal 

laws, ordinances, and regulations in all bids.  Contractors will include 
a written statement of such compliance in their bids.  (revised 
11/15/04) K.S.A. 60-1111 

 
2.433 School Bonds 
 District bonds shall be sold to the lowest bidder.  The determination of 

the lowest bid will be the bid that will require the fewest total interest 
dollars throughout the scheduled repayment of the bonds.  The board 
of education retains the right to reject any or all bids.  The sale of 
bonds will be in accordance with state statutes.  (revised 11/15/04) 
K.S.A. 10-103 & 75-2319 & 72-6761 
 

2.440 COMMUNITY USE OF SCHOOL PROPERTY 
 
2.441 General Policy 
 All matters relating to the use of school buildings and properties other 

than for school purposes shall be under the jurisdiction of the 
superintendent in accordance with board of education policies.  The 
use of playgrounds and buildings during the summer shall be 
governed by regulations established by the board of education.  It is 
the purpose of the board of education to promote the greatest possible 
use of existing plant facilities consistent with good educational 
practices. 

 
2.442 Procedures for Use of School Property 

A. Board of Education Control of Facilities 
 In accordance with Kansas statutes, the board of education may 

not surrender its control of school property.  All meetings and 
building or equipment uses in or on school property of whatever 
character by any group whatsoever must meet with the approval 
of the board of education and be subject to its supervision. 

B. Free Use of Facilities 
 The buildings, grounds and equipment may be used for free 

discussions of public questions and subjects of general public 
interest, for the meeting of organizations of citizens and for other 
civic, social and educational purposes.  Facilities may not be 
used without approval of school officials.  The superintendent 
may allow certain groups to meet on school property for 
purposes of developing civic improvement plans at a minimum 
or no charge. 

C. Priority Use for School Groups 
 School groups have first priority to use school facilities.  The 

district reserves the right to cancel any organization's use of the 
buildings in case an unanticipated school activity must be 
scheduled.  The PTA and the Hays Recreation Commission are 
considered to be school groups. 
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D. Use of Buildings 
1. Authority of Building Principal 
 The building principal has the authority to schedule the use 

of the building within the guidelines of this policy during 
the school year. 

2. Summer Use of Buildings 
 Except by special permission of the superintendent or 

his/her designee, buildings will not be used by outside 
groups from June 15 to September 1. 

3. Use of Buildings on School Holidays 
 Buildings will not be scheduled for use on legal school 

holidays except by special permission of the 
superintendent or his/her designee.   

4. Supervision of Groups Using the Buildings 
 A school employee (normally a custodian) is to be present 

in the building during use by an outside group.  The person 
or persons using the building shall be responsible for all 
persons entering the part of the building which they are 
using, regardless of whether or not all those entering are 
members of the group which have been permitted to use 
the building.  Organizations using the buildings and 
facilities must be supervised by an adequate number of 
adult sponsors to assure proper care and use of the school 
property. 

 
 The district may allow the Hays Recreation Commission to 

be responsible for the building care and supervision for 
some of their activities.  This arrangement for such 
activities will be authorized by the superintendent or 
his/her designee.  (revised 11/15/04) 

5. Fee Schedule 
 The board of education will maintain a fee schedule for 

building use.  In addition to the scheduled fee, a charge for 
custodial care and/or nutrition service employee will be 
levied when a group uses a facility during a time when 
employees are not regularly scheduled for duty.  In these 
cases, the charge will be 1.5 times the employee's regular 
hourly wage rate with a minimum of two hours and 2.0 
times the employee's regular hourly wage on Sundays.  
(revised 12/7/98) 

6. Exceptions to the Fee Schedule 
 Organizations with advanced approval of the 

superintendent for exemption will not be charged the 
scheduled fee.  However, the custodial fee will be charged 
for all organizations and the fee schedule will be applied 
for all fund raising projects except PTA's and home school 
groups.   

 
 The criteria to be applied by the board of education in 

awarding exemption status are:   
• Are the primary objectives of the organization the 

promotion of the community or of the youth of the 
community? 

• Is the organization a not-for-profit concern? . 
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7. Long Term Use of Buildings 
 Because of the limited facilities available and the high 

demand, the superintendent of schools and involved 
principals will coordinate the lease of facilities to groups 
that desire long term use rights.  Long term use of district 
buildings is discouraged as the purpose of the use policy is 
to provide equitable time to all interested groups. 

E. Use of Equipment 
 Equipment will not be removed from the buildings for use by 

various organizations except when an appropriate school 
employee is employed to supervise and/or operate said 
equipment. 

F. Reimbursement for Damaged Property 
 Any loss, damage or breakage occurring to any school property 

because of the activities of an organization using it shall be paid 
by the organization. 

G. The Use of Substances Prohibited by Law 
 The use of alcohol, drugs or illegal substances on/in school 

property/buildings is prohibited. 
H. The Use of Tobacco and Tobacco Products 
 The use of tobacco and tobacco products on/in school 

property/buildings is prohibited. 
I. The Use of School Buses 
 School buses will not be used for other than school purposes and 

those exceptions permitted by the statutes and the board of 
education. 

J. Fireworks 
 No school premises shall be used for the display of fireworks or 

other hazardous activities. 
K. Illegal Activities Prohibited 
 Any activity considered to be illegal, including gambling, shall 

not be permitted on/in school property/buildings. 
L. Failure to Abide by Rules 
 The failure of any organization to abide by this policy may result 

in future denials of requests for property usage. 
M. Applications for Use of Facilities 
 Application for use of school facilities must be made on the 

district application form.  Application for normal usage must be 
submitted a minimum of seven (7) days in advance of the 
requested usage date, except as authorized by the superintendent 
or board of education.   

(revised 11/15/04) 
 

2.443 Use of District Vehicles by/for Non-district Organizations and 
Events 

 District vehicles will be used by eligible groups only under the 
following circumstances:   
A. The vehicle is not needed for school purposes. 
B. The vehicle will be driven only by the designated district 

employee. 
C. The organization using a district vehicle agrees to comply with 

all rules and regulations of conduct in the use of the vehicle. 
 

In accordance with K.S.A. 72-8316 the district will limit the use of 
district vehicles to the following:  



 

31 

A. Transporting parents and other adults to or from school-related 
functions or activities. 

B. Transporting pupils to or from functions or activities sponsored 
by organizations, the membership of which is principally 
composed of children of school age. 

C. Transporting persons engaged in field trips in connection with 
their participation in an adult education program maintained by 
the transporting school district or by any other school district, 
within or outside the boundaries of the transporting school 
district. 

D. Contracting with the governing body of any township, city or 
county for transportation of individuals, groups or organizations. 

E. Contracting with the governing authority of any nonpublic 
school for transportation of pupils attending such nonpublic 
school to or from interschool or intraschool functions or 
activities. 

F. Contracting with the board of trustees of any community college 
for transportation of students enrolled in such community 
college to or from attendance at class at the community college 
or to and from functions or activities of the community college. 

G. Contracting with a public recreation commission established and 
operated under the laws of this state, for any purposes related to 
the operation of the recreation commission and all programs and 
services thereof. 

H. Contracting with the board of education of any other school 
district for transportation, on a cooperative and shared-cost 
basis, of pupils, school personnel, parents and other adults to or 
from school-related functions or activities. 

I. Contracting with a four-year college or university, area 
vocational school or area vocational-technical school for 
transportation of students to or from attendance at class at the 
four-year college or university, area vocational school or area 
vocational-technical school or for transportation of students, 
alumni and other members of the public to or from functions or 
activities of the four-year college or university, area vocational 
school or area vocational-technical school. 

 
The cost for the use of a district vehicle will be based upon the current 
cost per mile for the operation of district vehicles.  (revised 11/15/04) 
K.S.A. 72-8316 

 
2.450 SAFETY PROCEDURES 

 
2.451 Fire Drills 
 Each principal is expected to hold at least one fire drill per month.  

Each classroom is to have the evacuation route for said room posted in 
a conspicuous place.  The master plan for evacuation of each building 
is to be on file in the principal's office.  (revised 11/15/04) K.S.A. 31-
133(5) & KAR 22-18-2 

 
2.452 Tornado Drills 
 Each principal is expected to hold at least three tornado drills per year.  

Each classroom is to have the tornado procedures posted in a 
conspicuous place.  The master plan for tornado procedures of each 
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building is to be on file in the principal's office.  (revised 11/15/04) 
K.S.A. 31-133(8) & KAR 22-18-2 

 
2.453 Emergency Drills 
 Each principal is expected to hold a minimum of one practice drill 

with staff and/or students at least once per year, to include code 
yellow, code red, code green, and code blue.  Each classroom and 
each phone is to have the Emergency flipchart posted in a conspicuous 
place.  (adopted 1/21/02) 

 
2.454 Crisis Plans 
 The master crisis response plan and floor plan for each building is to 

be reviewed/revised annually, with one copy to be kept on file in the 
principal's office, a copy to be kept at the Rockwell Administration 
Office, and a copy to be provided to the appropriate emergency 
responders.  (adopted 1/21/02) 

 
2.455 Safety Procedures for School Buses 
 The director of transportation shall require each bus driver to conduct 

a review of safety and emergency procedures with students who ride 
the bus during the first month of the school year and prior to activity 
trips.  (revised 11/15/04) KAR 91-38-9 

 
2.456 Dismissal of School 
 The superintendent of schools or his/her designee may dismiss or 

cancel school due to impassable streets, severe storms or tornado, or 
other emergencies that arise.  Patrons are urged to listen to the major 
radio stations of this area for special announcements.  (revised 
11/15/04) 

 
2.457 Public Notification 
 If necessary to evacuate to another site or if the district must lock 

down all buildings, the superintendent or his/her designee will notify 
all local radio and local cable stations as to the status and further 
information.  Students will be kept at the designated site until 
notification is given.  (revised 11/15/04) 
 

2.460 CONSERVATION OF ENERGY 
The board of education recognizes the need for the conservation of energy.  The 
board of education does encourage good energy management.  (revised 
12/5/94) 
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Pupil Personnel 

 
 
3.100 ROLE OF THE PROFESSIONAL STAFF IN PUPIL PERSONNEL 

ADMINISTRATION 
 

3.110 ADMINISTRATIVE HEARINGS 
All parental/guardian and pupil complaints will be directed through the 
administrator involved.  The administrator will attempt to involve all parties 
concerned to resolve the difficulty.  Appeal of the decision may be made to the 
superintendent of schools.  Appeal of the decision of the superintendent may be 
made to the board of education.   (revised 3/1/99) 

 
3.120 DISCIPLINE 

    
3.121 Introductory Statement 
  The board of education recognizes that corrective measures are 

sometimes essential to maintain an atmosphere conducive to learning 
in our schools.  It will be the practice in the district to administer 
discipline that is student welfare oriented. 

 
 The professional staff is expected to maintain a positive approach in 

aiding students in their development of acceptable behavioral patterns.  
The board of education affirms the authority of teachers in 
administering the classroom effectively and reinforces the concept that 
the individual teacher is not only capable of handling matters of 
discipline, but is the person most likely to have the best judgment 
concerning the type of discipline necessary in a given situation. 

 
 The board of education realizes that fairness, consistency, and mutual 

support of the entire professional staff in its treatment of student 
misbehavior are major factors in the maintenance of acceptable 
student behavior.  (revised 3/1/99) 

 
3.122 Specific Corrective Action 
 The following are guidelines for the professional staff in the 

employment of corrective actions: 
A. Deprivation of privileges. This form of discipline is encouraged 

when the student has developed a pattern of repeating minor 
offenses. 

B. Detention.  Attempts to notify parents/guardians will be made 
whenever appropriate before a student is kept before/after 
school.  Age level and circumstances of the individual student 
will be considered when implementing after school detention.  
The building principal will determine supervisory 
responsibilities when detentions are assigned. 

C. Parent/guardian-School Communication.  The need for close 
cooperation between the parent/guardian and the school is 
essential for student success.   Scheduled parent/guardian-
teacher conferences will be held a minimum of two times during 
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the school year.  Additional individual parent/guardian-teacher 
conferences are encouraged.  Parents/guardians, teachers, or 
administrators are encouraged to communicate at any time 
during the school year whenever a concern occurs. 

D. Restitution. When a problem of destruction of property is noted, 
restitution is recommended. 

E. Suspensions.  Student suspension procedures will be conducted 
in accordance with K.S.A. 72-8901-06 together with any 
amendments thereto. 

F. Restraint.  The district fully recognizes that the use of special 
restraint or force may be necessary to prevent injury to the 
students or teachers, and to protect district property or maintain a 
good learning environment. 

G. Corrective Measure.  Corporal punishment is prohibited. 
H. Other Forms of Discipline.  The professional staff is 

encouraged to develop other effective means of positive 
behavior support within the following guidelines: 
1. Methods of discipline should include promoting a positive 

attitude for the academic environment of a student.  
Negative action including but not limited to lowering of 
academic grades and/or ridiculing the students are not 
permitted. 

I. Specific Corrective Action.  Each building principal shall 
develop rules of conduct for students on an annual basis.  These 
rules of conduct shall be made available to all students and 
parents/guardians.  Should it become necessary to recommend 
changes during the school year, all students/parents/guardians 
will be notified to the extent possible. 

J. Continued Behaviors.  In cases of repeated patterns of serious 
behavior concerns, an individual intervention plan with positive 
behavior supports will be developed, implemented and followed 
up.  (revised 9/13/04) 

  
3.130 ATTENDANCE POLICY 
 The board of education recognizes that punctuality and consistent attendance 

are critical in order for students to be successful in school. Each building 
principal may develop rules/incentives of attendance for students on an annual 
basis.  These rules shall be made available to students/parents/guardians in the 
school’s handbook.  (revised 3/1/99) 

 
3.131 Truancy (K.S.A. 72-1113) 
 The building principal shall report students who are inexcusably 

absent from school to the appropriate authority.  Truancy is defined as 
any three consecutive unexcused absences, any five unexcused 
absences in a semester or seven unexcused absences in a school year, 
whichever comes first.  Students who are absent for a significant part 
of any school day shall be considered truant.  Prior to reporting to 
either S.R.S. (if the student is under 13) or the county or district 
attorney (if the student is over 13), a letter shall be sent to the 
student’s parent(s) or guardian notifying them that the student’s 
failure to attend school without a valid excuse shall result in the 
student being reported truant.  (revised 9/13/04) 
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3.132 Excessive Absences 
 At the discretion of the principal, a student support team can be 

convened to develop a plan for support and assistance, to improve the 
attendance of students having frequent absences.   (adopted 1/21/02) 

 
3.133 Waiver of Compulsory Attendance Requirements 
 Students 16 or 17 years of age may be exempted from compulsory 

attendance regulations if the parent(s) or person acting as parent 
attend(s) the counseling session required by law and signs the 
appropriate consent and waiver form; if the student earns a GED; or if 
the student is exempted from compulsory attendance requirements 
pursuant to a court order. (adopted 3/1/99) 

 
3.134 Involvement of Law Enforcement 
 Law enforcement officers may return truant children to the school 

where the child is enrolled, to the child’s parent/guardian or to another 
location designated by the board to address truancy issues.  (adopted 
3/1/99) 

 
3.135 Reporting to Parents/guardians 
 If a truant child is returned to school by a law enforcement official, the 

principal shall notify the parent/guardian.  (adopted 3/1/99)   
  

3.200 ENROLLMENT 
 
3.210 AGE REQUIREMENT 

In accordance with K.S.A. 72-1107, a child must be five years of age on or 
before August 31 in order to be enrolled in kindergarten.  Students who have 
been legally enrolled in kindergarten in an accredited public or private school in 
another state are eligible to enroll in kindergarten regardless of age.  There are 
no other exceptions to the five year old by August 31 rule. 
 
A child must be six years of age on or before August 31 in order to be enrolled 
in the first grade, or must have successfully completed kindergarten in an 
accredited school in another state. 
 
Students entering special education programs may enroll upon attainment of 
age three.  (revised 3/1/99) 

 
3.300 PUPIL SECURITY AND PROTECTION 
 

3.310 HEALTH STANDARDS 
The School Health Program 
The objective of the health services program for students is to provide a 
preventive health program and to provide a health education program. 
 
The main purposes of the school health program are:  (1) to help pupils to be 
sufficiently healthy in mind and body so that they can take full advantage of 
their educational opportunities, (2) to provide a safe and healthful environment 
in which to learn and (3) to help pupils develop health attitudes, habits and 
knowledge which will help them to improve their own health throughout life 
and share in the responsibility for protecting the health of others.  (adopted 
5/19/81) 
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3.311 Immunizations 
All students enrolling in any district school shall provide the building 
principal with proof of immunizations of certain diseases or furnish 
documents to satisfy statutory requirements.  Immunization updates, 
as determined by the Kansas Department of Health and Environment, 
are also required. 
 
Students who fail to provide the documentation required by law may 
be excluded from school by the superintendent until statutory 
requirements are satisfied.  Notice of exclusion shall be given to the 
parents/guardians as prescribed by law.  Students who are not 
immunized against a particular disease(s) may be excluded from 
school during any outbreak. 
 
Each principal shall forward evidence of compliance with the 
inoculation law to other schools or school districts when requested by 
the school or by the student’s parents/guardians.  (revised 3/1/99)  
 

3.312 Student Self-Administration of Medications  
 The self-administration of medication is allowed for eligible students 

in grades K–12.  As used in this policy medication means a medicine 
for the treatment of anaphylaxis or asthma including, but not limited 
to, any medicine defined in current federal regulation as an inhaled 
bronchodilator or auto-injectible epinephrine.  Self-administration is 
the student’s discretionary use of an approved medication for which 
the student has a prescription or written direction from a health care 
provider. 

 As used in this policy health care provider means a physician licensed 
to practice medicine and surgery; an advanced registered nurse 
practitioner, or a licensed physician assistant who has authority to 
prescribe drugs under the supervision of a responsible physician. 

 
 Student Eligibility 
 An eligible student shall meet all the following requirements: 

1. A written statement from the student’s health care provider 
stating the name and 

 purpose of the medication/s; 
2. The prescribed dosage; 
3. The time the medication is to be regularly administered; 
4. Any additional special circumstances under which the 

medication is to be administered; 
5. The length of time for which the medication is prescribed; 
6. The student shall also demonstrate to the health care provider or 

the provider’s designee and the school nurse or the nurse’s 
designee the skill level necessary to use the medication and any 
device that is necessary to administer the medication as 
prescribed.  In the absence of a school nurse, the school shall 
designate a person who is trained to witness the demonstration. 
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 Authorization Required 
 The health care provider shall prepare a written treatment plan for 

managing the student’s asthma or anaphylaxis episodes and for 
medication use by the student during school hours.  The student’s 
parent or guardian shall annually complete and submit to the school 
any written documentation required by the school, including the 
treatment plan prepared by the student’s health care provider.  
Permission forms shall be updated annually. 

 
 Employee Immunity 
 All teachers responsible for the student’s supervision shall be notified 

that permission to carry medications and self-administer has been 
granted.  The school district shall provide written notification to the 
parent or guardian of a student that the school district and its officers, 
employees and agents are not liable for damage, injury or death 
resulting directly or indirectly from the self-administration of 
medication. 

 
 Waiver of Liability 
 The student’s parent or guardian shall sign a statement acknowledging 

that the school districts and its officers, employees or agents incur no 
liability for damage, injury or death resulting directly or indirectly 
from the self-administration of medication and agreeing to release, 
indemnify and hold the schools and its officers, employees and agents, 
harmless from and against  
any claims relating to the self administration of medication allowed by 
this policy. 

 
 The parent or guardian of the student shall sign a statement 

acknowledging that the school incurs no liability for any injury 
resulting from the self-administration of medication and agreeing to 
indemnify and hold the school, and its employees and agents, 
harmless against any claims relating to the self-administration of such 
medication. 

 
Additional Requirements 
•  The school district shall require that any back-up medication 

provided by the student’s parent or guardian be kept at the 
student’s school in a location to which the student has immediate 
access if there is an asthma or anaphylaxis emergency; 

•  The school district shall require that all necessary and pertinent 
information be kept on file at the student’s school in a location 
easily accessible if there is an asthma or anaphylaxis emergency; 

•  Eligible students shall be allowed to possess and use approved 
medications at any place where the student is subject to the 
jurisdiction or supervision or the school district, its officers, 
employees or agents; 
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•  The board may adopt policy or handbook language which 
imposes additional requirements relating to the self-
administration of medication allowed for in this policy and may 
establish a procedure for, and the conditions under which, the 
authorization for student self-administration of medication may 
be revoked.  (adopted 6/19/06) 

   
3.313 Health Assessments and Physicals 

All students age 8 and under shall submit evidence they have 
undergone a health assessment prior to entering kindergarten or before 
enrolling in a Kansas school for the first time.  This health assessment 
shall be recorded on a physical form and conducted within 12 months 
of school entry.  The superintendent of schools has the authority to 
exclude from school attendance any student not in compliance with 
this policy. 
 
All students engaged in activities covered by appropriate KSHSAA 
rules shall provide the building principal with proof of a physical 
examination. 
 
Principals shall work cooperatively with local, county, and state health 
agencies to disseminate materials related to the availability of health 
assessments and inoculations.  

  
Information within a health assessment on file at school will be 
confidential, but may be disclosed as set forth under HIPAA 
regulations.  (revised 9/13/04)  

 
3.314 Communicable Diseases 
 Any student noted by a physician or school nurse as having a 

communicable disease may be required to withdraw from school and 
school activities for the duration of the illness.  The student may be 
readmitted to school upon termination of the illness as authorized by 
the student's physician or as authorized by a health assessment team. 

 
 The board reserves the right to require a written statement from the 

student’s physician indicating that the student is free from all 
symptoms of the disease before readmitting the student to school. 

 
 If a student is absent from regular classes for more than three 

consecutive days or the principal has been notified that a student has a 
communicable disease, the principal shall determine whether a release 
shall be obtained from the student’s physician before the student 
reenters school. 

 
 The determination of the appropriate setting for a student with a 

severe communicable disease shall be done on a case-by-case basis, 
considering the medical condition of the child, the behavior and 
neurological development, the expected type of interaction with others 
in that setting, and the risks and benefits to both the infected student 
and to the others in the proposed educational setting.  These decisions 
will be made after receiving input from the student’s physician, public 
health personnel, the student’s parent/guardian, and personnel 
associated with the proposed care of educational setting. 
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 In order to comply with state and federal statutes, no information 
regarding students with communicable diseases shall be released by 
district personnel without the student’s, parents’, or guardians’ 
consent.  (revised 3/1/99) 

 
3.315 Drug Abuse Regulations 
 Policies outlined in the U.S.D. 489 Student Substance Abuse Manual 

will be followed.  (revised 6/19/89) 
 
3.316 Accidents and Emergencies  
 Every effort will be made to notify parents/guardians when children 

are injured at school. 
 
 Accidents involving students which require medical attention or result 

in absence from school, shall be reported on the standard accident 
report form by the supervising staff member.  Copies of the accident 
form are to be delivered to the building principal, the school nurse, 
and the central office.  (revised 3/1/99) 

 
3.317 Suspected Child Abuse and/or Neglect 
 Any district employee who has reason to know or suspect a child has 

been injured as a result of physical, mental, or emotional abuse or 
neglect or sexual abuse, shall promptly report the matter to the local 
Social Rehabilitation Services (SRS) office or to the local law 
enforcement agency if the SRS office is not open. 

 
 SRS/Legal Authority Access to Students on School Premises:  The 

building principal shall allow a student to be interviewed by SRS or 
law enforcement representatives or other legally designated 
individual(s) on school premises and shall act to protect the student’s 
interests during the interview. 

 
 Cooperation Between School and Agencies:  Principals or designee 

shall work with SRS and law enforcement agencies to develop a plan 
of cooperation for investigating reports of suspected child abuse or 
neglect.  

 
 Reporting Procedure:  The employee shall promptly report to the local 

SRS office or law enforcement.  It is recommended the building 
administrator also be notified after the report is made. 

 
 If the building principal has been notified, the principal shall 

immediately notify the superintendent that the initial report to SRS has 
been made. 

 
 If appropriate, the principal may confer with the school’s social 

worker, guidance counselor or psychologist. 
 
 If available, the following information shall be given by the person 

making the initial report:  name, address and age of the student; names 
and address of the parents or guardians; nature and extent of injuries 
or description of neglect or abuse; and any other information that 
might help establish the cause of the child’s condition. 
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 Any personal interview or physical inspection of the child by any 
school employee shall be conducted in an appropriate manner with an 
adult witness present. 

 
 State law provides that anyone making a report in accordance with 

state law and without malice shall be immune from any civil liability 
that might otherwise be incurred or imposed.  (revised 9/13/04) 

 
3.318 Security and Safety 
 Security devices may be installed at district attendance centers.  Other 

measures may be taken to prevent intrusion 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 criminal acts committed at school, on 
school property or at school-sponsored activities. 

 
 A student shall not knowingly possess, handle, or transmit any object 

that can reasonably be considered a weapon on the school grounds or 
off the school grounds at a school activity or event.  Violation of 
policy with regard to possession/use of explosives, firearms, or other 
weapons as defined in current law shall result in expulsion from 
school for a period not to exceed one calendar year except that the 
superintendent may recommend that this expulsion requirement be 
modified on a case-by-case basis under the provisions of the district’s 
suspension and discipline policies. 

 
 Reporting Crimes at School to Law Enforcement:  Any district 

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

 
 It is recommended that the building administrator also be notified. 
 
 Anyone making a report in accordance with state law and without 

malice, shall have immunity from any civil liability. 
 
 Reporting to Administrators and Staff:  Pursuant to Kansas Statute 

K.S.A. 72-89b03, each school employee with knowledge that a pupil 
meets any of the criteria below shall inform administrator(s).  
Administrator(s) with this knowledge shall inform all other school 
employees (teacher or other professional or paraprofessional 
employee of a school) who have exposure to the pupil. 

 Criteria:  The student 
A. has been expelled for conduct which endangers the safety of 

others, or for possession of a weapon, or for a felony type 
offense, or 

B. has been adjudged to be a juvenile offender whose offense, if 
committed by an adult, would constitute a felony, except a felony 
theft offense involving no direct threat to human life, or 

C. has been tried and convicted as an adult of any felony, except 
theft involving no direct threat to human life. 
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Prior to returning to school, an appropriate team will review the case 
and the planned interventions. 
 
Federal law and K.S.A. 72-6214 protects the right of privacy of any 
student under the age of 18 and the student’s family regarding 
personally identifiable records, file, data and information directly 
related to the student and his/her family.  Information regarding the 
pupil will be handled confidentially and violation of these privacy 
rights could include sanctions up to and including termination. 
 
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 
shall be made available upon request to parents/guardians, patrons, 
students, and employees and others who request the information. 
 
Staff Immunity:  School administrators and school employees are not 
liable for civil damages for acts or omissions required by the Kansas 
School Safety and Security Act.  The school board and each board 
member shall have immunity from liability in any civil action for the 
acts or omissions of any administrator pursuant to the requirements of 
the School Safety and Security Act.  (revised 1/21/02)  
 

3.320 STUDENT RECORDS 
A. Collection of Data 
 It is generally the policy of the district to collect and maintain only that 

data about individuals which is necessary in order for the schools to 
accomplish their primary goals. 

 
 The superintendent of schools is designated as custodian of student 

records and has the responsibility for maintaining adequate security for 
those records. 

 
B. Maintenance of Data 
 A cumulative record will be kept of data for each student which includes 

specific permanent information such as name, birth date, and the 
educational history including attendance records, grades, and standardized 
achievement test scores.   

C. Access to and Release of Personal Data 
 Those school employees who have a legitimate educational need for such 

information shall have access to pupil records.  Included are teachers, 
administrators, special services personnel, nurses, and school officials. 

 
 All student records shall be treated as confidential and primarily for local 

school use unless otherwise stipulated. 
 
 When records include information on more than one student, the 

parents/guardians of any student shall have access to copies of that part of 
the record that pertains to their child.  Each school shall establish 
procedures for the granting of a request by parents/guardians for access to 
their child’s school records within a reasonable period of time, but in no 
case more than 45 days after the request has been made. 
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 In situations where the parents of a student are divorced or separated, each 
parent, custodial and/or non-custodial, shall have equal rights to their 
child’s records unless a court order specifies otherwise.  Private 
agreements between the student’s parents shall not be recognized by the 
district’s personnel. 

 
 Parents/guardians shall have an opportunity for a hearing to challenge the 

content of their child’s school records to ensure that the records are not 
inaccurate, misleading or otherwise in violation of the privacy or other 
rights of students; to have an opportunity for the correction or deletion of 
any inaccurate, misleading or otherwise inappropriate data contained 
therein; and to insert into records the parent’s/guardian’s written 
explanation of the content of the records. 

 
 Any eligible parent/guardian or student may inspect the personal records 

of the student during regular school office hours.  The district reserves the 
right to interpret selected records to students and/or parent/guardian at the 
time of the inspection. 

 
 When a student attains 18 years of age, the permission or consent required 

of and the rights accorded to the parents/guardians of the student shall 
thereafter only be required of and accorded to the student. 

 
 The parents/guardians of students, or the students if they are 18 years of 

age or older shall be informed annually by the superintendent of the rights 
accorded them by the section and by the Family Educational Rights and 
Privacy Act.  In addition, the public shall be informed annually by the 
superintendent of the categories of information the institution has 
determined to be directory information.  

D. Other Provisions 
 In the event of a challenge by a student or the student’s parents or 

guardians to proposed special education placement, all records, tests, 
reports or clinical evaluations relating to the proposed action shall be 
made available to the parents, guardian, or counsel at a reasonable time 
prior to a hearing concerning such placement. 

 
 Any situation or questions involving release or use of student data which 

appears not to be covered by the terms of this policy shall be referred 
immediately to the superintendent of schools for resolution. 

 
 Forms or instruments will be developed by the district for use in gathering 

data, for release of data, or for other appropriate purposes relative to 
student records.  Such forms and instruments will be standardized 
throughout all district schools. 

 
 For purposes of this policy, whenever a student has attained 18 years of 

age, the permission of consent required and the rights accorded to the 
parents of the student shall thereafter be accorded to the student.  (revised  
9/13/04) 

 
3.330 STUDENT DRESS AND GROOMING 

The appearance of the student is part of the educational function.  School dress 
codes are intended to promote appearance that refrains from interference with 
the intended function of the school or school activity or creates potential health 
and safety hazards.  Neatness and cleanliness of personal hygiene is encouraged 
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at all times.  “Appropriateness of dress and appearance” will be determined by 
and enforced by the building administration on an individual basis.  See 
individual school handbooks for further information.  (revised 3/1/99) 
 

3.340 SOLICITATION AND SALES 
A. Because of the recognition that students in the school environment 

represent a "captive audience," discretion is to be exercised in permitting 
solicitation and selling proposals to students.  The responsibility for 
decisions in this area is delegated to the superintendent and his/her 
designee within the framework of the following guidelines: 

 
 Students of the district shall not be subjected to advertisements, sales, or 

solicitation from any organization or individual unless one of the 
following exceptions exist: 
1. The soliciting organization is a school sponsored organization. 
2. The product of the activity is, in the opinion of the principal, 

designed more for the benefit of the student rather than for the 
benefit of the soliciting organization (e.g., graduation 
announcements, class rings, Boy Scout memberships). 

3. The soliciting organization is the home and school association of the 
particular school. 

B. Students in grades K through 5 will not do more than one door to door 
solicitation or sale in a school year.  Parental/guardian involvement is 
recommended and parents/guardians are encouraged to accompany their 
children. 

C. All solicitation by organizations/students K-12 must be registered with the 
building principal.  (revised 9/13/04) 

 
3.350 VISITORS TO THE SCHOOL 

Many visitors may normally be expected to be on school property during the 
school day.  Visitors shall proceed first to the school office.  No pupil may be 
interviewed or observed while at school by any outside individual or agencies 
unless authorized by the building principal.  When an unknown person is 
observed in the building, office personnel shall be notified.  (revised 1/21/02) 
 

3.360 PERMISSION TO LEAVE SCHOOL 
No pupil is to leave school except by permission of a principal or the 
superintendent, or their designated representative, and such permission shall not 
be given during school hours except in the case of sickness, upon personal or 
written request of parents or guardians, or request of a teacher, principal or 
superintendent.  Students will not be released to the care of an individual other 
than a legal parent/guardian without consent of the parent/guardian.  (revised 
3/1/99) 

 
3.370 PERSONAL COMMUNICATIONS 

Pupils shall not be permitted to answer any personal phone calls except those 
from the parents, guardians or other persons having legal custody of said pupils. 
As a general rule, messages will be delivered to students at a time during the 
school day which will least disrupt the learning environment.  Emergency 
messages will be delivered immediately.  (revised 9/13/04) 
 

3.380 INTERROGATION AND INVESTIGATION 
Building administrators and others designated by the superintendent may 
conduct investigations and question students about infractions of school rules or 
the student conduct code. 
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If there is reason to believe a violation of criminal law has been committed, the 
principal shall notify the appropriate law enforcement agency and may request 
further investigation of the alleged violation. 
 
Coordination with Law Enforcement 
School administrators may meet periodically with local law enforcement 
officials to discuss the district’s policies and rules regarding law enforcement 
contacts with the district. 
 
Initiated by School Administrators and Conducted by Law Enforcement 
Officers 
When law enforcement officers conduct an investigation and/or question a 
student(s) during school hours, the building principal shall make reasonable 
attempts to contact parents, guardian or representative of the student(s) prior to 
questioning.  To the extent possible, reasonable requests of the parents, 
guardian or representative shall be observed.  Notification or attempted 
notification of parents, guardian or representative shall be documented by the 
administrator involved.  If a student’s parents, guardian, or representative is not 
present during questioning of a student, the principal shall be present. 
 
Initiated by Law Enforcement 
The administration shall cooperate with law enforcement officers who are 
conducting investigations of suspected child abuse.  Law enforcement officers 
shall not be permitted to conduct investigations during school hours except in 
demonstrated emergency situation.  If a demonstrated emergency is found, the 
principal shall require identification of law enforcement officials and reasons 
for the interrogation or investigation of a student.  If the principal is not 
satisfied with either the identification or the reason, the request shall not be 
granted.  The principal shall attempt to notify the superintendent and the 
officer’s superiors of the reasons for the refusal. 
 
Violations of Criminal Law 
Information on criminal conduct shall be turned over to law enforcement 
officials. 
 
Taking Students into Custody 
Students shall not be voluntarily released by school officials to law enforcement 
authorities unless the student has been placed under arrest or taken into custody 
by law enforcement or SRS.  Reasonable effort shall be made to notify the 
student’s parents, guardian or representative when students are removed from 
school for any reason by law enforcement authorities. 
 
Interrogations and Investigations 
Notification efforts shall be documented.  Parents/guardians shall not be 
notified by school officials when their child is taken into custody by SRS and/or 
law enforcement as a result of allegations of abuse or neglect. 
 
When a student has been taken into custody or arrested on school premises 
without prior notification to the building principal, the school staff present shall 
ask the law enforcement officer to notify the principal of the circumstances as 
quickly as possible. 
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Disturbance of School Environment 
Law enforcement officers may be requested to assist in controlling disturbances 
at school and if necessary to take students or other persons into custody.  
(revised 3/1/99) 

 
3.400 PUPIL EVALUATION AND PLACEMENT 
 

3.410 GRADING PROCEDURES 
Generally, a uniform grading system will be maintained at each grade level 
throughout the district, however, individual buildings may submit their own 
plan to the assistant superintendent for curriculum and instruction for approval 
and implementation.  Student assistance teams may also make modifications in 
the grading system to accommodate the needs of individual students.  (revised 
3/1/99) 
 

3.420 PROMOTION AND RETENTION OF ELEMENTARY AND MIDDLE 
SCHOOL STUDENTS  
A. The classroom teacher is to assume a major role in the development of 

recommendations relative to promotion or retention with the final 
decision resting with the building principal. 

 
 In the development of the recommendation or decision it is important that 

the parents/guardians be consulted and that the decision be consistent with 
grade reports throughout the year.  The development of a recommendation 
or decision of retention should include several parental/guardian 
conferences. 

 
 Factors to be considered in the determination of retention are age, 

maturity, academic progress, test scores, ability, results of psychological 
evaluations, student motivation, previous retentions, parental/guardian 
input, and teacher recommendation.  Only in very rare circumstances 
would a second retention be considered.  Generally, the child should be 
given a psychological evaluation during the year if more than one year has 
elapsed since the last evaluation was administered. 

 
 In the consideration of retention, a final conference will be held prior to 

May 15, with the parents/guardians, teachers, psychologists and/or 
counselor, and principal.  If the final decision is to retain and the 
parent/guardian is not in agreement, the option of "allowed pass" may be 
considered.  The "allowed pass" option will be formalized with the 
execution of the following form: 
 
"ALLOWED PASS" OPTION TO RETENTION 
 
                                                                                      has not satisfactorily  
                             Student's Name 
 
completed the work of the __________ grade, but is promoted to the 
___________ grade because of parental/guardian request. 
 
______________________________   ________________________ 
Parent(s)/guardian Signature(s)    Date   Principal Signature          Date 
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B. Students enrolled in the self-contained programs (mental retardation:  
level I, II, III, IV) shall be promoted according to the following schedule: 

 
level I to level II       -    age 9 by September 1    
level II to level III    -     age 13 by September 1   
level III to level IV   -      age 16 by September 1 
 
Exceptions to the procedure shall be based on individual needs and such 
decisions be included in the student's IEP.  (adopted 5/19/81)  

 
3.430 STUDENTS EXPERIENCING DIFFICULTY 

An opportunity for student counseling with the professional staff will be 
available if a student is experiencing difficulties.  The purpose of student 
counseling is to develop strategies on an individual student basis which are 
designed to promote student success.  Students at risk of dropping out of school 
are to receive special counseling and consideration in special programs of study 
in an effort to lessen the potential.  (revised 9/13/04) 
 

3.500 THE RIGHTS AND RESPONSIBILITIES OF STUDENTS 
 

3.510 STUDENT RIGHTS 
 

3.511 General Statement 
 The rights of students are as important to recognize as the rights of 

other groups or individuals in the district’s efforts to promote an 
effective democratic society.  The following policy statements denote 
recognition of particular student rights, but do not intend to give the 
impression that they are an all inclusive list of student rights.  (revised 
9/13/04) 

 
3.512 Right to Pursue a Public Education 
 This right is recognized by the constitution of the State of Kansas.  All 

resident, school age children of the district are guaranteed the right to 
enroll in the appropriate school within the district as long as the 
accompanying responsibilities are accepted.  (adopted 5/19/81) 

 
3.513 Opportunity to Participate in Extra-Curricular and Co-

Curricular Activities 
 Students have the opportunity to participate in all extra-curricular and 

co-curricular programs offered by the district when the qualifying 
standards are met.  (revised 3/1/99) 

 
3.514 Opportunity to Organize and Participate in Student Government 
 Students have the opportunity to organize and participate in student 

government.  (revised 3/1/99) 
 
3.515 Sexual Harassment 
 See Appendix B (revised 3/1/99) 
 
3.516 District Compliance with Title IX of the Education Amendments 

of 1972, Section 504 - The Rehabilitation Act of 1973, Title VI of 
the Civil Rights Act of 1964, and the Americans with Disabilities 
Act of 1990 

 See Appendix A (revised 3/1/99) 
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3.517 Civility Policy 
See Appendix C (adopted 9/18/00) 
  

3.520 STUDENT RESPONSIBILITIES 
 
3.521 General Statement 
 Accompanying individual rights are individual responsibilities.  

Students should seek to improve the status of the schools and bring 
credit to themselves, the schools, and the community.  (adopted 
5/19/81) 

 
3.522 Responsibilities in Individual Conduct 
 Students are expected to comply with the policies of the board of 

education, the regulations of the district administration, rules of the 
professional staff, reasonable directions of the professional staff, and 
the statutes of the state of Kansas.  Students are expected to maintain a 
pattern of positive communication and interaction with administrators, 
teachers, other school employees, and colleagues. 

 
 A pattern of behavior that characterizes emotional and physical 

control and stability in the conduct of responsibilities is to be 
demonstrated.  (revised 9/13/04) 

 
3.523 Attendance 
 Students and parents or legal guardians are responsible for compliance 

with attendance procedures established by principals and the 
compulsory attendance laws of the state of Kansas.  (revised 5/19/81) 

 
3.524 Student Fees and Other Charges 
 The district will charge students the replacement cost of instructional 

materials issued to the student when materials are lost or excessively 
abused. 

 
 Fees and charges may be levied by the district for participation in 

some elective programs.  These fees will be established by the board 
of education. 

 
 The district will charge for the materials issued for student projects in 

certain elective courses, including but not limited to, art, industrial 
arts, and home economics.  Except for a few identified exceptions, 
students shall be required to furnish their own musical instrument. 

 
 The professional staff may recommend the purchase of other 

instructional items; however, there will be no requirement of purchase 
for the student.  All class dues, including but not limited to, party fees, 
yearbook fees, lock fees, field trip fees, and special milk fees are 
optional for the student.  (revised 9/13/04) 

 
3.525 Waiver of Student Fees 
 All requests for waiver of student fees must be submitted on the 

designated application form to the assistant superintendent for 
instruction. 
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 Children who are recipients of the Social Rehabilitation Services will 
be approved for the waiver of student fees upon receipt of the 
application completed by a parent, legal guardian, or legal custodian. 

 
 The qualification for other children is dependent upon the following 

guidelines: 
A. Completion of the application form by a parent, legal guardian, 

or legal custodian. 
B. The family income must be within the federal income guidelines 

for qualification for free lunches. 
C. The family must demonstrate additional significant financial 

problems (i.e., an income significantly below the maximum 
federal income guidelines for free lunches, unusually high 
medical expenses, a physical disability of a parent/guardian, 
etc.). 

 
The applicant may be required to provide verification of any 
information provided in the waiver of instructional fees application.  
(revised 1/15/90) 
 

3.600 GRADUATION REQUIREMENTS 
 

3.610 SPECIFIC GRADUATION REQUIREMENTS 
Specific requirements are as follows:   
A. Four units of language arts 
B. Three units of science  
C. Three units of social studies  
D. Three units of mathematics 
E. One unit of physical education  
F. One unit of health and wellness 
G. One unit of fine arts (art, foreign language, instrumental music, theatrical/ 

multimedia, vocal music) 
H. One unit of practical arts (agriscience, business, home economics, 

industrial technology) 
I. Computer education* (minimum one credit with courses using computers 

as a primary tool) 
J. Term paper/project* 
K. Employment portfolio* 
L. Eight units of elective studies 
 
*Requirement may be met in a variety of ways.  (revised 3/1/99) 
 

3.620 GRADUATION CEREMONY PARTICIPATION 
Students who have successfully completed all of the requirements for 
graduation as listed in board of education policy 3.610 have the opportunity to 
participate in the baccalaureate or graduation ceremony.  If a student has failed 
to complete one or fewer credits required in policy 3.610, then the student may 
participate in said ceremonies if the student has made arrangements to complete 
the required course work.  Such arrangements must be approved by the 
principal.  No student shall receive a diploma until all requirements of policy 
3.610 have been completed.  (revised 3/1/99) 
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3.630 GRADUATION REQUIREMENTS FOR EMH/TMH (EDUCABLE 
MENTALLY HANDICAPPED/TRAINABLE MENTALLY 
HANDICAPPED STUDENTS) 
All exceptional students shall be eligible for graduation from high school upon 
completion of local district and state board of education requirements as 
specified in K.A.R. 91-30-12 and shall receive the same graduation recognition 
and diploma as non-disabled students. 
 
Students must complete requirements as stated on their individual educational 
program.  In addition to the specific state requirements for graduation, students 
may be given additional units in math, career and vocational education, or 
independent living according to their individual needs. 
 
Upon completion of these requirements students with such disabilities shall 
receive the same graduation recognition and diploma as students without such 
disabilities.  (revised 3/1/99) 
 

3.640 COMPUTATION OF CLASS STANDING 
 In the computation of final class standing seniors will be given the option of 

counting college classes taken while high school students.  (revised 3/1/99)  
 

3.700 AUXILIARY SERVICES FOR PUPILS 
 

3.710 NUTRITION SERVICES 
  

3.711 The School Breakfast and Lunch Programs 
 The school breakfast and lunch programs are operated in accordance 

with the standards and requirements established by the National 
School Breakfast Program and by the National School Lunch 
Program.  (revised 3/1/99) 

 
3.712 Free and Reduced Priced Meals 
 This program is operated in accordance with state and federal 

regulations.  Eligibility for free or reduced priced meals is based on 
the income scale as established by the Department of Agriculture each 
school year.  Application forms may be secured from the director of 
nutrition services located at Rockwell Administration Center. 

 
 The director of nutrition services will review and determine the 

eligibility of all applicants for free or reduced priced meals.  The 
decision may be appealed to the hearing officer. 

 
 Children participating in this program shall go through regular serving 

lines and shall not be singled out or discriminated against in any way.  
(revised  3/1/99) 

 
3.720 TRANSPORTATION SERVICES 
 Section 1.  The district shall provide or furnish transportation for pupils in 

accordance with K.S.A. Article 83 such that 
• pupils reside in the district 
• pupils attend any school of the district 
• pupils live 2.5 miles or more from the school they attend.   

  




