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 S c ho o l  Day  A F  

 E x cep t  a s  o th e r wi s e  p ro v id ed  i n  t he  ne go t i a t ed  a g re e me n t  f o r  s t a f f  me mb e r s  

c o ve re d  t he re b y ,  t he  b oa rd  sha l l  e s t ab l i s h  t he  t i me  o f  b e gi nn i n g  a nd  o f  en d in g  t he  

s ch oo l  d a y  a nd  o t he r  t i me  sc he du l es .  
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W  A I  V  E R   O  F   N  O  T I  C  E  

 I  h e r eb y  wa i ve  t h e  wr i t t en  n o t i c e  r eq u i r e d  un de r  t h e  p ro v i s i on s  o f  K .S .A.   

7 2 -1 1 38  a s  t o  t he  t ime ,  p l a ce ,  an d  pur pos e  o f  a  sp ec i a l  me e t in g  o f  t h e  Boar d  o f  

E d uca t io n  o f  Un i f i ed  S ch oo l  Di s t r i c t  No .  _ _ _ ,  S t a t e  o f  Ka ns as ,  he ld  o n  

_ _ __ __ __ __ _ ,  2 0_ _ .  

 

_ _ __ __ __ __ __ __ __ __ _ __ __ _  

M e mbe r ,  Boa rd  o f  Ed uc a t io n  

 

_ _ __ __ __ __ __ __ __ __ _ __ __ _  

M e mbe r ,  Boa rd  o f  Ed uc a t io n  

 

_ _ __ __ __ __ __ __ __ __ _ __ __ _  

M e mbe r ,  Boa rd  o f  Ed uc a t io n  

 

_ _ __ __ __ __ __ __ __ __ _ __ __ _  

M e mbe r ,  Boa rd  o f  Ed uc a t io n  

 

_ _ __ __ __ __ __ __ __ __ _ __ __ _  

M e mbe r ,  Boa rd  o f  Ed uc a t io n  

 

_ _ __ __ __ __ __ __ __ __ _ __ __ _  

M e mbe r ,  Boa rd  o f  Ed uc a t io n  

 

_ _ __ __ __ __ __ __ __ __ _ __ __ _  

M e mbe r ,  Boa rd  o f  Ed uc a t io n  

A t t e s t :  

 

_ _ __ __ __ __ __ __ __ __ _ __ __ _  

C le r k ,  Bo ar d  o f  E duca t io n  

Un i f i e d  Sc ho o l  D i s t r i c t  No .  _ __  

_ _ __ __ __ __ __ __ __  Co un t y  

S t a t e  o f  Kan sas  
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B CBG Vo t in g  Met ho d  B CBG 

 T h e  bo a rd  s ha l l  t a ke  a c t i o n  b y  wa y  o f  mo t i ons .   No  mo t i on  may  b e  ac t ed  

u p on  un t i l  i t  h as  be en  s eco nd ed  b y  a  b oa rd  me mb er .   T he  vo t e  o n  a l l  mo t i on s  sha l l  

b e  b y  " yes "  a nd  "n o"  an d  wi l l  be  t a ken  b y  a  sh o w of  ha nd s  o r  o th e r  pu b l i c  vo t i n g  

me t ho d .   F o l l owin g  ea ch  vo t e ,  t he  p r e s id en t  s ha l l  an no unc e  t h e  mo t io n  c a r r i e d  o r  

f a i l e d  b y  a  vo t e  o f  _ __  a f f i r ma t i ve  vo t e s  t o  _ __  ne ga t i ve  vo t e s .   T h e  min u te s  s ha l l  

i nd i ca t e  wh e th e r  a  m o t io n  pas se d  o r  f a i l e d .   E ach  b oa r d  me mb e r  sh a l l  ha ve  t he  

p r i v i l e ge  o f  e xp l a in in g  an y  vo t e .  

 An y  ab s t a i n in g  vo t e  s ha l l  b e  co un t ed  a s  a  "n o"  vo t e .   ( Se e  K SA 72 -1 1 38)  

 An y  me mb e r  ma y  dec l a r e  a  co nf l i c t  o f  i n t e r e s t  i n  a  p a r t i c u l a r  i s s ue  and  

s ha l l  l ea ve  t he  me e t i n g  ro o m u n t i l  d i s c us s io n  a nd  vo t in g  on  t he  ma t t e r  i s  

c on c lu de d .   T he  mi n u t es  s ha l l  n o t e  t ha t  a  p a r t i cu l a r  me mb e r  h as  dec l a r e d  a  

c on f l i c t  o f  i n t e r e s t  an d  l e f t .   T h e  mi nu t es  sh a l l  a l s o  r ec o r d  t he  t i me  t he  me mb er  

l e f t  t he  me e t in g  an d  wh en  th e  me mb e r  r e tu rn ed  t o  t he  bo a r d  me e t in g .  
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D C  An n ual  O per at i ng  Bu d get   (See  KBA)  D C  

 T h e  d i s t r i c t  b ud ge t  sh a l l  b e  p r e pa r ed  b y  t he  s upe r in t en de n t  i n  co ope ra t i on  

w i t h  s e l ec t ed  d i s t r i c t  e mp l o ye es  an d  sh a l l  r e f l e c t  t he  d i s t r i c t ’ s  e du ca t i on a l  goa l s .    

 T h e  s up e r i n t e nd en t  sh a l l  f o l l o w  th e  ad op te d  bu d ge t .    

 T h e  d i s t r i c t  s ha l l  f u nd  t he  op e ra t i n g  bu d ge t  acc or d in g  t o  a pp rove d  f i s c a l  and  

b u d ge t a r y  p ro ce dur es  r e qu i r e d  b y  t h e  S t a t e  o f  K ans as .  

 Bu d ge t  F or ms  

 Bu d ge t  f o r ms  use d  sh a l l  be  t ho se  p re pa r ed  an d  r eco mme n d e d  b y  t he  Ka nsas  

S t a t e  De par t men t  o f  E d uca t io n .   Bud ge t  su mma r y  d oc u me nt s  sh a l l  be  p r ep a re d  on  

f o r ms  p r o v ide d  b y  t he  Ka nsa s  S t a t e  Dep ar t me n t  o f  Ed uca t io n .  

 P r io r i t i e s  

 T h e  b oa r d  wi l l  e s t a b l i s h  p r i o r i t i e s  f o r  t h e  d i s t r i c t  on  a  sh or t - t e r m,  

i n t e r me d i a t e ,  an d  l ong - r a n ge  bas i s .  

 De ad l i ne s  an d  Sc hedu les  

 De ad l i ne s  an d  t i me  sc he du l es  sh a l l  b e  e s t a b l i s he d  b y  t he  b oa rd .  

 E n cu mb ra nce s  

 An  en cu mb ra nce  sha l l  be  ma de  wh en  a  p u rc ha se  i s  ma de  o r  wh en  an  ap pro ved  

p ur cha se  o rd e r  i s  p ro ce s se d .   A l l  e ncu mb ra nce s  s ha l l  be  cha r ge d  t o  a  s pec i f i c  

f un d .   Al l  nec es s a r y  e nc u mbr an ces  s ha l l  be  ma de  b y  t he  s up e r in t e nde n t .  

 R e co mme n d a t io ns  

 Re co mme n d a t io ns  o f  t he  su pe r i n t e nd en t  a nd  p r o fe s s i ona l  s t a f f  co nc e rn i ng  

t he  d i s t r i c t ’ s  bu d ge t  a l l oc a t i ons  wi l l  be  p r e se n t e d  t o  t he  b oa r d  p r io r  t o  s ub mi ss ion  

o f  t he  t en t a t i ve  d r a f t  bu d ge t .   Al l  su pe r i n t e n den t  a nd  s t a f f  r e co mme n d a t i on s  wi l l  

b e  p r e s en t ed  t o  t he  b oa r d  n o  l a t e r  t ha n  t h e  r e gu l a r  bo a r d  mee t in g  i n  

_ _ __ __ __ __ __ _ .  
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D C  An n ual  O per at i ng  Bu d get  D C -2  

 P r e l i mi na r y  Ad op t i on  Pro ce dur es  

 T h e  s up e r i n t e nde n t  w i l l  b e  r e s po ns i b l e  f o r  de ve l op i n g  t he  b u d ge t  c ove r  

l e t t e r .   I t  i s  r ec o mme nd ed  t ha t  t he  l e t t e r  i n c lu de  a  r e s t a t e me n t  o f  t he  goa l s  an d  

o b j ec t i ves  o f  t he  d i s t r i c t  a nd  a  l i s t  o f  b ud ge t  p r i o r i t i e s .   An  e xp lan a t io n  o f  l i ne  

i t e m ex pe nd i t u r e s  wi l l  be  i n c lu de d  in  t h e  l e t t e r .   Fu nd  e xpe nd i tu r e s  a nd  l i ne  

c a t e gor i e s  wi l l  a l s o  b e  e xp l a in ed  i n  t e r ms  o f  h o w  th e  b ud ge t  me e t s  t he  goa l s  a nd  

o b j ec t i ves  o f  t he  d i s t r i c t  an d  e nha nc es  c o mp le t i on  o f  p r io r i t y  p ro gra ms .   A  

p re l i mi na r y  d ra f t  o f  t he  d i s t r i c t ’ s  bu d ge t  w i l l  b e  s ub mi t t e d  b y  t he  su pe r i n t e nd en t  

t o  t he  b oa r d  on  o r  be f o re  _ __ __ __ __ __ _ea ch  yea r .  

 He a r in gs  a nd  Re v ie ws  

 T h e  boa rd  s ha l l  c on du c t  b ud ge t  h ea r i n gs  a cc ord i n g  t o  s t a t e  l aw .  

 Bu d ge t  T r ans pa ren c y  

 T h e  d i s t r i c t  s ha l l  co mp l y  wi th  t h e  r e qu i r e me n t s  o f  t h e  Kan sa s  Un i f o r m 

F in an c i a l  Ac co un t i ng  a n d  Rep or t i n g  Ac t  a nd  ru l e s  a nd  r e gu l a t i o ns  p ro mu l ga t ed  

b y  t he  Kan sas  S t a t e  Boar d  o f  Ed uca t io n  t he reu nd e r  i n  ma in t a in i n g ,  r ep or t i n g ,  

p u b l i s h in g  o n  t he  d i s t r i c t ’ s  web s i t e ,  a nd  ma k i n g  a va i l a b l e  t o  t h e  pu b l i c  sp ec i f i ed  

b u d ge t a r y  r ec o rd s ,  f o r ms ,  an d  i n fo r ma t i on .  

 M ana ge me nt  o f  Di s t r i c t  As se t s / Acc ou n t s  

 T h e  s up e r i n t e nd en t  sh a l l  e s t ab l i s h  a nd  ma i n t a i n  acc ura t e ,  f i nan c i a l  

ma n a ge me nt  s ys t e ms  to  mee t  t he  d i s t r i c t ’ s  f i s ca l  ob l i ga t i on s ,  p ro du ce  us e fu l  

i n fo r ma t i on  fo r  f i na nc i a l  r e por t s ,  a nd  s a f egu a rd  d i s t r i c t  r e s ourc es .   T he  

s up e r i n t e nde n t  sh a l l  e ns u re  t h e  d i s t r i c t ’ s  a cc ou n t in g  s ys t e m p ro v i des  o n go i n g   
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D C  An n ual  O per at i ng  Bu d get  D C -3  

i n t e r na l  c on t ro l s .  T he  s up e r in t en de n t  sh a l l  r e v i e w  th e  acc ou n t in g  s ys t e m wi th  

t he  b oa r d .   

 

Ap pr o ve d :  Au gus t  15 ,  20 18  
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D E  F r au d P r ev ent io n  an d  I nv es t i ga t io n  D E  

 A l l  e mp lo yee s ,  b oa r d  me mb e r s ,  co ns u l t a n t s ,  ve nd or s ,  co n t r ac t o r s ,  a nd  o the r  

p a r t i e s  ma i n t a i n in g  a  b us i ne s s  r e l a t i o nsh ip  wi th  t he  d i s t r i c t  sh a l l  ac t  wi t h  due  

d i l i gen ce  i n  d u t i e s  i n vo l v i n g  t he  d i s t r i c t ’ s  f i s ca l  r e so ur ces .   T h e  su pe r in t en den t  

s ha l l  d e ve lo p  i n t e r na l  co n t r o l s  t ha t  a i d  i n  t he  p r e ve n t i on  an d  d e t e c t i o n  o f  f r au d ,  

f i na nc i a l  i mp r opr i e t y ,  o r  i r r e gu l a r i t y .    

 R e por t i n g  Fra ud  

 An  e mp lo ye e  who  su sp ec t s  f r au d ,  i mp ro pr i e t y ,  o r  i r r e gu l a r i t y  sh a l l  p r o mpt ly  

r ep or t  t ho se  su sp i c ion s  t o  t he  i mme d ia t e  su pe r vi so r  an d / o r  t he  s up e r i n t e nde n t .   I f  

t he  s up e r i n t e nde n t  i s  t he  su b j ec t  o f  t he  co mp la in t ,  r e po r t s  sha l l  b e  ma de  t o  t he  

b oa rd  p r es i den t  o r  t he  b oa r d ' s  l e ga l  c ou nse l .   T h e  s up e r i n t e nden t  s ha l l  gen e ra l l y  

h a ve  p r i mar y  r e s po ns i b i l i t y  f o r  a n y  i n ve s t i ga t i ons ,  i n  co ord in a t i o n  wi th  l e ga l  

c ou ns e l  a nd  o th e r  i n t e rn a l  o r  ex t e rn a l  dep a r t me n t s  an d  a ge nc i e s  a s  ap pr opr i a t e .   

I f  t he  s upe r in t en den t  i s  t he  s ub j ec t  o f  t he  r e por t  o f  f r au d ,  i mp r opr i e t y ,  o r  

i r r e gu l a r i t y ,  t he  b oa rd  s ha l l  r e t a in  co n t r o l  o ve r  t he  i n ves t i ga t i on  o r  ma y  d es i gn a t e  

i t s  l e ga l  co un se l  o r  a no t he r  i n ves t i ga to r  t o  ac t  on  b eh a l f  o f  t he  b oa r d  i n  

i n ves t i ga t i n g  t h e  ma t t e r  an d  r ep o r t i n g  a n y f i n d i n gs  b ac k  t o  t h e  b oa r d .  

 W hi s t l eb l o wer s  

 T h e  d i s t r i c t  e nco ura ge s  c o mpla in t s ,  r ep or t s ,  o r  i nq u i r i e s  a bo u t  i l l e ga l  

p r ac t i ce s  o r  v io l a t i on s  o f  d i s t r i c t  p o l i c i e s ,  i n c lu d i n g  i l l e ga l  o r  i mp ro pe r  co nd uc t  

b y  t h e  d i s t r i c t ,  i t s  l ea de r sh i p ,  o r  b y  o t he r s  on  i t s  b eha l f .   Rep or t s  ma y  in c lu de ,  

b u t  no t  be  l i mi t e d  t o ,  f i na nc i a l  i mpr op r i e t i e s ,  acc ou n t i n g ,  o r  aud i t  ma t t e r s ,  e t h i c a l  

v i o l a t i o ns ,  o r  o t he r  s i mi l a r  i l l e ga l  o r  i mpro pe r  p r ac t i ces  o r  p o l i c i e s .   T he  d i s t r i c t  

p ro h ib i t s  r e t a l i a t i o n  b y  o r  o n  be ha l f  o f  t he  d i s t r i c t  a ga in s t  s t a f f  me mb er s   
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D E  F r au d P r ev ent io n  an d  I nv es t i ga t io n  D E -2  

wh o  ma ke  goo d  f a i t h  c o mpl a in t s ,  r e po r t s ,  o r  i n qu i r i e s  u nd e r  t h i s  p o l i c y  o r  fo r  

p a r t i c ip a t i o ns  i n  a  r e v i e w  o r  i n ves t i ga t i o n  u nd e r  t h i s  po l i c y .   T h i s  p r o t ec t i on  

e x t e nd s  t o  t h ose  wh os e  a l l e ga t i o ns  a r e  ma de  i n  go od  f a i t h  b u t  p ro ve  t o  b e  

mi s t a ken .   T he  d i s t r i c t  r e s e r ves  t h e  r i gh t  t o  d i s c ip l i ne  pe r so ns  wh o  ma ke  ba d  f a i t h ,  

kn o win g l y  f a l s e ,  o r  ve x a t io us  c o mp la i n t s ,  r ep or t s ,  o r  i nq u i r i e s  o r  who  o th e r wi se  

a bu se  t h i s  po l i c y .  

 Co mp la i n t s ,  r ep or t s ,  o r  i nq u i r i e s  ma y  b e  ma de  u nde r  t h i s  po l i c y  o n  a  

c on f id en t i a l  o r  a no n ymo u s  bas i s .   T he y  s ho u l d  de sc r i be  i n  de t a i l  t he  s pec i f i c  f ac t s  

d e mo ns t r a t i n g  t he  b as es  fo r  t h e  c o mpl a in t s ,  r ep or t s ,  o r  i nq u i r i e s .   T he y  sh ou l d  b e  

d i r e c t e d  t o  t he  sup e r i n t e nd en t  u n l e s s  o t he r wi s e  p ro v i ded  a bo ve .   I f  t he  

s up e r i n t e nde n t  i s  i mp l i ca t ed  i n  t h e  co mp la i n t ,  r ep or t ,  o r  i nq u i r y ,  i t  sh ou l d  be  

d i r e c t e d  t o  t h e  bo a rd  o r  i t s  l e ga l  co un se l .   T h e  d i s t r i c t  wi l l  c on du c t  a  p r o mp t ,  

r e v i ew  o r  i n ves t i ga t i o n .   T he  d i s t r i c t  ma y  be  u na b le  t o  fu l l y  eva l ua t e  a  va gue  o r  

ge n e ra l  c o mpl a in t ,  r ep or t ,  o r  i n qu i r y  t ha t  i s  ma de  a no n ymo u s l y .  
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Procurement – Federal Programs 
 

This document is intended to integrate standard district purchasing procedures with additional 

requirements applicable to procurements that are subject to the federal Uniform Grant Guidance 

regulations concerning the use of federal funds and/or U.S. Department of Agriculture (USDA) 

regulations governing school food service programs. The district maintains the following 

purchasing procedures, in accordance with federal and state laws, regulations, and board policy 

to aid in making purchases with federal funds. (2 CFR 200.318-200.325; 7 CFR 210.16, 210.19, 

210.21, 215.14a, 220.16; K.S.A. 72-1151; board policies DFAB, DFAC, DJE, DJEB, DJED, 

DJEE, DJEF, DJEG, DJEJ, DJFA, and DJFAB) 

 

2017 Procurement Thresholds 

 

  

Kansas Bid Threshold $20,000 For construction, reconstruction or 

remodeling or for the purchase of materials, 

goods or wares 

Federal Micro-Purchase Threshold $3,500 Adjusted periodically and published in 

Federal Register (48 CFR Subpart 2.1) 

 

Federal Simplified Acquisition Threshold $150,000 Adjusted periodically and published in 

Federal Register (48 CFR Subpart 2.1) 
*Please review this Procurement attachment annually and update amounts accordingly 

 

Responsibility for Purchasing 

 

The board has outlined standard district purchasing responsibility, methods of purchasing, price 

quotations and bid, requirements in the following board policies and their accompanying 

administrative regulations and/or procedures:  

 

DFAB: Standard of Conduct for Federally Funded Contracts 

DFAC: Federal Fiscal Compliance 

DJE: Purchasing 

DJEB: Quality Control 

DJED:  Bids and Quotations Requirements 

DJEE: Local Purchasing  

DJEF: Requisitions 

DJEG: Purchase Orders and Contracts  

DJEJ: Payment Procedures  

DJFA: Purchasing Authority  

DJFAB: Administrative Leeway 

 

 

 

 

Purchase Methods 
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When a request for expenses for construction, reconstruction, or remodeling or for the purchase 

of materials, goods, or wares has been submitted and approved as outlined below, the 

procurement method to be used will be determined based on the type of purchase and the total 

cost of the purchase as further outlined below. This procedure outlines how the cost thresholds 

for determining when the quote or formal bidding procedures that are required by state law as 

reflected in Policy DJED must be modified when making purchases for federally funded 

purposes to which the Uniform Grant Guidance or USDA regulations apply to comply with both 

state and federal requirements. At each point where requirements for food service-related 

procurement under USDA regulations differ, a note will refer to the Food Service Program Notes 

at the end of this procedure. Final determination of which purchasing procedures are to be 

applied is delegated to the Superintendent  under the authority of the Board. 

 

Standard Procurement Documents and Purchase Request Process 

 

The district shall use requisitions for purchase requests in accordance with the applicable 

purchase method. 

 

The district shall use electronic purchasing records, which are pre-numbered and are accessible 

to designated purchasing staff in the district office. 

 

Purchase requests by an employee must be submitted to the building administrator or immediate 

supervisor. Purchase of all budgeted items or items approved by an administrator or supervisor 

must be initiated by use of a purchase order or requisition submitted to the purchasing agent. 

Purchase orders and requisitions shall contain information including, but not necessarily limited 

to: 

 

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

 

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

 

3. Appropriate dates of service or delivery; 

 

4. Other (describe)  __________________________________________________. 

 

Documentation on purchase orders and requisitions shall be maintained in accordance with the 

district’s Public Records policy (CN) and Federal Fiscal Compliance policy (DFAC).  

 

Contracts shall be reviewed by the Superintendent prior to submission to the board for approval. 

 

Contracts to which the Uniform Grant Guidance apply shall contain the clauses specified in 

Appendix II to 2 CFR Part 200 (Contract Provisions for Non-Federal Entity Contracts Under 

Federal Awards), when applicable. 

 

[See Food Service Program Notes below for specific clauses required by USDA regulations 

to be included in cost reimbursable procurement contracts.] 
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Micro-Purchases Not Requiring Quotes or Bidding   

 

For purposes of this procedure, micro-purchase means a purchase of supplies or services for use 

in federally funded programs using simplified acquisition procedures, the aggregate amount of 

which does not exceed a base amount of $3,500. The micro-purchase dollar threshold is adjusted 

periodically by the federal government, and the threshold most recently established and 

published in the Federal Register shall apply if other than $3,500.(48 CFR Subpart 2.1) 

 

Note:  The micro-purchase maximum for federal purposes is lower than the amount below 

which the Policy DJED allows purchase for nonfederal purposes to be made without using 

formal competitive bidding.  

 

The micro-purchase method is used to expedite the completion of its lowest dollar small 

purchase transactions and minimize the associated administrative burden and cost. Procurement 

by micro-purchase is the acquisition of supplies or services, the aggregate dollar amount of 

which does not exceed the micro-purchase threshold.   

 

To the extent practicable, the district distributes micro-purchases equitably among qualified 

suppliers when the same or materially interchangeable products are identified, and such suppliers 

offer effectively equivalent rates, prices, and other terms. The Superintendent and Board 

Treasurer will be responsible for determining the equitable distribution of micro-purchases.  

 

Micro-purchases may be awarded without soliciting competitive quotations if the district 

considers the price to be reasonable. The district will maintain evidence of this reasonableness in 

the records of all micro-purchases. Reasonable means that sound business practices were 

followed and the purchase is comparable to market prices for the geographic area. Such 

determinations of reasonableness may include a comparison of the price to previous purchases of 

the same item or comparison of the price of items similar to the item being purchased. 

 

Even if the cost of a purchase qualifies it as a micro-purchase, bidding or small purchase 

procedures may be used optionally when those procedures may result in cost savings. 

 

Small Purchase Procedures 

 

For purposes of this procedure, small purchase procedures are those relatively simple and 

informal procurement methods for securing materials, goods, or wares or for completing 

construction, reconstruction, or remodeling that cost more than the amount qualifying as a micro-

purchase and do not cost $20,000 or more, or in the case of services other than construction, 

reconstruction or remodeling, where the total cost does not exceed the $150,000 federal 

Simplified Acquisition Threshold at which formal competitive bidding or competitive proposals 

are required. Small purchase procedures cannot be used for construction, reconstruction or 

remodeling costing $20,000 or more or for the purchase of materials, goods or wares costing 

$20,000 or more because the board policy and Kansas law requires formal competitive bidding at 

that level of cost.  
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The base amount at which bidding is required under state law for construction, reconstruction or 

remodeling or for the purchase of materials, goods or wares is $20,000. (K.S.A. 72-1151) 

 

The federal Simplified Acquisition Threshold at which competitive bidding or competitive 

proposals are required is adjusted periodically by the federal government, and the 

threshold most recently established and published in the Federal Register shall apply if 

other than $150,000. (48 CFR Subpart 2.1) 

 

Because state law does not require competitive bidding for the purchase of services other than 

for construction, reconstruction or remodeling with a cost in excess of $20.000, small purchase 

procedures, including a request for proposal (RFP) procedure, may be used for procurement of 

such other services except when the estimated total cost will be at or over the federal threshold at 

which formal competitive bidding or competitive proposals are required ($150,000). 

 

[See Food Service Program Notes below for exemption from bidding for purchases of 

perishable food items costing less than $150,000.] 

 

Formal Competitive Bidding 

 

Publicly Solicited Sealed Competitive Bids:  
 

For construction, reconstruction, or remodeling or for the purchase of materials, goods or 

wares, sealed competitive bids are publicly solicited and awarded to the lowest responsible 

bidder as provided in Policy DJED when the total cost is estimated to be $20,000 or more.  

 

Note:  The amount at which formal competitive bidding or competitive proposals are 

required by federal regulations is much higher than the base amount at which the policy 

and state law requires competitive bidding. Therefore, the lower base amount specified by 

Policy DJED will be used for purchases of equipment or supplies, or for obtaining services 

for construction, reconstruction or remodeling costing $20,000 or more.  
 

State law does not require bidding for the purchase of services other than for construction, 

reconstruction or remodeling regardless of total cost. For procurement of such other services for 

federally funded purposes to which the Uniform Grant Guidance applies, formal competitive 

bidding or competitive proposals will be used when the estimated total cost will be at or over the 

federal threshold of $150,000.   

 

The federal Simplified Acquisition Threshold at which competitive bidding or competitive 

proposals are required is adjusted periodically by the federal government, and the threshold most 

recently established and published in the Federal Register shall apply if other than $150,000. (48 

CFR Subpart 2.1) 

 

For procurement of services costing at or over the $150,000 federal threshold other than for 

construction, reconstruction or remodeling, the use of competitive sealed bidding is considered 

feasible and appropriate when: 
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1. A complete, adequate, and realistic specification or purchase description is available; 

 

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

business; and 

 

3. The procurement lends itself to a firm-fixed-price contract, and the selection of the 

successful bidder can be made principally on the basis of price. 

Where specified in bidding documents, factors such as discounts, transportation cost, and life 

cycle costs must be considered in determining which bid is lowest. Payment discounts will only 

be used to determine the low bid when prior experience indicates that such discounts are usually 

taken advantage of. Any or all bids may be rejected if there is a sound documented reason. 

 

[See Food Service Program Notes below for reference to state requirements regarding 

contracts with food service management companies and contractors of pre-plated meals.] 

 

Competitive Proposals  

 

State law does not require public school entities to solicit competitive bids for services other than 

for construction, reconstruction or remodeling, for which competitive bidding is required if the 

cost will be a base amount of $20,000 or more.  

 

Federal regulations allow the use of competitive proposals as an alternative to formal 

competitive bidding when conditions are not appropriate for the use of sealed bids.  

 

In the case of services other than for construction, reconstruction or remodeling costing less than 

that threshold, the district may use small purchase procedures or micro-purchase procedures as 

applicable based on total cost. A request for proposal (RFP) process can also meet or exceed the 

small purchase competition requirements under state law and Policy DJED for the acquisition of 

services other than for construction, reconstruction or remodeling, and can be used if the total 

cost will be less than $150,000. 

    

When permitted, the technique of competitive proposals is normally conducted with more than 

one (1) source submitting an offer, and either a fixed price or cost-reimbursement type contract is 

awarded. Competitors' qualifications are evaluated, and the most qualified competitor is selected, 

subject to negotiation of fair and reasonable compensation. The district shall comply with other 

applicable state and federal law and regulations, board policy and administrative regulations or 

procedures regarding purchasing; the district may consult with the school solicitor or other 

qualified counsel in determining the required process for purchasing through competitive 

proposals when necessary. 

 

If this method is used, the following requirements apply: 

 

1. Requests for proposals must be publicized and identify all evaluation factors and their 

relative importance. Any response to publicized requests for proposals must be 

considered to the maximum extent practical. 
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2. Proposals must be solicited from an adequate number of qualified sources. 
 

3. There must be a written method for conducting technical evaluations of the proposals 

received and for selecting recipients. 

 

4. Contracts must be awarded to the responsible firm whose proposal is most advantageous 

to the program, with price and other factors considered.  

 

5. Competitive proposal procedures for qualifications-based procurement of 

architectural/engineering (A/E) professional services whereby competitors’ qualifications 

are evaluated and the most qualified is selected, subject to negotiation of fair and 

reasonable compensation, are allowed.  The method where price is not used as a selection 

factor can only be used in procurement of A/E professional services and cannot be used 

to purchase other services through A/E firms. 

 

Competitive proposals shall be evaluated by the Superintendent based on factors including but 

not limited to: 

 

1. Cost. 

 

2.   Experience of contractor. 

 

3.  Availability. 

 

 

Evaluations shall be completed in a timely manner, documented and shall be reviewed by the  

Superintendent. 

 

Contract/Price Analysis   

 

The district performs a cost or price analysis in connection with every procurement action in 

excess of $150,000, including contract modifications. (2 CFR Sec. 200.323(a)). 

 

A cost analysis generally means evaluating the separate cost elements that make up the total 

price, while a price analysis means evaluating the total price, without looking at the individual 

cost elements.    

 

The method and degree of analysis is dependent on the facts surrounding the particular 

procurement situation; however, the Superintendent must come to an independent estimate prior 

to receiving bids or proposals. (2 CFR Sec. 200.323(a)). As part of the analysis, the 

Superintendent will enact established business practices which may include evaluation of similar 

prior procurements and a review process. 

  

Negotiated Profit 
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In any procurement in which there has been no price competition, or in which a cost-

analysis is performed, profit must be negotiated separately as an element of price. 

Accordingly, solicitations of bids, proposals or quotes shall require that bids, proposals or 

quotes be limited to costs other than profit, and exclude profit.  

 

To establish a fair and reasonable profit, consideration is given to the complexity of the work to 

be performed, the risk borne by the contractor, the contractor’s investment, the amount of 

subcontracting, the quality of its record of past performance, and industry profit rates in the 

surrounding geographical area for similar work.  (2 CFR Sec. 200.323(b)).   

 

When profit must be negotiated as a separate element of the total price, it shall be 

negotiated by the Superintendent. 
 

Noncompetitive Proposals (Sole Sourcing) 

  

Procurement by noncompetitive proposals means procurement through solicitation of a 

proposal from only one (1) source and may be used only when one or more of the following 

circumstances apply: 

 

1. The item is available only from a single source. 

 

2. The public exigency or emergency for the requirement will not permit a delay resulting 

from competitive solicitation. An emergency exists whenever the time required for the 

board to act in accordance with regular procedures would endanger life or property or 

threaten continuance of existing school classes. 

 

3. The federal awarding agency or pass-through entity expressly authorizes noncompetitive 

proposals in response to a written request from the district. 

 

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

inadequate. 

 

In addition to standard procurement policy and procedures, the district will document the 

grounds for using the noncompetitive method in lieu of an otherwise required competitive 

method of procurement, which may include written confirmation from the contractor as the sole 

source of the item. Documentation must be submitted to and maintained by the district office.   

 

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

legal advice regarding noncompetitive proposals. 

 

Profit must be negotiated separately for noncompetitive proposals, and a cost or price analysis 

will also be performed for noncompetitive proposals when the price exceeds $150,000.  

 

Purchase Cards 
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The district approves the use of procurement cards for permissible purchases by designated 

employees to improve the efficiency of purchasing activities, reduce processing expenses, 

improve controls for small-dollar purchases, and streamline contractor payment.  

 

Procurement cards may be used for purchases under federal programs.  

 

Full and Open Competition  

 

All procurement transactions must be conducted in a manner providing full and open 

competition consistent with 2 CFR Sec. 200.319. In order to ensure objective contractor 

performance and eliminate unfair competitive advantage, contractors that develop or draft 

specifications, requirements, statements of work, or invitations for bids or requests for proposals 

must be excluded from competing for such procurements. Some of the situations considered to 

be restrictive of competition include but are not limited to: 

 

1. Placing unreasonable requirements on firms in order for them to qualify to do business. 

 

2. Requiring unnecessary experience and excessive bonding. 

 

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

 

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

 

5. Organizational conflicts of interest. 

 

6. Specifying only a “brand name” product instead of allowing “an equal” product to be 

offered and describing the performance or other relevant requirements of the 

procurement. 

 

7. Any arbitrary action in the procurement process. 

 

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

 

The district must take necessary affirmative steps to assure that minority businesses, women’s 

business enterprises, and labor surplus area firms are used when possible. Affirmative steps must 

include: (2 CFR Sec. 200.321) 

 

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

solicitation lists. 

 

2. Assuring that small and minority businesses, and women’s business enterprises are 

solicited whenever they are potential sources. 

 

3. Dividing total purchasing requirements, when economically feasible, into smaller tasks or 

quantities to permit maximum participation by small and minority business and women’s 
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business enterprises. 

 

4. Establishing delivery schedules, where the requirement permits, which encourage 

participation by small and minority businesses and women’s business enterprises. 

 

5. Using the services and assistance, as appropriate, of such organizations as the Small 

Business Administration and the Minority Business Development Agency of the 

Department of Commerce. 

 

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

above. 

 

Geographical Preferences Prohibited 

 

The district must conduct procurements in a manner that prohibits the use of statutorily or 

administratively imposed state, local, or tribal geographical preferences in the evaluation of bids 

or proposals for purchases made with federal funds, except in those cases where applicable 

federal statutes expressly mandate or encourage geographic preference. When contracting for 

architectural and engineering (A/E) services, geographic location may be a selection criterion 

provided its application leaves an appropriate number of qualified firms, given the nature and 

size of the project, to compete for the contract.   

 

[See Food Service Program Notes below for permissibility of geographic preferences and 

“Buy American” practices in purchasing certain food products] 

 

Prequalified Lists 

 

The district must ensure that all prequalified lists of persons, firms, or products which are used in 

acquiring goods and services are current and include enough qualified sources to ensure 

maximum open and free competition. Also, the district must not preclude potential bidders from 

qualifying during the solicitation period.   

 

[See Food Service Program Notes below for reference to state requirements regarding 

contracts with food service management companies and contractors of pre-plated meals.] 
 

Solicitation Language 

 

The district must ensure that all solicitations incorporate a clear and accurate description of the 

technical requirements for the material, product, or service to be procured. Such description must 

not, in competitive procurements, contain features which unduly restrict competition. The 

description may include a statement of the qualitative nature of the material, product or service to 

be procured and, when necessary, must set forth those minimum essential characteristics and 

standards to which it must conform if it is to satisfy its intended use. Detailed product 

specifications should be avoided if possible.  
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When it is impractical or uneconomical to make a clear and accurate description of the technical 

requirements, a “brand name or equivalent” description may be used to define the performance 

or other salient requirements of procurement. The specific features of the named brand which 

must be met by offers must be clearly stated; and identify all requirements which the offerors 

must fulfill and all other factors to be used in evaluating bids or proposals.  

 

Avoiding Acquisition of Unnecessary or Duplicative Items  

 

The district must avoid the acquisition of unnecessary or duplicative items. Additionally, 

consideration must be given to consolidating or breaking out procurements to obtain a more 

economical purchase; and, where appropriate, an analysis must be made of leases versus 

purchase alternatives, and any other appropriate analysis to determine the most economical 

approach. 

   

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

purchase made with federal funds. Such considerations are accessible in the procedure to Policy 

DFAC:  Allowability of Costs – Federal Programs.   

 

 

Use of Intergovernmental Agreements and Cooperative Purchasing 

 

To foster greater economy and efficiency, the district enters into state and local 

intergovernmental agreements where appropriate for cooperative purchasing or use of common 

or shared goods and services, as permitted by the Intergovernmental Cooperation Act. 

 

When procuring supplies or services for federally funded purposes to which the Uniform Grant 

Guidance applies, the district shall verify that the organization conducting the procurement 

pursuant to such agreements complies with the applicable procurement methods, requirements, 

and standards of the Uniform Grant Guidance as outlined in this procedure. 

 

Use of Federal Excess and Surplus Property 

 

The district considers the use of federal excess and surplus property in lieu of purchasing new 

equipment and property whenever such use is feasible and reduces project costs.  

 

Debarment and Suspension 

 

The district awards contracts only to responsible contractors possessing the ability to perform 

successfully under the terms and conditions of a proposed procurement. Consideration will be 

given to such matters as contractor integrity, compliance with public policy, record of past 

performance, and financial and technical resources.  

 

[See Food Service Program Notes below for reference to state requirements regarding 

contracts with food service management companies and contractors of pre-plated meals.] 
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The district may not subcontract with or award subgrants to any person or company who is 

debarred or suspended. For all contracts over $25,000 the district verifies that the contractor with 

whom the district intends to do business is not excluded or disqualified. (2 CFR Part 200, 

Appendix II, and 2 CFR Sec. 180.220 and 180.300).   

 

All successful contractors must provide written certification that they have not been suspended 

or debarred from federal projects. The Federal Programs Coordinator will be responsible for 

verification. Such verification may include accessing the online federal System for Award 

Management (SAM) to determine whether any relevant party is subject to any suspension or 

debarment restrictions. 

 

Maintenance of Procurement Records  

 

The district must maintain records sufficient to detail the history of all procurements. These 

records will include, but are not necessarily limited to the following: rationale for the method of 

procurement, selection of contract type, contractor selection or rejection, the basis for the 

contract price (including a cost or price analysis), and verification that the contractor is not 

suspended or debarred.   

 

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

 

Time and Materials Contracts 

 

The district may use a time and materials type contract only: (1) after a determination that no 

other contract is suitable; and (2) if the contract includes a ceiling price that the contractor 

exceeds at its own risk. Time and materials type contract means a contract whose cost to the 

district is the sum of: the actual costs of materials, and direct labor hours charged at fixed hourly 

rates that reflect wages, general and administrative expenses, and profit.  

 

Since this formula generates an open-ended contract price, a time-and-materials contract 

provides no positive profit incentive to the contractor for cost control or labor efficiency. 

Therefore, each contract must set a ceiling price that the contractor exceeds at its own risk. 

Further, the district must assert a high degree of oversight to obtain reasonable assurance that the 

contractor is using efficient methods and effective cost controls.  

 

Settlements of Issues Arising Out of Procurements 

 

The district alone is responsible, in accordance with good administrative practice and sound 

business judgment, for the settlement of all contractual and administrative issues arising out of 

procurements. These issues include, but are not limited to, source evaluation, protests, disputes, 

and claims. These standards do not relieve the district of any contractual responsibilities under its 

contracts. Violations of law will be referred to the local, state, or federal authority having proper 

jurisdiction.  

 

Protest Procedures to Resolve Dispute 
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The district maintains protest procedures to handle and resolve disputes relating to procurements 

and, in all instances, discloses information regarding the protest to the awarding agency. Protest 

procedures will be acted on in accordance with current state law and regulations, board policy 

and administrative regulations and procedures, and the advice of the board’s legal counsel. 

 

Food Service Program Notes: 
 

Exemption from Bidding for Perishable Food Items - 

 

Kansas law exempts purchases of food and foodstuffs necessary for the implementation or 

operation of any child nutrition program from bidding requirements. Bidding for such items is 

required only if the cost would be at or over the federal threshold at which formal competitive 

bidding is required ($150,000). Small purchase procedures may be used for purchases below 

$150,000, or micro-purchase procedures for purchases below $3,500. Use of bidding should be 

considered as an option if it is feasible and likely to result in cost savings. 

 

 

 

 

 

Geographic Preferences - 

 

The district is permitted to apply a geographic preference when procuring unprocessed, locally 

grown or locally raised agricultural products. When a geographic preference is applied, the 

district has discretion to determine the local area to which the geographic preference option will 

be applied. 

 

Unprocessed locally grown or locally raised agricultural products means only those 

agricultural products that retain their inherent character. The effects of the following food 

handling and preservation techniques shall not be considered as changing an agricultural product 

into a product of a different kind or character: cooling; refrigerating; freezing; size adjustment 

made by peeling, slicing, dicing, cutting, chopping, shucking, and grinding; forming ground 

products into patties without any additives or fillers; drying/dehydration; washing; packaging 

(such as placing eggs in cartons), vacuum packing and bagging (such as placing vegetables in 

bags or combining two (2) or more types of vegetables or fruits in a single package); the addition 

of ascorbic acid or other preservatives to prevent oxidation of produce; butchering livestock and 

poultry; cleaning fish; and the pasteurization of milk. (7 CFR Sec. 210.21, 215.14a, 220.16) 

 

Buy American - 

 

The district shall purchase, to the maximum extent practicable, domestic commodities or 

products for food service purposes. The term domestic commodity or product means: (7 CFR 

Sec. 210.21, 220.16) 

 

1. An agricultural commodity that is produced in the United States; and 
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2. A food product that is processed in the United States substantially using agricultural 

commodities that are produced in the United States. 

 

Mandatory Contract Clauses - 

 

The following provisions shall be included in all cost reimbursable contracts for food services 

purchases, including contracts with cost reimbursable provisions, and in solicitation documents 

prepared to obtain offers for such contracts: (7 CFR Sec. 210.21, 215.14a, 220.16) 

 

1. Allowable costs will be paid from the nonprofit school food service account to the 

contractor net of all discounts, rebates and other applicable credits accruing to or received 

by the contractor or any assignee under the contract, to the extent those credits are 

allocable to the allowable portion of the costs billed to the school food authority; 

 

2. (a) The contractor must separately identify for each cost submitted for payment to the 

school food authority the amount of that cost that is allowable (can be paid from the 

nonprofit school food service account) and the amount that is unallowable (cannot be 

paid from the nonprofit school food service account); or  

 

(b) The contractor must exclude all unallowable costs from its billing documents and 

certify that only allowable costs are submitted for payment and records have been 

established that maintain the visibility of unallowable costs, including directly associated 

costs in a manner suitable for contract cost determination and verification; 

 

3. The contractor's determination of its allowable costs must be made in compliance with 

the applicable departmental and program regulations and Office of Management and 

Budget cost circulars;  

 

4. The contractor must identify the amount of each discount, rebate and other applicable 

credit on bills and invoices presented to the school food authority for payment and 

individually identify the amount as a discount, rebate, or in the case of other applicable 

credits, the nature of the credit. If approved by the state agency, the school food authority 

may permit the contractor to report this information on a less frequent basis than 

monthly, but no less frequently than annually; 

 

5. The contractor must identify the method by which it will report discounts, rebates and 

other applicable credits allocable to the contract that are not reported prior to conclusion 

of the contract; and 

 

6. The contractor must maintain documentation of costs and discounts, rebates and other 

applicable credits, and must furnish such documentation upon request to the school food 

authority, the state agency, or the department. 

 

Contracts with Food Service Management Companies - 
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Procedures for selecting and contracting with a food service management company (FSMC) shall 

comply with guidance provided by the Kansas State Department of Education, Division of Child 

Nutrition and Wellness, including standard forms, procedures and timelines for solicitation, 

selection and approval of proposals and contracts. (7 CFR Sec. 210.16, 210.19, 210.21, 215.14a, 

220.16) 

 

Pre-Plated Meals - 

 

Procedures for selecting and contracting with contractors of pre-plated meals shall comply with 

guidance provided by the Kansas State Department of Education, Division of Child Nutrition and 

Wellness, including standard forms, procedures and timelines for solicitation, selection and 

approval of proposals and contracts. (7 CFR Sec. 210.16, 210.19, 210.21, 220.16) 

 

Approved :  Augus t  15 ,  2018  
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DF E I nv es tm en t  o f  F un ds  DF E 

 T h e  i n ve s t me n t  o f  s ch o o l  d i s t r i c t  mo n i es  s ha l l  b e  t he  r e s po ns ib i l i t y  o f  t he  

s up e r i n t e nde n t ,  bu s in es s  ma na ge r ,  an d / o r  t h e  d i s t r i c t  t r e a s u re r .  

 An y  mo n ie s  no t  i mme d ia t e l y  r eq u i r ed  f o r  t h e  p u rp ose s  fo r  wh ich  t he  

mo n ie s  were  c o l l e c t ed  o r  r e ce i ved  ma y  b e  i n ves t e d  a s  p ro v id ed  b y  c u r r e n t  s t a tu t e .  

 P os t i n g  Se cur i t i e s  

 A l l  i n ves t me n t s  o f  d i s t r i c t  mo n ies  s ha l l  be  s e cur ed  t o  1 00%  of  t he  a mo un t  

o f  d i s t r i c t  mo n ie s  b y  F . D . I . C .  c o ve ra ge ,  a  p l e d ge  o f  d i r ec t  f ede ra l  ob l i ga t i o ns  o r  

d i r e c t  gu a ra n t e ed  f e de ra l  a gen c y  d ep os i t s  i n  acc ord an ce  w i th  r eq u i r e me n t s  o f  s t a t e  

l a w .   Ex cep t io ns  t o  t h e  r e qu i r e d  p os t i n g  o f  s ec ur i t i e s  sha l l  b e  o n l y  a s  p r o vi de d  b y  

l a w  a nd  a ppr o va l  o f  t he  b oa r d .  

 A l l  o f f e r in gs  o f  mo n ie s  f o r  i n ve s t me n t  s ha l l  s t a t e  t he  a mou n t  t o  b e  i n ves t e d  

a nd  t he  ma t u r i t y  da t e  o f  e ach  i n ves t me n t .   

 A l l  b an ks  a nd  s a vi ngs  an d  l o an  a s so c i a t i ons  wi t h  ma in  o r  b r a nc h  o f f i ces  

l oca t ed  wi th in  t he  co u n t y  o r  a d j o in in g  co u n t i e s  o f  t he  d i s t r i c t  s ha l l  b e  g i ven  an  

o p por t un i t y  t o  b i d  o n  a l l  mo n ies  o f f e r e d  fo r  i n ve s t me n t .   Al l  b id s  s ha l l  be  

s pe c i f i e d  on  t he  b as i s  o f  s i mpl e  i n t e r e s t .  

 D i s t r i b u t i on  o f  mo n ie s  f o r  i n ve s t me n t  sha l l  b e  a s  fo l l o ws :  

 T h e  t r e asu re r  o r  o the r  pe r so n  des i gn a t e d  b y  t he  bo a rd  sha l l  i n fo r m e ach  

e l i g i b l e  ba n k  an d  s a vi n gs  a nd  l oa n  a s so c i a t i on  o f  t he  t o t a l  a mo u n t  o f  mo n e y t o  be  

i n ves t e d  on  a  s pe c i f i e d  da t e  an d  t he  ma t u r i t y  da t e  o f  t h e  i n ves t me n t .
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DF E I nv es tm en t  o f  F un ds  DF E -2  

E ac h  ba n k  o r  s a v in gs  an d  l o an  a s so c i a t i on  b i dd i n g  s ha l l  s ub mi t  a  s i n gl e  b id  o f  t he  

r a t e  o f  i n t e r e s t  i t  wou ld  p a y  o n  a l l  o r  p a r t  o f  t he  fu nds  t o  be  i nve s t ed .  

 M oni es  s ha l l  be  i n ves t ed  wi th  t he  h i ghe s t  b id de r  i n  s uc h  a mo un t  a s  t he  

b id de r  wi l l  acc ep t ,  a nd  an y  r e ma in i n g  amo u n t s  s ha l l  be  i n ve s t e d  w i th  t he  nex t  

h i ghes t  b id de r s  i n  o rd e r  o f  i n t e r e s t  r a t e  o f f e r e d .   No  b id de r  sh a l l  b e  e l i g ib l e  t o  

r ece i ve  a n y  fu nd s  i n  t he  sa me  o f f e r in g  a t  a  r a t e  l o we r  t ha n  i t s  s i n g l e  b i d .  

 No  b i d  l e s s  t ha n  t h e  mo s t  r ece n t l y  de t e r mi ne d  in ve s t me n t  r a t e  a s  

d e t e r min ed  b y  t he  s t a t e  t r ea su r e r  sh a l l  b e  a cce p t e d .   No  f un ds  w i l l  be  i n ves t ed  f o r  

ma t u r i t i e s  o f  mo re  t ha n  two  ye a r s .  

 An y  mo ni es  no t  o the rw i se  i n ves t ed  i n  e l i g ib l e  ba n ks  a nd  sav i n gs  an d  

l oa ns  l o ca t e d  i n  t he  d i s t r i c t  d ue  t o  t he i r  i n ab i l i t y ,  f o r  wha t e ve r  r eas on ,  t o  a ccep t  

t he  f un ds ,  sh a l l  be  i n ve s t e d  i n  s ec ure d  de po s i t s  i n  b an ks  o r  s a vi n gs  a nd  l oa ns  

wh ich  h a ve  o f f i ce s  l o ca t ed  i n  co un t i e s  i n  wh i ch  a  pa r t  o f  t he  s c ho o l  d i s t r i c t  i s  

l oca t ed  o r  i n  ad j o i n in g  co un t i e s .  

 An y  mo ni es  no t  i n ves t ed  i n  ba n ks  an d  s av i n gs  an d  l oa ns  i n  t he  d i s t r i c t  

o r  l o ca t ed  i n  co un t i e s  i n  wh ic h  a  p a r t  o f  t he  s ch oo l  d i s t r i c t  i s  l oc a t e d  ma y  be  

i n ves t e d  i n  t he  mu n ic i pa l  i n ve s t me n t  po o l  fu nd  o r  Un i t ed  S t a t e s  T re as u r y  b i l l s  o r  

n o t e s  a s  a u th or i zed  by  Ka ns as  l a w.  

 M oni es  a va i l a b l e  fo r  r e in ve s t me n t  a s  a  r e s u l t  o f  ma t u r i t i e s  ma y  be  

r e in ves t ed  wi th  t h e  ba n k  o r  a s so c i a t i on  h o l d in g  s uc h  mo ni es  p ro v i de d  t h e  ba n k o r  

s a vi n gs  an d  l oa n  a s so c i a t i o n  a gr ees  t o  pay  t he  sa me  o r  h i ghe r  r a t e  a s  t ha t  o f f e r e d  

b y  t h e  h i ghe s t  b id de r  a t  t h e  t i me  o f  r e -o f f e r .  
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DF E I nv es tm en t  o f  F un ds  DF E -3

 In  t he  e ve n t  o f  i de n t i c a l  h i gh  b ids ,  t he  a l l o ca t i on  o f  mo n ie s  t o  b e  i n ves t ed  

b e t we en  t h e  h i gh  b i dd e r s  s ha l l  be  a t  t h e  d i s c r e t i o n  o f  t h e  s up e r i n t e nd en t .  

 T h e  t r ea su r e r  sh a l l  r eco rd  t h e  fo l l o win g  in f o r ma t io n :   t he  da t e  o f  ea ch  

o f f e r in g ;  t he  n a me  o f  ea ch  b an k  o r  s a v in gs  an d  l o an  a s so c i a t i on  n o t i f i ed ;  t he  n a me  

o f  t h e  o f f i c e r  n o t i f i ed ;  t h e  b i d ,  ca r r i e d  t o  f i ve  dec i ma l  p l a ces  ( . 1 1 11 1) ;  t he  a mo u n t  

o f  mo n ie s  t he  ba n k  o r  s a v in gs  an d  l oa n  a s s oc i a t i o n  i s  wi l l i n g  t o  a cce p t  a t  t he  r a t e  

b id .  

 T o  be  e l i g i b l e  t o  r ece i ve  i n ves t ed  f un ds  o r  de po s i t s  f ro m t he  d i s t r i c t ,  an y  

o th e r wi se  e l i g ib l e  ban k  o r  s a v in gs  a n d  l oa n  a s so c i a t i on  sha l l  h a ve  o n  f i l e  i n  t he  

o f f i c e  o f  t he  d i s t r i c t  t r ea s u re r  a  l e t t e r  r e qu es t i n g  i t s  i nc lus io n  i n  t he  b id d in g  

p ro ces s  a nd  p ro v i d in g  p ro pe r  a s su r an ce  o f  c o mp l i a nce  wi th  r e qu i r e me n t s  o f  

a pp l i ca b l e  l a ws  a nd  b oa rd  po l i c y  r e l a t i n g  t o  ma in t en an c e  o f  p r op e r  s e cur i t y  an d  

a s s u ra nce  o f  i t s  me mb e r s h i p  i n  goo d  s t a nd in g  co ns i s t e n t  wi t h  c u r r e n t  f e de r a l  

r e gu l a t i on s .   T h e  s upe r in t en de n t  s ha l l  r epo r t  mo n th l y  t o  t h e  b oa rd  on  t he  d i s t r i c t ' s  

i n ves t me n t s .  

 

Approved :  Augus t  15 ,  2018  
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DI C I nv e nto r i e s  DI C 

 An  a cc o un t in g  wi l l  be  ma de  a nn ua l l y  fo r  a l l  d i s t r i c t -o wn ed  p e r sona l  

p ro pe r t y .  

 An  in ve n to r y  r ec o rd  s ys t e m s ha l l  b e  d e ve l o ped  b y  t h e  s up e r in t e nde n t .   

A l l  i n ve n to r y  r e co r ds  s ha l l  be  a nn ua l l y  up da t ed  s ho wi n g  de l e t i ons  an d  ad d i t i o ns ,  

t he  e s t i ma te d  va l ue ,  o r i g in a l  co s t  ( where  a va i l ab l e ) ,  d a t e  o f  p u rc has e ,  s e r i a l  

n u mb er s  ( wher e  a va i l a b l e )  an d  l oc a t i on  an d  c on d i t i on  o f  eac h  p i ece  o f  d i s t r i c t -

o wne d  pe r so na l  p ro pe r t y .  

 E ac h  b u i l d in g  p r i nc ip a l  s ha l l  t a ke  an  a nnu a l  i n ve n to r y  o f  d i s t r i c t -o wne d  

p e r s on a l  p ro pe r t y  und e r  t he  d i r e c t i on  o f  t h e  s up e r i n t e nde n t .   In ve n t o r y  fo r ms  sh a l l  

b e  d e ve lo pe d  b y  t he  s up e r i n t e nd en t .   On e  c op y  o f  ea ch  i n ve n t o r y  t a ken  i n  an  

a t t en da nc e  c en t e r  sha l l  be  f i l e d  i n  t h a t  bu i ld i n g ,  an d  o ne  co py  s ha l l  be  f i l e d  i n  

t he  ce n t r a l  o f f i ce  w i th  t he  c l e r k .  

 

Approved :  Augus t  15 ,  2018  
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DJB  P et t y  Cas h  Acc ou nts  DJB  

 T h e  b oa r d  ma y  e s t a b l i s h  pe t t y  c as h  ac co un t s  b y  r e so l u t i on .   Al l  pe t t y  c ash  

f un ds  wi l l  be  a ud i t ed  a nn ua l l y  a t  t he  s a me  t i me  a s  t he  ge ne ra l  f un d  bu d ge t .   T he  

b oa rd  s ha l l  a l s o  r e ce i ve  mo n t h l y  r epo r t s  o f  t he  e xp e nd i tu r e s  f ro m a nd  

r e i mb ur s e men t s  t o  eac h  pe t t y  ca sh  a cco un t .  

 

Approved :  Augus t  15 ,  2018  



 
 
 

DJB   PETTY CASH ACCOUNTS  
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[RESOLUTION TO ESTABLISH PETTY CASH FUND] 

 

RESOLUTION 

 

 WHEREAS, the Board of Education of Unified School District No. ____, ________________ 

County, Kansas, has determined that the creation of a petty cash fund is an efficient method to pay 

expenses for school district purposes in emergencies. 

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

 NOW THEREFORE, BE IT RESOLVED, by the Board of Education of Unified School District 

No. ____, _______________ County, Kansas that a petty cash fund designated as the _____________ 

Building Petty Cash Fund is created for the purpose of receiving and expending funds for needed district 

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

 The fund shall be administered by ______________________.  The _________________ shall 

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

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

the end of each school year.  An itemized receipt shall be maintained for each expenditure.  Any person 

authorized to administer a petty cash fund shall be bonded by the school district. 

 Upon proper report to the board, the petty cash fund shall be replenished by payment from the 

appropriate fund of the school district. 

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

 Funds in the petty cash fund shall remain district funds but shall not be considered school money 

for purposes of K.S.A.  72-1136 and the provisions of K.S.A. 12-105b shall not apply. 

 ADOPTED by the Board of Education of Unified School District ____, _________________ 

County, Kansas, the _____ day of ____________, 20 ___. 

[NOTE:  A separate resolution must be adopted for each petty cash fund.] 

*   No t  t o  Ex cee d  $1 50 0 .0 0  
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DJ EB  Q ual i ty  Co ntr o l  DJ EB  

 T h e  b oa rd  r e s e r ves  t he  r i gh t  t o  e s t ab l i s h  t he  s pec i f i c a t i o ns  fo r  an d  qu a l i t y  

o f  go od s  o r  s e r v i c es  p u r cha se d  b y  t h e  d i s t r i c t .  

 S p ec i f i ca t i on s  

 I t  i s  t h e  r e sp ons ib i l i t y  o f  t he  o r i g ina to r  o f  a  pu r ch ase  r eq ue s t  t o  s e e  t ha t  

a l l  spe c i f i ca t i on s  r equ es t ed  a r e  co mp le t e .  

 S t a nd a rd i za t i on  

 W he ne ve r  p os s ib l e ,  s t an da r d  l i s t s  o f  sup p l i e s  a nd  eq u ip me n t  s ha l l  be  

d e ve lo pe d  i n  a l l  b udge t  a r e as .  

 Qu an t i t y  P urc ha s in g  

 Qu an t i t y  p u rc has in g  i s  e nc our a ged .  

 

Approved :  Augus t  15 ,  2018  
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DJ ED Bi ds  a nd  Q uot at i on s  Req ui reme nt s  DJ ED 

 A l l  p u r cha ses  r eq u i r i n g  c o mp e t i t i ve  b ids  s ha l l  be  ma de  i n  ac cor da nce  

w i t h  cu r r en t  s t a t u t e s .  

 T h e  pur ch as i n g  a gen t  sh a l l  de ve l op  a nd  ma in t a in  l i s t s  o f  p o t e n t i a l  

s up p l i e r s .   B id  l i s t s  s ha l l  be  us ed  t o  no t i fy  p o t en t i a l  b i dde r s .  

 An y  su pp l i e r  ma y  b e  i nc l ude d  in  t h e  l i s t  up o n  r eq ues t .   Al l  b i d  l i s t s  sh a l l  

b e  r e v i e we d  an nu a l l y  b y  t he  p u rc ha s in g  age n t .  

 A  co p y  o f  t h i s  p o l i c y  sh a l l  b e  g i ven  t o  a l l  b i dd e r s  u po n  r eq ue s t .  

 A l l  b i ds  an d  su pp or t i n g  d ocu me n t a t i on  sh a l l  be  r e t a in ed  i n  t h e  d i s t r i c t  

o f f i c e  wi t h  t h e  c l e r k  f o r  a  pe r io d  o f  t h r ee  ye a r s  a f t e r  b id s  ha ve  be en  o pe ne d .  

 B id  Sp ec i f i ca t i on s  

 A l l  b id  s pec i f i c a t i o ns  sha l l  be  wr i t t en  b y  t h e  d i s t r i c t ’ s  p u rc has i n g  a gen t  

a nd  s ha l l  i n c lu de  r eq u i r ed  c ha ra c t e r i s t i c s  a nd  q ua l i t y  s t a nd a r ds .  Sp ec i f i ca t i ons  

s ha l l  i nc l ud e ,  whe n  n ec es s a r y :   r e qu i r ed  p e r f o r ma nce ,  su re t y ,  b i d ,  a nd  s t a tu t o r y  

b o nd  i n f o r ma t i on ;  c omp l i a nce  w i th  p r e f e r e n t i a l  b id  l a w;  f i na nc i a l  s t a t e men t s ;  t he  

b oa rd ’ s  r i gh t  t o  r e j ec t  a n y  o r  a l l  b ids ;  co mp l i a nce  wi t h  a l l  f e de ra l ,  s t a t e ,  an d  l o ca l  

l a ws ,  o r d in anc es ,  a nd  r e gu l a t i o ns ;  t he  da t e ,  t i me ,  a nd  p l a ce  f o r  t he  ope n i n g  o f  

b ids ;  an d  o th e r  i t e ms  a s  t he  bo a r d  d i r e c t s .  

 T h e  b oa rd  sh a l l  a vo id  n e go t i a t i o n  o f  b id  sp ec i f i ca t i on s  a f t e r  b i ds  ha ve  

b ee n  ac cep t ed  an d  sha l l  co r r ec t  spe c i f i ca t i ons  i f  t he y  a r e  i na deq ua t e l y  wr i t t e n  an d  

r eq ues t  ne w  b id s .   I f  a n  e r ro r  i s  d i sc o ve red  i n  t he  b id  spe c i f i ca t i on s ,  a l l  b i ds  sha l l  

b e  r e tu r ne d  u no pe ned ,  an d  t h e  p ro j ec t  s ha l l  be  r e b id  us i ng  c o r r e c t e d  a nd / o r  

a me n de d  s pe c i f i ca t i on s .  
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DJ ED B i ds  a nd  Q uot at i on s  Req ui reme nt s  DJ ED- 2  

 P ro ce dur e  

 A l l  b i ds  mu s t  be  s ubmi t t ed  t o  t he  c l e r k  i n  s e a l e d  en ve l ope s  wi th  t he  n a me  

o f  t h e  b i dd e r  a nd  t he  da t e  o f  t he  b id  ope n i n g  p l a i n l y  ma r ked  in  t he  l ower  l e f t -

h an d  co r ne r  o f  t h e  e nve l ope .   A l l  b ids  s ha l l  be  o pe ne d  p ub l i c l y  on  t h e  s t a t e d  d a t e  

a nd  t i me .   Al l  b id de r s  a nd  o t he r  i n t e r e s t ed  p e r s on s  ma y  be  p r e s en t  whe n  t he  b i ds  

a r e  op en ed .  

 B id s  ma y  be  op en ed  b y  t he  p u rc ha s in g  a ge n t  o r  o t he r  pe r so n  de s i gna t ed  

b y  t he  b oa r d ,  a nd  s uch  o pe n in g  sh a l l  be  w i t nes se d  b y  on e  o th e r  d i s t r i c t  e mpl o yee .   

T h e  b i ds  s ha l l  t he n  be  a r r a n ged  i n  o r de r  f ro m l o w  to  h i gh  b e fo re  t he y  a r e  p r e se n t ed  

t o  t he  b oa r d  fo r  a c t i o n .  

 Re sp ons ib l e  Bi dde r  

 A l l  b i ds  s ha l l  b e  a wa rde d  to  t h e  l o wes t  r e sp on s ib l e  b i dde r .   T h e  boa rd  

r e ma i ns  t he  s o l e  j ud ge  o f  wh e th e r  a  b i dde r  i s  “ r e sp on s ib l e . ”   Cr i t e r i a  t ha t  ma y  be  

u se d  t o  j u d ge  whe t he r  t h e  b i dd e r  i s  r e s po ns i b l e  b y  wa y  o f  i l l u s t r a t i o n  a nd  no t  

l i mi t a t i on ,  a r e :   f i n an c i a l  s t a nd in g ,  r e pu t a t i on ,  e xp e r i e nce ,  p r io r  wor k i n g  

r e l a t i on sh i p  wi th  t h e  d i s t r i c t ,  r e so urc es ,  f a c i l i t i e s ,  j ud gme n t ,  an d  e f f i c i e nc y .  

 T h e  b oa rd  ma y  in ves t i ga t e  whe t he r  t h e  b id de r  i s  r e s po ns i b l e  b y  us i n g  

i n fo r ma t i on  a t  h an d  to  fo r m a n  i n t e l l i gen t  j ud gme n t ,  suc h  a s ,  b u t  no t  ne ces sa r i l y  

l i mi t ed  t o ,  t h e  d i s t r i c t ’ s  a r ch i t ec t ,  p r e vi ous  c l i e n t s  o f  t he  b id de r ,  t he i r  o wn  

i n ves t i ga t i on ,  o r  a n  o u t s ide  i n ves t i ga t i on  a gen c y .  
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DJ ED Bi ds  a nd  Q uot at i on s  Req ui reme nt s  DJ ED- 3  

 Wi t hd ra wa l  o f  Bi ds  

 An y  b i d  ma y  be  wi t hd ra wn  a nd /o r  c o r r e c t e d  p r i o r  t o  t h e  s c hedu le d  t i me  

f o r  op en i n g  o f  b i ds  an d  n o  l a t e r  t han  t wo  d a ys  a f t e r  t he  b i ds  ha ve  b ee n  ope ne d  i f  

a  n on - j u d gme nt a l  e r ro r  has  bee n  ma d e .    

 An y  b i d  r ece i ve d  a f t e r  t he  p ub l i c i zed  da t e  an d  t i me  sha l l  no t  b e  

c on s id e re d  b y  t he  b oa rd .  

 Re j ec t i on  o f  Bi ds  

 T h e  bo a rd  r e s e r ves  t h e  r i gh t  t o  r e j ec t  a n y  a nd  a l l  b i ds  a nd  t o  a s k  fo r  ne w 

b ids .   T h i s  r e se r va t i o n  sh a l l  be  sp ec i f i ed  i n  t he  p ub l i ca t i o n  o r  no t i f i c a t i on  o f  b id  

l e t t i n g .  

 T h e  bo a rd  r e se r ve s  t h e  r i gh t  t o  wa i ve  a ny  i n f o r ma l i t i e s  i n  o r  r e j ec t  a n y  

p a r t s  o f  a  b id .  

 M ul t i -S t a t e  P urc has in g  P oo l s  

 T h e  boa rd  ma y  pa r t i c i pa t e  i n  mu l t i - s t a t e  pu rc has i n g  p oo l s .  

 

Approved :  Augus t  15 ,  2018  
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DJ EF  Re q ui s i t i o ns  DJ EF  

 T h e  pu rch as i n g  a ge n t  s ha l l  de ve l op  a  r equ i s i t i on  f o r m t o  be  us e d  b y  s t a f f  

me mb e r s  r eq ue s t i n g  t h a t  ce r t a i n  go od s  be  p ur cha se d  f o r  t h e  d i s t r i c t .  

 A l l  r eq u i s i t i o ns  sha l l  b e  s ub mi t t e d  t o  t h e  pu r ch as i n g  age n t  b y  t he  

d es i gn a t e d  d ea d l in e .   A f t e r  a  pu r ch ase  o r de r  ha s  bee n  i s su ed ,  t he  nu mb er  o f  t he  

p u r cha se  o rd e r  sha l l  be  r ec o rd ed  on  t he  r e qu i s i t i o n ,  a nd  t h e  nu mb er  o f  t he  

r eq u i s i t i on  sh a l l  be  r e co r de d  o n  t he  p u rc ha se  o rd e r .   A f t e r  p r oce s s i n g ,  t h e  o r i g i na l  

c op y  o f  t he  r eq u i s i t i on  s ha l l  be  f i l ed  i n  t he  o f f i ce  o f  t he  pu rc has i n g  a ge n t  i n  

n u me r i ca l  s eq ue nce .  

 T h e  s ch oo l  o r  d i s t r i c t  en t i t y  s ha l l  no t  b e  us ed  t o  o rd e r  o r  p u rc ha se  s up p l i e s ,  

go o ds ,  o r  ware s  fo r  t h e  p e r s on a l  us e  o f  emp l o yee s .   Us e  o f  t he  “ sc ho o l  e n t i t y”  i n  

t h i s  ma n ner  wo u ld  i n c l ude ,  bu t  ma y  n o t  b e  l i mi t e d  t o ,  t he  u se  o f  t h e  s ch oo l  o r  

d i s t r i c t ’ s  na me ,  l e t t e r hea d ,  pu r ch ase  o r de r ,  f u nd ,  c r e d i t  ca r d ,  a nd /o r  c hec k .  

 

Approved :  Augus t  15 ,  2018  

 



DK   STUDENT ACTIVITY FUND MANAGEMENT 
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[RESOLUTION TO ESTABLISH ACTIVITY FUND] 

RESOLUTION 

 WHEREAS, the Board of Education of Unified School District No. ____, __________________ 

County, Kansas, has determined that the creation of an activity fund is an efficient method to pay expenses 

for student activities; and 

 WHEREAS, Kansas law authorizes the establishment of school activity funds; 

 NOW THEREFORE, BE IT RESOLVED, by the Board of Education of Unified School District 

No. ____, _________________ County, Kansas, that an activity fund designated as the _______________ 

fund is created for the purpose of receiving and expending funds for student activities, including athletics, 

music, forensics, dramatics and other board approved student extra-curricular activities. 

 The fund shall be administered by _____________________.  The ______________________ 

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

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

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

school district. 

 Funds in the activity fund shall remain district funds but shall not be considered school money for 

purposes of K.S.A.  72-1132 and the provisions of K.S.A. 12-105b shall not apply. 

 ADOPTED by the Board of Education of Unified School District ____, _____________________ 

County, Kansas, the ____ day of _________________, 20___. 

 

[NOTE:  A separate resolution must be adopted for each activity fund.] 
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D P  Co l l ec t io n  P r oc ed ure s   ( See  EE  a nd  J S)  D P  

 Un pa i d  Fe es  a nd  Ne ga t i ve  Ac co un t  Ba l ance s  

 Un pa i d  o r  o ve rd ue  acc ou n t s  d i s ru p t  ac co un t in g  p ra c t i c es  wi t h in  t he  d i s t r i c t .   

A l l  pe r so ns  wh o  owe  o ve r due  f ee s  o r  have  n e ga t i ve  a cco un t  b a l a nc es  wi t h  t h e  

d i s t r i c t  sha l l  b e  no t i f i e d  o f  t he  de l i n que ncy  u p  t o  t h r ee  t i me s  i n  no t  l e s s  t ha n  t en  

d a y  i n c re me n t s  b y  t he  s upe r in t en de n t  o r  su pe r in t en de n t ’ s  de s ign e e  v i a  l e t t e r  s en t  

b y  U . S .  F i r s t  C l a s s  M ai l  p r o vi d i n g  t ha t  t h e  i n d i v id ua l  o wes  t h e  d i s t r i c t  f ee s  o r  

t ha t  a  s pec i f i e d  a cco u n t  h as  i n s u f f i c i e n t  f u nds  o r  a  ne ga t i ve  ba l an ce  an d  the  

r ea s on  f o r  t he  f e es  o r  ac co un t  wi t hd r a wa l s .    

 I f ,  w i th in  t e n  da ys  a f t e r  t he  s ec on d  n o t i c e  was  ma i l e d ,  t he  d eb t  i s  no t  pa id  

i n  f u l l  o r  a r r an geme n t s  h a ve  n o t  bee n  ma d e  wi t h  t he  s up e r i n t e nde n t  o r  

s up e r i n t e nde n t ’ s  des i gn ee  t o  pa y  i t ,  a  t h i r d  a nd  f i na l  n o t i c e  sh a l l  be  s en t  t o  t h e  

d eb to r  b y  ma i l .    P o s t a ge  a nd  s t a t i o na r y  co s t s  ma y  be  a dde d  to  t h e  o r i g in a l  b i l l .  

 I f  f u l l  pa yme n t  i s  n o t  r e ce i ve d  b y  t he  c l e r k  wi th in  t en  da ys  a f t e r  ma i l i n g  

o f  t he  f i na l  no t i ce ,  a u th or i za t i on  f o r  t h e  en fo r ce me n t  o f  c o l l e c t i on  ma y  be  

o b t a ine d  t h ro u gh  th e  l oca l  s ma l l  c l a i ms  c ou r t  i n  co mp l i a nc e  w i th  K an sas  s t a t u t e s ,  

t he  su pe r in t en de n t  o r  su pe r in t en de n t ’ s  d es i gn ee  ma y  t u rn  t he  ma t t e r  o ve r  t o  l e ga l  

c ou ns e l  t o  co mme n c e  d eb t  co l l ec t i o n  p r oce ed i n gs  o n  b eha l f  o f  t he  d i s t r i c t ,  o r  t he  

ma t t e r  ma y  be  ha nd le d  t h r ou gh  t he  K an sas  Se t Of f  P ro gra m .  

 In s u f f i c i en t  Fu nd s  Ch ec ks  

 T h e  s up e r i n t e nde n t  o r  t h e  su pe r i n t e nd en t ’ s  d es i gn ee  i s  au t ho r i ze d  t o  r e t a in  

t he  s e r v i ce s  o f  a  ba d  c he c k  c o l l ec t i on  a gen c y  t o  c o l l e c t  f un ds  d ue  t o  t he  d i s t r i c t  

u p on  r e ce i p t  o f  i n s u f f i c i e n t  f u nds  c he c ks .  
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D P  Co l l ec t io n  P r oc ed ure s    D P -3  
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–  Sample  Form –  
 

Re t yp e  t o  s u i t  l oc a l  n ee ds ,  r e mo ve  f ro m p o l i c y  bo o k  a nd  f i l e  w i t h  t he  c l e r k  a nd  

p r in c ip a l s .   Fo r m c ou ld  a l so  b e  i nc l ud ed  i n  s t a f f  o r  s t u de n t  han d bo o ks .  

 

Report  to  Local  Law Enforcement  

USD ________  

P u r su an t  t o  K .S . A.  72 -6 1 4 3 ,  t he  a d min i s t r a to r  o r  o t he r  s c ho o l  e mpl o yee  wh ose  

s i gn a tu re  ap pe a r s  b e lo w  i s  r ep or t i n g  t h e  fo l l o wi n g  c r i mes .  

{ Br i e f l y  de sc r i be  e ach  i nc i de n t  an d  t he  p e r so n / s  i n vo l ve d  i n  f e l on i e s ,  mi s -

d e me an or s  a nd  wea po ns }  

Date  School /Locat ion  S tudent /s  or  Person / s  

Invo lved  

Br ief  Descr ip t ion  

 

 

1 .  

 

 

   

 

2 .  

 

 

   

 

3 .  

 

 

   

 

4 .  

 

 

   

 

5 .  

 

 

   

 

 

S c ho o l  D i s t r i c t s  a r e  r eq u i r e d  b y  F ede ra l  L a w a nd  K . S . A.   7 2 -6 3 11  t o  p r o t ec t  t he  

p r i vac y  r i gh t s  o f  s t ud en t s  un de r  t he  a ge  o f  18 .  

 

S i gne d :_ __ __ __ __ ___ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ __ _  

 Ad mi n i s t r a t o r  o r  o t he r  s ch oo l  e mp l o ye e .  

 

c c :  S u pe r i n t e nd en t  o f  Sch o o l s ,  US D __ __    S tu de n t / s  f i l e   



 
 

EBC    SAFETY AND SECURITY 
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–  Sample  Form –  

 

Re t ype  to  su i t  l oca l  needs ,  r emove f rom pol i cy  book and  f i l e  wi th  t he  c l erk  

and  pr incipa ls .   Form cou ld  a l so  be  inc luded in  s ta f f  or  s tuden t  handbooks .  

 

Report  to  Staff  Member USD ###  

 

Pu rsuant  to  K .S .A.  72 -6143 ,  admin is t ra t ive ,  pro fes s ional  or  

pa rap ro fess iona l  emplo yees  o f  a  s choo l  who  have  in format ion  tha t  a  pupi l  

has  engaged  in  th e  fo l lowing shal l  r epor t  t he  i n fo rmat ion  and  the  iden t i t y  

o f  t he  s tuden t  t o  t he  super in t enden t .   The  super in t endent  sha l l  i nves t iga t e  

t he  mat t e r  and  i f  i t  i s  de t e rmined  the  s tudent  has  been  invo lved  in  t he  

fo l lowing,  t he  super in t endent  sha l l  prov ide  in fo rm at ion ,  and  the  iden t i t y o f  

t he  pup i l  t o  a l l  emplo yees  who a re  involved  o r  l ike ly to  be  d i rec t l y  

i nvo lved ,  i n  t eaching  o r  p rov id ing  re la t ed  se rv i ces  t o  pup i l :  

 

1 .   An y s tudent  who  has  been  ex pel l ed  fo r  conduct  wh ich  endangers  the  

sa fe t y o f  o the rs ;  

2 .   An y s tudent  who  has  been  ex pel l ed  fo r  commiss ion  o f  f e lony t ype  

o f fenses ;  

3 .   An y s tudent  who  has  been  ex pel l ed  fo r  posses s ion  o f  a  weapon;  

4 .   An y s tudent  who  has  been  ad judged  to  be  a  juveni l e  of fender  and  

whose  o f fense ,  i f  commit t ed  b y an  adul t ,  wou ld  cons t i tu t e  a  f e lon y,  

ex cept  a  f e lon y the f t  o f fense  invo lv ing  no  d i rec t  t h rea t  to  human l i f e ;  

5 .   An y s tudent  who  has  been  t r i ed  and  conv ic t ed  as  an  adu l t  o f  an y 

fe lony,  ex cep t  t he f t  i nvo lv ing  no  d i rec t  t h reat  t o  human  l i fe .  

 

You  a re  not i f i ed  tha t  ______________ ____,  wi th in  the  pas t  365  days ,  has  

been  ex pel l ed ,  ad judged  o r  conv ic t ed  fo r  an  ac t iv i t y l i s t ed  above .  

 

School  Di s tr i c t  s taf f  are  required  by  both  Federal  Law  and  K.S .A.   72 -

6311  to  protect  the  r ight  of  pr ivacy  o f  any  s tudent  under  the  age  of  18  

and  the s tudent ' s  fami ly  regard ing persona l ly  ident i f iable  records ,  f i l es ,  

da ta  and inf ormat ion  d irect ly  re la ted  to  the  s tudent  and h i s /her  fami ly .   

I  acknowledge  th i s  responsib i l i ty  and  agree  that  I  w i l l  d i sc lose  the  above 

informat ion  on ly  to  o ther  USD ###  employee s  and of f i c ia l s .  V io la t ion  of  

these  privacy  r ights  cou ld  inc lude sanct ions  up  to  and inc lud ing  

terminat ion .  

 

S igned :________________________________________________________  

 Schoo l  employee  who  rece ives  t he  repor t  

 

Signed :__________________________________ ______________________  

 Admin is t ra to r  o r  s chool  emplo yee  mak ing  repor t



 
 

GAAE   BULLYING BY ADULTS 
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–  Sample  Form –  
 

Re t yp e  t o  s u i t  l oc a l  n ee ds ,  r e mo ve  f ro m p o l i c y  bo o k  a nd  f i l e  w i t h  t he  c l e r k  a nd  

p r in c ip a l s .   Fo r m c ou ld  a l so  b e  i nc l ud ed  i n  s t a f f  han db oo ks .  

 

Report  to  Local  Law Enforcement  

USD ___  

P u r su an t  t o  Kan sas  l a w ,  t h e  a d min i s t r a t o r  o r  o t he r  s c ho o l  e mp l o ye e  wh ose  

s i gn a tu re  ap pe a r s  b e lo w  i s  r ep or t i n g  t h e  fo l l o wi n g  c r i mes :  

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

on school property, or at a school activity. 

 

Date  School /Locat ion  Person /s  Invo lved  Br ief  Descr ip t ion  o f  

bul ly ing  incident / s .  

 

1 .  

 

 

   

 

2 .  

 

 

   

 

 

S c ho o l  D i s t r i c t s  a r e  r eq u i r e d  b y  F ede ra l  L a w a nd  K . S . A.   7 2 -6 3 11  t o  p r o t ec t  t he  

p r i vac y  r i gh t s  o f  s t ud en t s  un de r  t he  a ge  o f  18 .  

 

S i gne d :_ __ __ __ __ ___ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ __ _  

          Ad mi n i s t r a t o r  o r  o the r  s ch oo l  e mp l o yee  

 
c/o Superintendent, USD ___; c/employee’s file 
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GAAF  Eme rge nc y  S af e ty  In te rve nt i o ns  (S ee  GAO,  J RB,  J Q ,  an d  KN) GAAF  

 T h e  b oa r d  o f  ed uca t i on  i s  co mmi t t ed  t o  l i mi t i n g  t he  us e  o f  E me r ge nc y  

S a f e t y  In t e r ve n t i on  ( “E S I” ) ,  s uc h  a s  s ec l us i on  a nd  r e s t r a i n t ,  w i t h  a l l  s t u den t s .   

S ec lus i on  an d  r e s t r a in t  sh a l l  be  u se d  on l y  whe n  a  s t ude n t ' s  con d uc t  n ece s s i t a t e s  

t he  use  o f  an  e me r ge nc y  s a f e t y  i n t e r ven t i on  a s  de f i ne d  b e low .   T he  bo a rd  o f  

e du ca t i on  e nc our a ge s  a l l  e mp lo yee s  t o  u t i l i ze  o th e r  be ha v io ra l  ma n a ge me nt  t o o l s ,  

i nc l ud i n g  p r e ve n t i on  t e ch n iq ues ,  de -e sca l a t i on  t ec hn i que s ,  an d  po s i t i ve  

b eh a vi o ra l  i n t e r ve n t io n  s t r a t e g i e s .    

 T h i s  po l i c y  s ha l l  b e  ma d e  a va i l ab l e  on  t he  d i s t r i c t  webs i t e  w i th  l i n ks  t o  t he  

p o l i c y  a va i l ab l e  on  an y  in d i v i du a l  s c ho o l  p a ges .   In  a dd i t i o n ,  t h i s  p o l i c y  sha l l  be  

i nc l ude d  i n  a t  l ea s t  o ne  o f  t he  f o l l o wi n g:  e ac h  sc ho o l ’ s  co de  o f  co nd uc t ,  s ch oo l  

s a f e t y  p l a n ,  o r  s t uden t  h an db oo k .   No t i ce  o f  t he  o n l in e  a va i l ab i l i t y  o f  t h i s  po l i c y  

s ha l l  be  p r o vi de d  t o  p a re n t s  d u r i n g  e n ro l lme n t  ea ch  yea r .    

 De f in i t i on s  

 “ Ca mp us  p o l i ce  o f f i ce r ”  me an s  a  s ch oo l  s e cur i t y  o f f i ce r  des i gn a t e d  b y  t he  

b oa rd  o f  e du ca t i on  o f  a n y  s ch oo l  d i s t r i c t  pu r su an t  t o  K .S . A .  72 -6 1 4 6 ,  a nd  

a me n d me nt s  t h e re t o .  

 “ Che mic a l  Re s t r a i n t ”  me a ns  t he  u se  o f  me d ic a t i o n  t o  c on t r o l  a  s t ude n t ’ s  

v i o l en t  p h ys i c a l  be ha v i o r  o r  r e s t r i c t  a  s t u de n t ’ s  f r ee do m of  mo ve me n t .  

 “ E me r ge nc y  S a fe t y  In t e r ve n t i on”  i s  t h e  u se  o f  s ec l us i on  o r  p h ys i ca l  

r e s t r a in t ,  b u t  do es  no t  i nc l ud e  ph ys i ca l  e s co r t  o r  t he  u se  o f  t ime -o u t .  

 “ In c ide n t ”  me an s  ea ch  o cc ur r e nc e  o f  t h e  us e  o f  a n  e merge n c y  s a f e t y  

i n t e r ve n t io n .   
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GAAF  Eme rge nc y  S af e ty  In te rve nt i o ns  GAAF -2  

 “ La w e nf o rc e men t  o f f i ce r ”  a nd  “ po l i ce  o f f i c e r ”  me an  a  fu l l - t i me  o r  pa r t -

t i me  sa l a r i e d  o f f i ce r  o r  e mpl o yee  o f  t he  s t a t e ,  a  c ou n t y ,  o r  a  c i t y ,  who se  d u t i e s  

i nc l ude  t he  p r e ven t io n  o r  d e t e c t i o n  o f  c r i me  a nd  t he  en fo r ceme n t  o f  c r i mi na l  o r  

t r a f f i c  l a w o f  t h i s  s t a t e  o r  a n y  K ans as  mu n i c ipa l i t y .  T h i s  t e rm i nc l ud es  a  ca mp us  

p o l i ce  o f f i ce r .  

 “ Le g i t i ma te  l a w e nfo rce me n t  p u rp os e”  me a n s  a  go a l  wi t h in  t h e  l a wfu l  

a u t hor i t y  o f  an  o f f i ce r  t h a t  i s  t o  be  ac h i e ved  t h ro u gh  me th ods  o r  co nd uc t  c on do ned  

b y  t h e  o f f i ce r ’ s  ap po i n t i n g  au th or i t y .  

 “ Mec ha n ica l  Res t r a in t ”  me a ns  an y  de v i ce  o r  ob j ec t  u se d  t o  l i mi t  a  s t u de n t ’ s  

mo ve me n t .  

 “ Pa ren t ”  mea ns :  ( 1 )  a  na t u ra l  pa r en t ;  ( 2 )  a n  ad op t i ve  pa r en t ;  ( 3 )  a  p e r s on  

a c t i n g  a s  a  pa r en t  a s  de f ine d  i n  K . S . A .  72 -3 1 2 2(d ) (2 ) ,  an d  ame n d me nt s  t he re to ;  

( 4 )  a  l e ga l  gu a rd i a n ;  (5 )  a n  ed uca t io n  ad vo ca t e  f o r  a  s t u de n t  wi th  an  

e xc ep t i on a l i t y ;  ( 6 )  a  f os t e r  pa r en t ,  u n l e s s  t h e  s tu de n t  i s  a  ch i l d  wi th  an  

e xc ep t i on a l i t y ;  o r  ( 7 )  a  s t ud en t  who  ha s  r eac he d  t he  a ge  o f  ma j o r i t y  o r  i s  an  

e ma n c ip a t e d  mi nor .  

 “ P h ys i ca l  Esc or t ”  me a ns  t he  t e mp or a r y  t ou ch in g  o r  h o ld in g  t he  h an d ,  w r i s t ,  

a r m,  sh ou l de r ,  o r  back  o f  a  s t u de n t  wh o  i s  ac t i n g  ou t  f o r  t he  pu rp ose  o f  i n du c in g  

t he  s t ude n t  t o  wa l k  t o  a  s a f e  l oca t i on .  

 “ P h ys i ca l  Res t r a in t ”  me an s  b od i l y  f o r ce  us ed  t o  s ub s t a n t i a l l y  l i mi t  a  

s t ud en t ’ s  mo ve me n t ,  ex cep t  t ha t  co nse nsu a l ,  s o l i c i t e d ,  o r  u n in t e n t io na l  co n t a c t  

a nd  co n tac t  t o  p ro v id e  c o mfor t ,  a s s i s t a nce ,  o r  i n s t ru c t i o n  s ha l l  no t  be  d ee me d  to  

b e  ph ys i ca l  r e s t r a in t .  
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 “ Sc ho o l  r e so urc e  o f f i c e r ”  me ans  a  l a w enfo rce me n t  o f f i c e r  o r  po l i ce  o f f i ce r  

e mp lo ye d  b y  a  l o ca l  l a w  e n fo rce me n t  a genc y  who  i s  a s s i gne d  to  a  d i s t r i c t  t h ro u gh  

a n  a gr ee me n t  b e t ween  t he  l o ca l  l a w  e nfo rc e me n t  a ge nc y  an d  th e  d i s t r i c t .  

 “ Sc ho o l  s e cur i t y  o f f i c e r ”  me an s  a  pe r son  who  i s  e mp lo ye d  b y  a  b oa r d  o f  

e du ca t i on  o f  a n y  s cho o l  d i s t r i c t  f o r  t he  pu rp ose  o f  a i d in g  a nd  s up p le me n t i n g  s t a t e  

a nd  l oca l  l a w enf o rce me n t  a ge nc i e s  i n  wh ic h  t he  sc ho o l  d i s t r i c t  i s  l oc a t e d ,  b u t  i s  

n o t  a  l a w  en fo r ce men t  o f f i ce r  o r  po l i ce  o f f i ce r .  

 “ Se c lu s io n”  mea ns  p l a ce me n t  o f  a  s t ud en t  i n  a  l oc a t i o n  wher e  a l l  o f  t h e  

f o l l o wi n g  co nd i t i o ns  a r e  me t :  ( 1 )  t h e  s tu de n t  i s  p l ac ed  i n  an  en c lo sed  a r ea  b y  

s ch oo l  pe r so nn e l ;  ( 2 )  t he  s t ud en t  i s  pu r po se f u l l y  i s o l a t ed  f r om a d u l t s  an d  pee r s ;  

a nd  (3 )  t h e  s t ud en t  i s  p r e ve n te d  f r o m l eav i n g ,  o r  r eas on ab l y  b e l i e ve s  t h a t  he  o r  

s he  wi l l  b e  p r e ve n ted  f r o m l ea v i n g  t h e  en c l ose d  a r e a .    

 “T i me -o u t”  mea ns  a  b eh a vi o ra l  i n t e r ve n t i on  i n  wh i ch  a  s t u de n t  i s  

t e mp o ra r i l y  r e mo ve d  f ro m a  l e a r n in g  ac t i v i t y  wi t ho u t  be i n g  s ec l u ded .  

 P ro h ib i t e d  T ype s  o f  Re s t r a i n t  

 A l l  s t a f f  me mb e r s  a r e  p r oh i b i t ed  f r o m en ga g i n g  i n  t h e  fo l l owi n g  a c t i ons  

w i t h  a l l  s t u de n t s :  

  Usi n g  f a ce -d o wn (p ro ne )  ph ys i c a l  r e s t r a in t ;  

  Usi n g  f a ce -u p  ( su p ine )  ph ys i c a l  r e s t r a i n t ;  

  Usi n g  p h ys i c a l  r e s t r a i n t  t ha t  obs t ru c t s  t h e  s t ude n t ’ s  a i r wa y ;  

  Usi n g  p h ys i ca l  r e s t r a i n t  t ha t  i mp ac t s  a  s t u de n t ’ s  p r i ma r y  mo d e  o f  

c o mmu n ic a t i o n ;  
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  Usi n g  ch e mic a l  r e s t r a in t ,  exc ep t  a s  p r e sc r ibe d  t r ea t me n t s  f o r  a  

s t ud en t ’ s  me d i ca l  o r  p s yc h i a t r i c  co nd i t i on  b y  a  pe r so n  ap prop r i a t e l y  

l i cen se d  t o  i s s ue  s uch  t r ea t me n t s ;  an d  

  Us e  o f  me c han ica l  r e s t r a i n t ,  e xc ep t :  

o  P ro t ec t i ve  o r  s t a b i l i z in g  d e vi ces  r e qu i r e d  b y  l a w o r  u se d  i n  

a cc ord anc e  wi th  a n  o r de r  f r o m a  pe r so n  ap pr opr i a t e l y  l i c en sed  t o  

i s su e  t he  o rde r  f o r  t he  d e vi ce ;  

o  An y de v i c e  use d  b y  a  c e r t i f i ed  l a w  en fo rc e me n t  o f f i ce r  t o  ca r r y  

o u t  l a w  e nfo r ce me n t  d u t i e s ;  o r  

o  S ea tbe l t s  an d  o t he r  s a f e t y  eq u ip me n t  wh en  use d  t o  s e cu re  s t ude n t s  

d u r i n g  t r ans po r t a t i on .  

 Us e  o f  E me r ge nc y  Sa f e t y  In t e r ve n t io ns  

 E S I  s ha l l  be  u se d  on ly  wh en  a  s t u den t  p r e s en t s  a  r ea so nab le  a nd  i mme d i a t e  

d an ge r  o f  ph ys i c a l  h a r m t o  s uch  s tu de n t  o r  o the r s  wi t h  t h e  p r e sen t  ab i l i t y  t o  e f f ec t  

s uc h  ph ys i ca l  h a r m.   L es s  r e s t r i c t i ve  a l t e rn a t i ves  t o  E S I ,  s uc h  a s  p os i t i ve  be ha vio r  

i n t e r ve n t io ns  s up por t ,  sha l l  be  d ee me d  i nap pr opr i a t e  o r   

i ne f f ec t i ve  u nd e r  t he  c i r c u ms ta nc es  b y  t h e  sc ho o l  e mpl o ye e  wi tne s s i n g  t he  

s t ud en t ’ s  b eh a vi o r  p r i o r  t o  t he  use  o f  a n y  E S I .   T he  us e  o f  E S I  s ha l l  cea se  a s  s oon  

a s  t he  i mme d ia t e  dange r  o f  p h ys i ca l  ha r m ce ase s  t o  ex i s t .   V io l e n t  a c t i on  t h a t  i s  

d es t ruc t i ve  o f  p ro pe r t y  ma y  ne ces s i t a t e  t he  us e  o f  a n  E S I .   Us e  o f  a n  E S I  f o r  

p u r po ses  o f  d i s c ip l i ne ,  pu n i s h men t ,  o r  f o r  t he  co n ve n ie nc e  o f  a  s c ho o l  e mp lo yee  

s ha l l  no t  mee t  t he  s t a nd a rd  o f  i mme d i a t e  d an ge r  o f  ph ys i ca l  ha r m.  
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 E S I  Re s t r i c t i o ns  

 A  s t u den t  sh a l l  no t  b e  s ub j ec t ed  t o  ES I  i f  t he  s t ude n t  i s  known  to  ha ve  a  

me d ic a l  c on d i t i on  t ha t  c ou l d  pu t  t he  s t ud en t  i n  men ta l  o r  phys i c a l  dan ge r  a s  a  

r e su l t  o f  E S I .   T h e  e x i s t en ce  o f  su ch  me d ic a l  co nd i t i o n  mu s t  be  i n d i c a t e d  i n  a  

wr i t t en  s t a t e men t  f ro m t he  s tu de n t ’ s  l i ce ns ed  h ea l t h  ca r e  p ro v i de r ,  a  c op y  o f  

wh ich  h as  b een  p ro v id ed  t o  t he  sc ho o l  a nd  p l ac ed  i n  t he  s t ud en t ’ s  f i l e .   

 S u ch  wr i t t e n  s t a t e me n t  sha l l  i nc l ude  an  e xp l ana t io n  o f  t he  s t ude n t ’ s  

d i a gn os i s ,  a  l i s t  o f  an y  r ea so ns  wh y  E S I  wo u l d  pu t  t h e  s tu de n t  i n  me n ta l  o r   

p h ys i c a l  d an ge r ,  a nd  an y  s u gg es t ed  a l t e rna t i ves  t o  E S I .  No t wi th s t a nd i n g  t he  

p ro v i s i on s  o f  t h i s  s ub se c t i o n ,  a  s t u den t  ma y  be  s ub j ec t ed  t o  E SI ,  i f  no t  s ub j ec t i ng  

t he  s t ud en t  t o  E S I  wo u l d  r e s u l t  i n  s i gn i f i ca n t  p h ys i ca l  ha rm t o  t he  s t ud en t  o r  

o th e r s .  

 Us e  o f  Se c lu s io n  

 W he n  a  s t ud en t  i s  p l a ce d  i n  s ec l us i on ,  a  s ch oo l  e mpl o yee  s ha l l  be  ab l e  t o  

s ee  an d  he a r  t h e  s tu de n t  a t  a l l  t i me s .  

 A l l  s ec lus io n  ro o ms  eq u ip pe d  wi th  a  l oc k i n g  do or  sha l l  b e  des i gned  to  

e ns u re  t ha t  t he  l o c k  a u t o mat i c a l l y  d i s en ga ge s  whe n  t he  s ch oo l  e mp lo yee  v i e wi n g 

t he  s t ud en t  wa l ks  a wa y  f r o m th e  se c lu s ion  ro o m,  o r  i n  cas e  o f  e me r gen c y ,  su ch  a s  

f i r e  o r  s e ve re  wea t he r .  

 A  se c lu s io n  ro o m sh a l l  b e  a  s a f e  p l a ce  wi t h  p r op or t i ona l  a nd  s i mi l a r  

c ha r ac t e r i s t i c s  a s  o th e r  r oo ms  whe re  s tud en t s  f r eq ue n t .   S uch  ro o m s ha l l  be  f r ee  

o f  an y  co nd i t i o n  t ha t  co u ld  b e  a  da n ge r  t o  t h e  s tu de n t ,  we l l -ve n t i l a t e d ,  a nd  

s u f f i c i e n t l y  l i gh t ed .  
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 T ra i n in g  

 A l l  s t a f f  me mb e r s  s ha l l  be  t r a i ne d  r e ga r d in g  t he  u se  o f  p os i t i ve  be ha v io ra l  

i n t e r ve n t io n  s t r a t e gi e s ,  de -e s ca l a t i o n  t ec hn iq ues ,  a nd  p re ve n t i on  t ec hn i qu es .   

S u ch  t r a i n in g  s ha l l  be  co ns i s t e n t  wi t h  na t i on a l l y  r ec o gn i zed  t r a i n i n g  p r o gr a ms  on  

E S I .   T he  i n t e ns i t y  o f  t h e  t r a i n in g  p r o vi de d  wi l l  de pe nd  upo n  t he  e mp lo yee ’ s  

p os i t i o n .   Ad mi n i s t r a t o r s ,  l i c en sed  s t a f f  me mb e r s ,  a nd  o the r  s t a f f  d ee me d  mos t  

l i ke l y  t o  n eed  t o  r e s t r a in  a  s t u den t  wi l l  b e  p r o vi de d  mo re  i n t e ns e  t r a i n in g  t h an  

s t a f f  who  d o  n o t  wo r k  d i r ec t l y  wi t h  s tu de n t s  i n  t h e  c l a s s ro o m.   Di s t r i c t  a nd  

b u i l d in g  a d min i s t r a t i o n  s ha l l  ma ke  t he  de t e r min a t io n  o f  t he  i n t e ns i t y  o f  t r a i n in g  

r eq u i r e d  b y  e ach  pos i t i on .  

 E ac h  s ch oo l  bu i ld i ng  sh a l l  ma in t a in  wr i t t en  o r  e l ec t ro n i c  do cu me nt a t i on  

r e ga rd i n g  t h e  t r a in i ng  t h a t  was  p ro v i ded  a nd  a  l i s t  o f  pa r t i c i pa n t s ,  wh ic h  s ha l l  be  

ma d e  a va i l ab l e  f o r  i n s pe c t i o n  b y  t he  s t a t e  b oa r d  o f  ed uc a t io n  u p o n  r e qu es t .  

 No t i f i c a t i o n  an d  Docu me nt a t i on  

 T h e  p r i nc i pa l  o r  des i gn ee  s ha l l  no t i f y  t he  p a re n t  t he  s a me  d a y  a s  an  

i nc i den t .   T he  s a me -d a y  n o t i f i c a t i o n  r eq u i r e me n t  o f  t h i s  su bs ec t i on  s ha l l  be  

d ee me d  sa t i s f i e d  i f  t he  s c ho o l  a t t e mp t s  a t  l e a s t  t wo  me t ho ds  o f  co n t a c t i n g  t he  

p a re n t .  A  pa ren t  ma y  de s i gna t e  a  p r e f e r r ed  me t ho d  o f  c on t ac t  t o  r ece i ve  t h e  sa me -

d a y  n o t i f i ca t i on .  A l so ,  a  pa ren t  ma y  a g ree ,  i n  wr i t i n g ,  t o  r ec e i ve  o n l y  o ne  sa me -

d a y  no t i f i ca t i o n  f ro m th e  sc ho o l  fo r  mu l t i p l e  i n c id en t s  oc cur r in g  o n  t h e  sa me  da y .    

 Do cu me nt a t i o n  o f  t he  E S I  u sed  sh a l l  b e  c o mpl e t e d  a nd  p rov i d ed  t o  t he  

s t ud en t ’ s  pa re n t s  n o  l a t e r  t ha n  t h e  s ch oo l  d a y  fo l l o win g  t he  da y  o f  t h e  i n c id en t .   

S u ch  wr i t t en  do cu me nta t i o n  s ha l l  i nc l ud e :  ( A)  T h e  e ve n t s  l ead in g  u p  t o  t he  

i nc i den t ;  (B )  s t u den t  be ha v io r s  t h a t  ne ces s i t a t e d  t h e  ES I ;  (C )  s t e ps  t a ke n  t o  
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t r an s i t i o n  t he  s t ud en t  bac k  i n to  t he  e du ca t i on a l  s e t t i n g ;  ( D)  t he  da t e  an d  t i me  the  

i nc i den t  occ ur r ed ,  t he  t ype  o f  ES I  u se d ,  t h e  du ra t i on  o f  t h e  ES I ,  a nd  t h e  sch oo l  

p e r s on ne l  wh o  us ed  o r  su pe r v i s ed  t h e  E SI ;  ( E)  sp ace  o r  an  ad d i t i on a l  f o r m fo r  

p a re n t s  t o  p r o v ide  f ee db ac k  o r  c o mme n t s  t o  t he  s c ho o l  r e ga rd in g  t he  i n c id en t ;  ( F )  

a  s t a t e me n t  t ha t  i n v i t e s  a nd  s t r on g l y  e nc ou ra ges  pa re n t s  t o  s c he du le  a  me e t in g  t o  

d i sc us s  t h e  i n c id en t  a nd  ho w t o  p r e ven t  fu tu r e  i n c id en t s ;  a nd  (G)  e ma i l  a nd  ph on e  

i n fo r ma t i on  fo r  t he  p a re n t  t o  c on t ac t  t he  s c ho o l  t o  s che du le  t h e  E S I  me e t i n g .  

S c ho o l s  ma y  g ro up  in c id en t s  t o ge t he r  whe n  d oc u me nt i n g  t he  i t e ms  in  

s ub pa r a gr ap hs  (A) ,  (B )  an d  ( C)  i f  t h e  t r i gge r in g  i s su e  n ece s s i t a t i n g  t he  E S Is  i s  

t he  s a me .  

 T h e  pa r en t  s ha l l  b e  p ro v id ed  t h e  fo l l o win g  in f o r ma t io n  a f t e r  t h e  f i r s t  a nd  

e ac h  s ubs eq ue n t  i nc id en t  d u r i n g  eac h  s cho o l  ye a r :  ( 1 )  a  c op y  o f  t h i s  po l i c y  whic h  

i nd i ca t e s  whe n  ES I  c a n  b e  us ed ;  ( 2 )  a  f l ye r  on  t he  p a re n t ’ s  r i gh t s ;  ( 3 )  i n f o r ma t ion  

o n  t he  pa ren t ’ s  r i gh t  t o  f i l e  a  c o mpl a in t  t h r ou gh  the  l o ca l  d i sp u t e  r e so l u t i on  

p ro ces s  ( wh i ch  i s  s e t  f o r th  i n  t h i s  p o l i c y)  a nd  t he  c o mp la i n t  p r oce s s  o f  t h e  s t a t e  

b oa rd  o f  ed uc a t io n ;  a nd  ( 4 )  i n fo r ma t i on  t ha t  wi l l  a s s i s t  t h e  pa ren t  i n  n a vi ga t i n g  

t he  co mp la i n t  p ro ces s ,  i nc l ud i n g  c on t ac t  i n fo r ma t i on  fo r  F a mi l i e s  T o ge the r  a nd  

t he  D i sa b i l i t y  Ri gh t s  Cen t e r  o f  Kan sas .   Up on  t he  f i r s t  o cc ur r e nc e  o f  an  i n c id en t  

o f  E S I ,  t he  f o r e go ing  i n f o r ma t i on  sha l l  be  p ro v id ed  i n  p r i n t e d  fo r m o r ,  u po n  t he  

p a re n t ’ s  wr i t t en  r eq ue s t ,  b y  e ma i l .  Upo n  th e  o cc ur r e nc e  o f  a  s ec on d  o r  s ubs eq uen t  

i nc i den t ,  t he  p a re n t  s ha l l  be  p ro v id ed  w i t h  a  fu l l  an d  d i r ec t  webs i t e  a ddr es s  

c on t a in in g  suc h  i n f o r ma t io n .  
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 L a w E nfo rce me n t ,  Sch o o l  Re so urc e ,  a nd  Ca mp u s  Se cur i t y  Of f i ce r s  

 Ca mp us  p o l i c e  o f f i ce r s  an d  sc h oo l  r e s our ce  o f f i ce r s  s ha l l  be  e xe mp t  f r o m 

t he  r e qu i r e me n t s  o f  t h i s  p o l i c y  when  e n gage d  i n  a n  ac t i v i t y  t ha t  has  a  l e g i t i ma te  

l a w  e nf o rc e men t  pu rp os e .   Sch oo l  s ec ur i t y  o f f i ce r s  sh a l l  n o t  be  e xe mp t  f r o m the  

r eq u i r e me n t s  o f  t h i s  p o l i c y .  

 I f  a  s c ho o l  i s  a war e  t h a t  a  l a w  en fo r ce me n t  o f f i c e r  o r  s c ho o l  r e so ur ce  o f f i ce r  

h as  us ed  s ec l us i on ,  p h ys i c a l  r e s t r a in t ,  o r  me c han ica l  r e s t r a in t  o n  a  s t u de n t ,  t he  

s ch oo l  s ha l l  n o t i f y  t h e  pa r en t  t h e  s a me  da y  us i n g  t h e  pa re n t ’ s  p r e f e r r e d  me t ho d  

o f  c on t ac t .  A  sc ho o l  s ha l l  n o t  be  r e qu i r ed  t o  p r o vi de  wr i t t e n  do cu me nt a t i o n  t o  a  

p a re n t ,  a s  s e t  f o r t h  ab o ve ,  r e ga r d in g  l a w  e nf o rce me n t  us e  o f  an  e mer ge nc y  sa f e t y  

i n t e r ve n t io n ,  o r  r e por t  t o  t he  s t a t e  de p a r tme n t  o f  e du ca t i on  any  l a w enf o rc e me n t  

u se  o f  an  e mer genc y  s a f e t y  i n t e r ve n t io n .  F or  pu r po ses  o f  t h i s  su bs ec t i on ,  

me c h an i ca l  r e s t r a i n t  i nc l ude s ,  bu t  i s  n o t  l i mi t ed  t o ,  t h e  use  o f  h an dc uf f s .  

 Do cu me nt a t i o n  o f  E SI  In c id en t s  

 E x cep t  a s  sp ec i f i ed  ab o ve  wi t h  r e ga r d  t o  l a w enf o r ce me n t  o r  s ch o o l  r e so urce  

o f f i c e r  us e  o f  e me rge n c y  sa f e t y  i n t e r ve n t i ons ,  ea ch  bu i ld in g  sh a l l  ma in t a in  

d oc u me nta t i on  an y  t i me  E S I  i s  u s ed  wi th  a  s t u de n t .   S uc h  do cu me nt a t i o n  mu s t  

i nc l ude  a l l  o f  t h e  f o l l o win g :  

  Dat e  an d  t i me  o f  t h e  E S I ,  

  T ype  o f  ES I ,  

  L e n gt h  o f  t i me  th e  ES I  wa s  us ed ,   

  S c ho o l  pe r so nn e l  who  pa r t i c ip a t e d  i n  o r  su pe r vi sed  t he  E S I ,  

  W het he r  t h e  s tu de n t  h ad  a n  i nd i v i dua l i zed  e du ca t i on  p ro gra m a t  t he  t i me  

o f  t he  i nc i den t ,   
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  W het he r  t he  s t ud en t  h ad  a  s e c t i o n  5 04  p l a n  a t  t he  t i me  o f  t he  i nc i den t ,  

a nd  whe t he r  t h e  s t ude n t  had  a  beh a vi o r  i n t e r ve n t io n  p l an  a t  t h e  t i me  o f  

t he  i n c id en t .  

 A l l  s uc h  do cu me nt a t i on  s ha l l  be  p r o v ided  t o  t h e  bu i ld i n g  p r i nc i pa l ,  who  

s ha l l  b e  r e sp on s ib l e  fo r  p ro v id i n g  cop ie s  o f  su ch  d oc ume n ta t i o n  t o  t h e  

s up e r i n t e nde n t  o r  t he  s upe r in t en de n t ’ s  de s i gne e  o n  a t  l ea s t  a  b i a nn ua l  b as i s .   At  

l e a s t  o nc e  pe r  s c ho o l  ye a r ,  e ac h  bu i l d i n g  p r i nc i pa l  o r  des i gn ee  s ha l l  r e v i e w  the  

d oc u me nta t i on  o f  E SI  i n c id en t s  wi t h  ap pr opr i a t e  s t a f f  me mb er s  t o  co ns i de r  t he  

a pp ro pr i a t en es s  o f  t he  u se  o f  ES I  i n  t ho se  i n s t a nce s .  

 Re por t i n g  Da ta  

 D i s t r i c t  ad mi n i s t r a t i o n  s ha l l  r e por t  E S I  d a t a  t o  t he  s t a t e  de pa r t men t  o f  

e du ca t i on  a s  r eq u i r ed .  

 P a r en t  R i gh t  t o  Me e t i n g  o n  E S I  Use  

 Af t e r  eac h  i nc i de n t ,  a  pa r en t  ma y  r eq ues t  a  me e t in g  wi t h  t h e  sc ho o l  t o  

d i sc us s  an d  d ebr i e f  t h e  i nc i den t .  A  pa re n t  ma y  r e qu es t  suc h  me e t in g  ve r ba l l y ,  i n  

wr i t i n g ,  o r  b y  e l e c t ro n i c  mea ns .  A  s ch oo l  sh a l l  ho l d  a  me e t i ng  r e qu es t e d  un de r  

t h i s  s ub sec t i o n  wi th in  10  s ch oo l  da ys  o f  t he  p a re n t ’ s  r eq ues t .  T he  f oc us  o f  an y  

s uc h  mee t in g  s ha l l  be  t o  d i sc uss  p r oac t i ve  wa ys  t o  p r e ven t  t h e  ne ed  f o r  e mer ge nc y 

s a f e t y  i n t e r ven t i on s  a nd  t o  r ed uce  i nc i den t s  i n  t h e  fu t u re .  

 F o r  a  s t ude n t  wi t h  an  IE P  o r  a  Se c t i o n  5 04  p l an ,  s uc h  s t ude n t ’ s  IE P  t ea m o r  

S ec t i o n  50 4  p l a n  t eam s h a l l  d i s cu ss  t h e  i n c i den t  a nd  c on s id e r  t he  ne ed  t o  c on d uc t  

a  f un c t io na l  beh a vio ra l  a s se s s me n t ,  deve l op  a  b eh a vi o r  i n t e r ven t i on  p l a n ,  o r  

a me n d  t he  b eh a vi o r  i n t e r ve n t io n  p l a n  i f  a l r ead y  in  e x i s t enc e .  
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 F o r  a  s t ud en t  wi th  a  s ec t i on  50 4  p l a n ,  such  s t ude n t ’ s  s e c t i on  50 4  p l a n  t e a m 

s ha l l  d i s cu ss  an d  co ns i de r  t h e  n eed  fo r  a  s pec i a l  e du ca t i on  e va lu a t i on .   Fo r  

s t ud en t s  wh o  h a ve  an  i nd i v id ua l i ze d  e duc a t i on  p ro gr a m an d  a r e  p l ac ed  i n  a  p r i va t e  

s ch oo l  b y  a  pa r en t ,  a  me e t i n g  ca l l ed  un de r  t h i s  su bs ec t i on  sh a l l  i nc l ud e  t he  pa r en t  

a nd  t h e  p r i va t e  s c hoo l ,  who  s ha l l  co ns i de r  wh e th e r  t he  pa r en t  sh ou l d  r eq ue s t  a n  

i nd i v id ua l i ze d  ed uca t io n  p ro gra m t e a m me e t i n g .  I f  t he  pa ren t  r eq ues t s  an  

i nd i v id ua l i ze d  e duc a t i on  p ro gra m t ea m me e t in g ,  t he  p r i va t e  s ch oo l  s ha l l  he lp  

f ac i l i t a t e  s uc h  me e t in g .  

 F o r  a  s t u den t  wi th ou t  an  IE P  o r  Sec t i o n  5 0 4  p l an ,  t he  s ch oo l  s t a f f  an d  t he  

p a re n t  sha l l  d i s c uss  t h e  i nc i de n t  a nd  co ns id e r  t he  ap pro pr i a t e nes s  o f  a  r e f e r r a l  f o r  

a  s pec i a l  e duc a t i on  e va l ua t i on ,  t h e  nee d  f o r  a  fu nc t i on a l  be ha v i o ra l  a s se s s men t ,  

o r  t h e  ne ed  f o r  a  be ha v i o r  i n t e r ven t io n  p l a n .   An y  s uc h  mee t ing  s h a l l  i n c lu de  t he  

s t ud en t ’ s  p a re n t ,  a  s ch o o l  ad mi n i s t r a t o r  fo r  t he  s ch oo l  t he  s t ude n t  a t t en ds ,  o ne  o f  

t he  s t ud en t ’ s  t ea ch e r s ,  a  s ch oo l  e mp lo ye e  i n vo l v e d  i n  t he  i nc id en t ,  a nd  a n y  o the r  

s ch oo l  e mpl o yee s  d es i gn a t e d  b y  t he  sch oo l  a d min i s t r a to r  a s  ap pr opr i a t e  fo r  such  

me e t in g .  

 T h e  s tu de n t  wh o  i s  t h e  s ub j ec t  o f  su ch  me e t in gs  sha l l  be  i n v i t e d  t o  a t t e nd  

t he  me e t i n g  a t  t he  d i s c r e t i o n  o f  t he  p a re n t .   T he  t i me  fo r  c a l l i n g  su ch  a  mee t i n g  

ma y  b e  e x t e nd ed  be yo n d  t he  1 0 -d a y  l i mi t  i f  t he  pa ren t  o f  t he  s t ud en t  i s  u na b l e  t o  

a t t en d  wi t h in  t ha t  t ime  p e r i od .   No t h i n g  i n  t h i s  s e c t i o n  s ha l l  be  c on s t ru ed  t o  

p ro h ib i t  t he  de ve l opme n t  an d  i mp le me n t a t i on  o f  a  fu nc t io na l  be ha v io r  a s se s s me n t  

o r  a  b eh a vi o r  i n t e r ven t io n  p l an  f o r  a n y  s tu de n t  i f  suc h  s t ud en t  wo u ld  be ne f i t  f r o m 

s uc h  me as ure s .  
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 L o ca l  D i sp u t e  Re so lu t i o n  Pr oce s s  

 I f  a  p a re n t  be l i e ves  t h a t  an  e me r gen c y  sa f e t y  i n t e r ven t io n  has  b ee n  us ed  on  

t he  pa r en t ’ s  c h i l d  i n  v i o l a t i o n  o f  s t a t e  l aw  o r  boa rd  po l i c y ,  t he  pa re n t  ma y  f i l e  a  

c o mpl a in t  a s  sp ec i f i ed  be l ow .  

 T h e  bo a rd  o f  e duc a t i on  e nc our a ges  p a ren t s  t o  a t t e mp t  t o  r e s o l ve  i s s ues  

r e l a t i n g  t o  t he  us e  o f  E S I  i n f o r ma l l y  w i t h  t he  b u i l d in g  p r i nc i pa l  a nd / o r  t he  

s up e r i n t e nde n t  b e fo re  f i l i n g  a  fo r ma l  c o mp la i n t  w i th  t he  b oa r d .   On ce  a n  i n f o r ma l  

c o mpl a in t  i s  r ece i ve d ,  t h e  ad mi n i s t r a t o r  han d l i n g  suc h  c o mpl a in t  s ha l l  i n ves t i ga t e  

s uc h  ma t t e r ,  a s  d eeme d  a pp ro pr i a t e  b y  t h e  a d mi n i s t r a to r .   In  t he  e ven t  t ha t  t h e  

c o mpl a in t  i s  r e s o l ved  i n fo r ma l l y ,  t h e  admi n i s t r a to r  mu s t  p r ov i d e  a  wr i t t en  r e por t  

o f  t he  i n f o r ma l  r e s o lu t i o n  t o  t he  su pe r i n t e nd en t  an d  t he  pa ren t s  a nd  r e t a in  a  c op y  

o f  t he  r e po r t  a t  t he  s c ho o l .   T he  s up e r in t en de n t  w i l l  sh a re  t h e  i n fo r ma l  r e s o lu t i o n  

w i t h  t he  b oa r d  o f  e du ca t i on  a nd  p r o v id e  a  co p y  to  t h e  s t a t e  de pa r t men t  o f  

e du ca t i on .  

 I f  t he  i s su es  a r e  no t  r e so l ve d  i n fo r ma l l y  w i t h  t he  bu i ld i n g  p r in c i pa l  a nd / o r  

t he  s upe r in t en de n t ,  t h e  p a re n t s  ma y  su b mi t  a  f o r ma l  wr i t t e n  comp l a i n t  t o  t he  b oa r d  

o f  e du ca t i on  b y  p r o vi d in g  a  co p y  o f  t he  c o mpl a in t  t o  t h e  c l e rk  o f  t h e  b oa r d  a nd  

t he  su pe r in t en den t  w i t h in  t h i r t y  ( 30 )  da ys  a f t e r  t h e  pa re n t  i s  i n f o r me d  o f  t h e  

i nc i den t .  

 Up on  r ec e ip t  o f  a  fo rma l  wr i t t e n  c o mpl a in t ,  t h e  b oa r d  p res i de n t  s ha l l  a s s i gn  

a n  i n ve s t i ga to r  t o  r e v i e w  t he  c o mpl a in t  a nd  r ep or t  f i nd i n gs  t o  t he  bo a rd  a s  a  

wh o le .   S uch  in ve s t i ga t o r  ma y  be  a  bo a rd  me mb e r ,  a  s c ho o l  admi n i s t r a to r  s e l ec t ed  

b y  t h e  b oa r d ,  o r  a  bo a r d  a t t o rn e y .   Su ch  in ve s t i ga to r  sh a l l  be  i n fo r me d  o f  t h e  

o b l i ga t i on  t o  ma in t a in  c on f id en t i a l i t y  o f  s t ud en t  r e co r ds  a nd  sh a l l  r e por t  t he  
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f i nd i n gs  o f  f ac t  an d  r ec o mme n de d  co r r ec t i ve  ac t i o n ,  i f  an y ,  t o  t h e  boa rd  i n  

e xe cu t i ve  se s s i on .  

 An y  s uch  i n ves t i ga t i o n  mu s t  be  co mp le t ed  wi t h i n  t h i r t y  ( 30 )  da ys  o f  r ec e ip t  

o f  t he  fo r ma l  wr i t t en  c o mpl a in t  b y  t he  b oa rd  c l e r k  an d  s upe r in t en de n t .   On  o r  

b e f o re  t h e  30 t h  da y  a f t e r  r ec e ip t  o f  t he  wr i t t en  c o mpl a in t ,  t h e  bo a r d  s ha l l  a do p t  

wr i t t en  f i n d in gs  o f  f a c t  a nd ,  i f  nec es s a r y ,  ap pr opr i a t e  co r r ec t i ve  a c t i o n .   A  co p y  

o f  t h e  wr i t t e n  f i n d i ngs  o f  f ac t  a nd  an y  co r r e c t i ve  ac t i o n  ad op te d  b y  t he  boa rd  

s ha l l  on l y  b e  p r o vi de d  t o  t he  p a re n t s ,  t h e  s c ho o l ,  an d  t he  s t a t e  d epa r t me n t  o f  

e du ca t i on  an d  s ha l l  b e  ma i l ed  t o  t he  pa re n t s  an d  t h e  s t a t e  dep a r t me n t  wi t h i n  3 0  

d a ys  o f  t h e  bo a rd ’ s  r e ce i p t  o f  t h e  f o r ma l  c o mpl a in t .    

 I f  d e s i r e d ,  a  p a re n t  ma y  f i l e  a  c o mp la i n t  u n de r  t he  s t a t e  bo a r d  o f  e duc a t ion  

a d min i s t r a t i ve  r e v i ew  p r oce s s  wi th i n  t h i r t y  ( 30 )  da ys  f rom t h e  da t e  a  f i na l  

d ec i s io n  i s  i s s ue d  pur sua n t  t o  t h e  l oc a l  d i s pu t e  r e s o lu t i o n  p r oce s s .  

 

Approved :  Augus t  15 ,  2018  
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GAD  Emp lo yee  De ve l opme nt  Op p ort un i t i e s  GAD  

 -E x c e p t  a s  ma y  b e  sp ec i f i e d  i n  t he  n e go t i a t ed  a g re e me n t  co nce rn i n g  s t a f f  

me mb e r s  co ve red  t he r eb y ,  a l l  p l ans  fo r  s e l f - i mp ro ve me nt  i n vo l v i n g  ex pen d i t u r e  

o f  d i s t r i c t  f u nd s  o r  wh ic h  r eq u i r e  t i me  a wa y  f r o m t he  e mp lo yee ’ s  a s s i gn ed  

r e sp on s ib i l i t i e s  sh a l l  be  a pp ro ved  i n  ad van ce  b y  t he  b oa rd .  

 

Approved :  Augus t  15 ,  2018  
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GBO  Re s ig na t io n  GBO  

Op t io n  1 :  

 T h e  b oa r d  sha l l  c ons i de r  a n y  l i c ens ed  emp l o yee ’ s  r e s i gn a t ion  whi ch  i s  

s ub mi t t e d  t o  t he  boa rd  i n  wr i t i n g .   T he  b oa r d  ma y  acc ep t  r e s i gn a t io ns  f r o m 

e mp lo ye es  u nd e r  c on t r ac t  wh en  t he  r e s i gna t io n  w i l l  b e  i n  t he  be s t  i n t e r e s t s  o f  t h e  

d i s t r i c t .   Al s o  s ee  t he  n e go t i a t ed  a g re e men t .  

 A  l i c ens ed  e mpl o ye e  wh o  ha s  s i gne d  a  co n t r ac t  a nd  a cc ep t ed  a  t e ac h in g  

p os i t i o n  i n  t he  d i s t r i c t  f o r  t he  co mi n g  yea r  o r  wh o  has  no t  r e s i gne d  b y  t he  

c on t in u in g  co n t r ac t  n o t i ce  d ea d l in e  sh a l l  n o t  b e  r e l eas ed  f ro m t ha t  co n t r a c t  t o  

a cce p t  a no t he r  p os i t i o n  u n t i l  a  su i t a b l e  r ep l ac e me n t  has  bee n  emp l o yed .  

 I f  t h e  l i ce ns ed  e mplo ye e  t e r min a t e s  e mpl o yme nt  i n  t h e  d i s t r i c t  wi t ho u t  

c o mpl y i n g  w i th  b oa rd  p o l i c y ,  t he  b oa r d  ma y  pe t i t i o n  t he  S t a t e  Bo ard  o f  Ed uca t ion  

t o  ha ve  t h e  t eac he r ’ s  l i c ens e  su spe nd ed .  

 E x i t  In t e r v i e ws  

 E x i t  i n t e r v i e ws  ma y  b e  co nd uc t ed  a f t e r  an  e mp l o ye e  r e s i gn s .  

 

Approved :  Augus t  15 ,  201 8 
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I DACA S pec ia l  Ed uc at i on  Ser v ic es  I DACA 

 In  a cc ord an ce  wi th  t h e  p r o vi s io ns  o f  F ede ra l  an d  s t a t e  l a w,  i t  i s  t he  po l i c y  

o f  t h i s  d i s t r i c t  t o  p r ov i d e  a  f r ee  a ppr opr i a t e  p ub l i c  e du ca t i on  fo r  e ve r y  ex ce p t io na l  

c h i l d  ( a s  d e f in ed  b y  K . S . A.  7 2 -3 40 4)  wh o  i s  a  r e s id en t  o f  t h i s  d i s t r i c t  o r  a t t ends  

a  p r i va t e  o r  pa r oc h i a l  s ch oo l  l oca t ed  i n  t h i s  d i s t r i c t .   S pe c i a l  e duc a t i on  se r v i ces  

a r e  p ro v i ded  fo r  s uc h  ch i l d r en ,  i nc l ud i n g  i n d i v id ua l  ed uc a t io na l  p r o gr a ms  o f f e r ed  

i n  t he  l e a s t  r e s t r i c t i ve  e n vi ro n men t .  

 Ch i ld  F i nd ,  Id en t i f i ca t i o n ,  a nd  E l i g i b i l i t y  

 T h e  d i s t r i c t  s ha l l  c oo rd i na t e  a nd  ma i n t a in  a  s ys t e m whic h  s ch ed u le s  and  

s t ru c tu r es  a va i l a b l e  s e r v i ce s  f o r  pu p i l s  wh o  a r e  r e f e r r e d  t o  d e t e r min e  e l i g i b i l i t y  

f o r  sp ec i a l  e du ca t i on  s e r v i ce s  i n  acc or dan ce  wi t h  p ro ced ura l  p roc es s es  e s t ab l i sh ed  

i n  Fe de r a l  an d  s t a t e  l a w .  

 Ac t io ns  an d  Due  P roc es s  f o r  S t ud en t s  

 P a r en t a l  i n vo l ve me n t  an d  c oo pe r a t i on  i s  imp o r t an t  t o  t h e  s uc ce s s  o f  t hese  

e du ca t i on a l  p ro gra ms .   In  o rde r  t o  en co ura ge  t he  i n vo l ve me n t  a nd  co op e ra t i on  o f  

p a re n t s  i n  s pe c i a l  edu ca t i on  se r v i c es  an d  t o  s a f e gua rd  t he  r i gh t s  o f  e xce p t i ona l  

c h i l d r e n  t o  a  f r e e  ap pr opr i a t e  p ub l i c  e du ca t i on ,  t h e  bo a rd  u t i l i ze s  a nd  r e f e r s  

p a re n t s  t o  t h e  “ Pro ce du ra l  Sa fe gu a r ds  i n  Pa ren t  R i gh t s  i n  S p ec i a l  E duc a t i on”  

p u b l i s hed  b y  t h e  Ka ns as  S t a t e  De par t me n t  o f  Ed uca t io n .    

 In  t h e  p r o vi s io n  o f  sp ec i a l  e duc a t i on  a nd  r e l a t ed  s e r v i ce s ,  t he  d i s t r i c t  wi l l  

i mp le me n t  a l l  Fed e ra l  a nd  Kan sas  s t a t u t e s ,  r u l e s ,  a nd  r e gu l a t i on s .  

 

Approved :  Augus t  15 ,  2018  
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(From KASB Forms Book) 

 

PARENT CONSENT AND WAIVER FOR CHILD 16 OR OLDER TO BE EXEMPT 

FROM COMPULSORY ATTENDANCE REQUIREMENTS. 
 

 I,      (Name of Parent(s) or Person Acting As Parent)   , understand that pursuant to Kansas law, 

(Name of Student)  is required to attend school until he/she receives a high school diploma or general 

educational development (GED) credential or reaches the age of 18, whichever occurs first. 

 Pursuant to K.S.A. 72-3120, as amended, Unified School District No. ___ encourages ___ (Name 

of Student)      to remain in school or to pursue an education alternative. 

 The academic skills listed below have not been achieved by ____ (Name of Student)__: 

_____________________________________________________________________________________

_____________________________________________________________________________________

________________________________________________________________ 

 

 Based on       (Source of Information)               the difference in future earning power between a 

high school graduate and a high school drop out is ________________. 

       Name of Student)      is encouraged to attend one of the following area alternative education 

programs in order to aid  Name of Student  in obtaining a high school diploma, a general education 

development credential, or other certification of completion, such as a career technical education industry 

certification: 

 (List any programs that may be available.  Contact information for accredited private schools, virtual 

schools, and virtual programs can be found at  http://www.ksde.org/Agency/Division-of-Learning-

Services/Career-Standards-and-Assessment-Services/CSAS-Home/Graduation-and-Schools-of-

Choice/Adult-Diploma-Completion/Information-For-Alternative-and-Adult-Learners.  The statutory 

language suggests an "alternative learning plan" could also include extended learning opportunities such 

as independent study, private instruction, performing groups, internships, community service, 

apprenticeships, and online coursework.) 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 I (we), the undersigned, hereby give written consent to allow      Name of Student     , who is [16]  

[17] years of age, to be exempt from the Kansas compulsory attendance requirement and state we have 

attended the final counseling session conducted by USD No. ___ in which the above information was 

presented to us. 

_____________________________________   _____________________________________ 

Signature of Student    Signature of Parent(s) or Person  

Acting as Parent 

_____________________________________   _____________________________________ 

Date      Date

http://www.ksde.org/Agency/Division-of-Learning-Services/Career-Standards-and-Assessment-Services/CSAS-Home/Graduation-and-Schools-of-Choice/Adult-Diploma-Completion/Information-For-Alternative-and-Adult-Learners
http://www.ksde.org/Agency/Division-of-Learning-Services/Career-Standards-and-Assessment-Services/CSAS-Home/Graduation-and-Schools-of-Choice/Adult-Diploma-Completion/Information-For-Alternative-and-Adult-Learners
http://www.ksde.org/Agency/Division-of-Learning-Services/Career-Standards-and-Assessment-Services/CSAS-Home/Graduation-and-Schools-of-Choice/Adult-Diploma-Completion/Information-For-Alternative-and-Adult-Learners
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J CAC I nt err og at i on  a n d  In v es t i ga t io ns    J CAC 

 ( Se e  E BC,  GAAD,  J CABB,  J CE C a nd  J HCAA)  

 Bu i ld i n g  a d min i s t r a t o r s ,  s ch oo l  s ecur i t y  o f f i ce r s ,  an d /o r  o t he r s  

d es i gn a t e d  b y  t he  s up e r i n t e nde n t  ma y  co nd uc t  i n ves t i ga t i ons  a nd  qu es t i on  

s t ud en t s  a bo u t  v io l a t i on  o f  s ch oo l  ru l e s ,  t he  s t u de n t  c on du c t  co de ,  an d / o r  l a w.   

Un les s  o th e r wi se  p ro v i de d  h e re in ,  s uc h  i n ves t i ga to r s  s ha l l  n o t  be  r eq u i r e d  t o  

c on t ac t  t he  s t ud en t ’ s  p a re n t ,  gua rd i an ,  o r  r e p re sen t a t i ve  p r io r  t o  qu es t i on i n g  a nd  

ma y  r eq ues t  l a w e n fo rce me n t ,  s ch oo l  r e so ur ce  o f f i c e r ( s ) ,  an d / o r  s ch oo l  s e cur i t y  

o f f i c e r ( s )  f o r  a s s i s t an ce  i n  c on du c t i n g  t he  i n ve s t i ga t i on s .  

 I f  t he r e  i s  r eas on  to  be l i e ve  a  v io l a t i on  o f  a  c r i mi na l  l a w ha s  be en  

c o mmi t t ed ,  t h e  b u i ld in g  a d min i s t r a t o r ,  t he  s up e r i n t e nde n t ’ s  d es i gn ee ,  a nd /o r  

s ch oo l  s ec ur i t y  o f f i ce r  wi t h  au t h or i za t i o n  o f  t he  o r  t he  su pe r in t e n den t ’ s  d es i gnee  

s ha l l  n o t i f y  t he  app ro pr i a t e  l a w e nf o rc e me n t  a ge nc y  o f  c r i mi na l  c on du c t  a s  

p ro v id ed  i n  l aw  a nd /o r  bo a rd  p o l i c y  a nd  ma y  r eq ue s t  f u r t he r  i n ve s t i ga t i on  o f  t he  

a l l e ged  v io l a t i o n .  

 W he n  a  s ch oo l  r e sou rce  o f f i c e r  o r  c a mp us  p o l i ce  o f f i ce r  i n i t i a t e s  an  

i n ves t i ga t i on  o f  a  p o t e n t i a l  v io l a t i on  o f  c r i mi na l  l a w  b y  a  s t u de n t  on  t he  o f f i ce r ’ s  

o wn  i n i t i a t i ve  a nd  n o t  a t  t he  b ehe s t  o f  a  bu i ld i n g  a d min i s t r a to r  o r  t he  d es i gne e  o f  

t he  su pe r i n t e nd en t ,  su ch  o f f i ce r  wi l l  n o t i f y  t he  bu i ld i n g  a d min i s t r a to r  a nd  wi l l  

ma ke  a  r e as ona b le  a t t e mp t  t o  c on t ac t  t he  s t u de n t ’ s  pa re n t ,  gua r d i a n ,  o r  

r ep r ese n t a t i ve  p r io r  t o  i n i t i a t i n g  qu es t i on in g .  

 Co or d in a t i o n  wi th  L aw E nfo rce me n t  

 S c ho o l  ad mi n i s t r a t o r s  an d /o r  s c ho o l  s ec ur i t y  o f f i ce r s  s ha l l / ma y  me e t  

p e r i od i ca l l y  wi t h  l oca l  l a w en fo r ce me n t  o f f i c i a l s  t o  d i sc us s  t he  d i s t r i c t ’ s  po l i c i e s  

a nd  r u l e s  r e ga rd i n g  l a w  e nfo rce me n t  c on t a c t s  wi th  t he  d i s t r i c t .  
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J CAC I nt err og at i on  a n d  In v es t i ga t io ns  J CAC- 2  

 No t i f i c a t i o n  o f  In ve s t i ga t i on s  Con du c t e d  b y  L aw Enf o rc e me n t  Of f i ce r s  

 W he n  l a w  e nfo r ceme n t  o f f i ce r s  i n i t i a t e  a n  i n ves t i ga t i on  i n vo l v in g  

q ue s t i o n i n g  o f  a  s t u de n t  on  a  t o p i c  un re l a t e d  t o  a  r ep or t  o f  ch i l d  a bu se  o r  ne g l e c t  

o r  t o  t he  i den t i t y  o f  t he  s t ud en t  du r in g  sc ho o l  h ou r s ,  t he  bu i ld in g  ad mi n i s t r a to r  

s ha l l  ma ke  a  r e aso nab le  a t t e mp t  t o  c on t ac t  a  pa r en t ,  gua rd i an ,  o r  r e p re se n t a t i ve  

o f  t he  s tu de n t ( s )  p r io r  t o  su ch  q ues t i o n in g .   No t i f i c a t i on  o r  a t t emp t ed  no t i f i c a t i o n  

o f  a  pa r en t ,  gu a rd i an ,  o r  r ep res en t a t i ve  sha l l  be  d oc u ment ed  b y  t h e  ad mi n i s t r a to r  

i n vo l ved .   I f  a  s t ud en t ’ s  p a re n t ,  gua rd i an ,  o r  r e p res en t a t i ve  i s  n o t  p r e se n t  du r in g  

s uc h  que s t i on i n g  o f  a  s t u den t ,  t he  p r inc i pa l  ma y  be  p re sen t  un l e s s  o th e r wi se  

s pe c i f i e d  i n  l a w  o r  bo a r d  po l i c y .  

 Ch i ld  A bu se  an d  Id en t i t y  In ve s t i ga t i ons  Co nd uc t ed  b y  L a w En fo r ce men t  

Of f i ce r s  

 T h e  a d mi n i s t r a t i on  sh a l l  c oo pe ra t e  w i th  l a w  e nfo rce me n t  o f f i ce r s  who  a r e  

c on du c t i n g  i n ve s t i ga t i o n s  o f  s usp ec t ed  ch i ld  a bu se  o r  ne g l ec t  o r  co nce rn i n g  t he  

s t ud en t ’ s  i den t i t y .   F o r  an y  i n ves t i ga t i on s  c on ce r n in g  kn o wn o r  su sp ec t e d  c h i ld  

a bu se  o r  n e gl ec t ,  s cho o l  s t a f f  sh a l l  f o l l ow t he  p ro ce dur es  ou t l i n ed  i n  boa rd  po l i c y  

GAAD i ns t ead  o f  t he  r e qu i r e me n t s  o f  t h i s  p o l i c y .  

 L a w E nfo rce me n t  In i t i a t e d  In ve s t i ga t i o ns  a t  Sc ho o l  

 In  c as es  no t  i n vo l v in g  t h e  i n ves t i ga t i on  o f  kno wn o r  su spec t ed  c h i ld  

a bu se  o r  ne g l e c t  o r  i n vo l v i n g  t h e  s tu den t ’ s  i den t i t y ,  l a w e n fo rce me n t  o f f i ce r s  

s ha l l  n o t  be  pe r mi t t e d  t o  i n i t i a t e  an d  co nd uc t  i n ves t i ga t i o ns  i n vo l v i n g  t he  

q ue s t i o n i n g  o f  s t ude n t s  du r in g  sc ho o l  h o ur s  u n l e s s  t he  s tu de n t ’ s  pa r en t  o r  

gu a rd i an  ha s  g i ven  t he  s ch oo l  p e r mi s s io n  t o  a l l o w the  q ue s t i o n in g ,  a  va l i d  war r an t  

h as  b ee n  p res en t ed  t o  t he  b u i ld in g  ad mi n i s t r a t o r  fo r  s uc h  pu rp o s e ,  o r  i n  
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J CAC I nt err og at i on  a n d  In v es t i ga t io ns  J CAC- 3  

d e mo ns t r a t e d  e me r gen c y  s i t ua t i on s .   I f  a  d e mo ns t r a t e d  e me r ge nc y  i s  f o un d ,  t he  

b u i l d in g  a d mi n i s t r a to r  s ha l l  r e qu i r e  i den t i f i ca t i o n  o f  l a w e nfo rce me n t  o f f i c i a l s  

a nd  r ea so ns  f o r  t he  i n t e r ro ga t i on  o r  i n ves t i ga t i o n  o f  a  s t u de n t .   I f  t h e  b u i ld in g  

a d min i s t r a to r  i s  n o t  s a t i s f i e d  wi th  e i t he r  t h e  i de n t i f i ca t i on  o r  t he  r ea so n ,  t he  

r eq ues t  sh a l l  n o t  be  g r a n t e d .   T h e  b u i l d in g  a d mi n i s t r a to r  sh a l l  a t t e mp t  t o  n o t i f y  

t he  su pe r in t en den t  an d  t h e  o f f i ce r ’ s  su pe r i o r s  o f  t he  r e as ons  fo r  t he  r e fus a l .    

 T a k in g  S t ude n t s  In to  Cus t od y  

 S tu de n t s  s ha l l  no t  be  vo l un t a r i l y  r e l ea se d  b y  sc ho o l  o f f i c i a l s  t o  l aw 

e nf o rce me n t  a u th or i t i e s  un l e s s  t h e  s tu de n t  ha s  bee n  p l a ce d  u nd e r  a r r e s t  o r  t a ken  

i n to  c us t od y  b y  l a w  en fo r ce me n t ,  s c ho o l  r e so urc e  o f f i ce r s ,  c a mp us  po l i ce  o f f i c e r s ,  

o r  Depa r t me n t  fo r  Ch i ld r en  a nd  Fa mi l i e s  ( “ DCF”)  a u t h or i t i e s  p u r s ua n t  t o  a  c h i l d  

a bu se  i n ves t i ga t i on .   E xc ep t  a s  o th e r wi se  s pe c i f i e d  i n  t h i s  po l i c y ,  a  r eas on ab l e  

e f fo r t  sh a l l  be  ma de  t o  no t i f y  t h e  s t uden t ’ s  p a re n t ,  gu a rd i an ,  o r  r ep res en t a t i ve  

wh en  s tu de n t s  a r e  r e mo ve d  f ro m sc ho o l  f o r  an y  r eas on .   Pa ren t s  sh a l l  n o t  be  

n o t i f i ed  b y  sc ho o l  o f f i c i a l s  when  th e i r  c h i l d  i s  t a ke n  i n t o  cus t od y  b y  DCF ,  s c hoo l  

r e so urc e  o f f i c e r s ,  c amp u s  p o l i c e  o f f i ce r s ,  a nd / o r  l a w e nfo rceme n t  a s  a  r e su l t  o f  

a l l e ga t i ons  o f  a bus e  o r  ne g l ec t .  Ex ce p t  a s  p r o vi de d  a bo ve  an d /o r  a s  s pe c i f i e d  i n  a  

c ou r t  o r de r  o r  a r r e s t  war r a n t ,  i f  a  s t ud en t  i s  t a ke n  i n t o  c us t od y  b y  a  l aw 

e nf o rce me n t  o f f i ce r ,  s ch oo l  r e so urc e  o f f i c e r ,  o r  c a mp us  p o l i ce  o f f i ce r ,  b u i l d i n g  

a d min i s t r a to r s  sha l l  ma ke  a  go od - f a i t h  e f f o r t  t o  c on t ac t  t he  s t ud en t ’ s  pa r en t  o r  

gu a rd i an .  No t i f i c a t i on  e f fo r t s  sh a l l  b e  doc u me nte d .    

 W he n  a  s t ud en t  ha s  b ee n  t a ke n  i n t o  cu s to d y  o r  a r r e s t e d  o n  s choo l  

p r e mi ses  wi th ou t  p r io r  no t i f i c a t i o n  t o  t h e  b u i ld in g  a d mi n i s t r a to r ,  t he  s c ho o l   
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J CAC I nt err og at i on  a n d  In v es t i ga t io ns  J CAC- 4  

s t a f f  p r e s en t  s ha l l  a s k  t h e  l a w enf o r ce me n t  o f f i c e r  t o  no t i f y  t he  b u i ld in g  

a d min i s t r a to r  o f  t he  c i r cu ms ta nc es  a s  qu i c k l y  a s  p oss ib l e  an d  s ha l l  t he ms e l ves  

c on t ac t  t h e  b u i l d in g  a d min i s t r a to r  wi th  an y  i n f o r ma t i on  t h e y  h a ve  r e ga rd i n g  t he  

c h i l d  be i n g  t a ken  i n to  c us t od y .   Sc ho o l  r e so urc e  o f f i ce r s  a nd  ca mp us  po l i ce  

o f f i c e r s  a r e  e xp ec t ed  t o  co n t a c t  t h e  b u i ld in g  a d min i s t r a to r  a s  so o n  a s  p r ac t i ca b l e  

a f t e r  t a k in g  a  s t u de n t  i n t o  cu s to d y .  

 D i s t u r ba nce  o f  Sc hoo l  En v i r on me nt  

 L a w en fo r ce me n t  o f f i ce r s  ma y  b e  r e que s t e d  t o  a s s i s t  i n  co n t r o l l i ng  

d i s t u rb an ces  a t  s ch oo l  a nd ,  i f  nec es s a r y ,  t o  t a ke  s tu de n t s  o r  o th e r  p e r s on s  i n to  

c us t od y .  

 Def in i t i on  

 F or  t he  pu r po ses  o f  t h i s  p o l i c y ,  “c a mpu s  p o l i c e  o f f i ce r ”  i s  a  s c hoo l  

s ec ur i t y  o f f i ce r  e mplo ye d  b y  a nd  des i gn a t e d  b y  t h e  b oa r d  t o  a id  an d  s up p le me n t  

l a w  e nfo rce me n t  a gen c i e s  o f  t he  s t a t e ,  c i t y ,  an d  co un t y  i n  wh ich  t he  sch oo l  d i s t r i c t  

i s  l oca t ed .  

 F o r  t h e  p u r pos es  o f  t h i s  po l i c y ,  s t u de n t s  w i l l  n o t  be  dee me d  to  b e  “ t a ken  

i n to  c us t od y”  wh en  th e y  a r e  b e in g  q ues t i on ed  b y  a  s ch oo l  r e sou rce  o f f i ce r ,  s c ho o l  

s ec ur i t y  o f f i c e r ,  a nd / o r  ca mp us  p o l i c e  o f f i ce r  a bo u t  a  v i o l a t i on  o f  s t a t e  l a w,  

c ou n t y  r e so l u t i on s ,  c i t y  o r d in an ces ,  bo a r d  po l i c y  o r  r e gu l a t i on ,  a n d /o r  s c hoo l  

r u l e s  o n  p r op e r t y  own ed ,  o cc up i ed ,  o r  o pe ra t e d  b y  t he  s ch oo l  d i s t r i c t  o r  a t  t he  

s i t e  o f  a  fu nc t io n  spo ns ore d  b y  t he  sc ho o l  d i s t r i c t .  

 

Approved :  Augus t  15 ,  2018  
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–  Sample  Form –  
 

R e t ype  t o  su i t  l o ca l  n ee ds ,  r emov e  f r o m p o l i cy  bo ok ,  a nd  f i l e  w i t h  t he  c l e r k  a nd  

p r in c ip a l s .   Fo r m cou ld  a l so  b e  i nc l ud ed  i n  s t a f f  o r  s t u de n t  h an d bo oks .  

 

Report  to  Staff  Member USD ____  

 

P u r su an t  t o  K . S . A.  7 2 -6 1 43 ,  ad mi n i s t r a t i ve ,  p ro fes s io na l  o r  p a ra p ro fes s io na l  

e mp lo ye es  o f  a  s c ho o l  wh o  ha ve  i n fo rma t io n  t ha t  a  pu p i l  h as  e n ga ged  in  t he  

f o l l o wi n g  s ha l l  r ep or t  t he  i n f o r ma t io n  and  t he  i d en t i t y  o f  t he  s t ude n t  t o  t he  su -

p e r i n t e nd en t .   T he  su pe r in t en de n t  s ha l l  i n ve s t i ga t e  t he  ma t t e r ,  a nd ,  i f  i t  i s  d e -

t e r min ed  the  s t ud en t  h as  be en  i n vo l ve d  i n  t he  f o l l o win g ,  t h e  s up e r i n t e nd en t  sha l l  

p ro v id e  i n f o r ma t i on  an d  the  i den t i t y  o f  t h e  pu p i l  t o  a l l  emp l o yee s  who  a r e  

i n vo l ved ,  o r  l i ke l y  t o  be  d i r ec t l y  i n vo lv e d ,  i n  t e ac h in g  o r  p r o vi d i n g  r e l a t e d  

s e r v i ce s  t o  pu p i l :  

 

1 .   An y  s t ud en t  wh o  h as  b ee n  e xp e l l e d  fo r  c on du c t  wh ic h  en dan ge r s  t he  s a f e t y  o f  

o th e r s ;  

2 .   An y  s t ud en t  wh o  h as  b ee n  e xp e l l e d  fo r  c o mmi ss io n  o f  f e l on y  t ype  o f f en ses ;  

3 .   An y  s t ud en t  wh o  h as  b ee n  e xp e l l e d  fo r  p oss es s io n  o f  a  wea po n ;  

4 .   An y  s t ud en t  wh o  h as  b ee n  a d j ud ged  t o  be  a  j u ve n i l e  o f f e nde r  a nd  wh os e  

o f f e nse ,  i f  co mmi t t ed  b y  a n  a du l t ,  wo u ld  c on s t i t u t e  a  f e l on y ,  ex ce p t  a  f e l on y  

t he f t  o f f e nse  i n vo l v in g  n o  d i r e c t  t h r ea t  t o  h u man  l i f e ;  

5 .   An y  s t ud en t  wh o  h as  b ee n  t r i ed  a nd  c on v i c t ed  a s  an  a du l t  o f  a n y  f e l on y ,  

e xc ep t  t h e f t  i n vo l v i ng  n o  d i r ec t  t h r ea t  t o  h u ma n  l i f e .  

 

Yo u  a r e  n o t i f i ed  t ha t  _ __ __ __ __ __ __ __ ___ ,  wi th i n  t h e  pas t  365  da ys ,  h as  

b ee n  ex pe l l ed ,  ad j udge d  o r  co n vi c t e d  f o r  a n  ac t i v i t y  l i s t e d  ab ove .  

 

School  Dis tr i c t  s taf f  are  requ ired  by both  Federal  Law and  K.S .A.  72 -

6311 to  protect  the  r ight  of  pr ivacy o f  any s tudent  under  the  age  of  18  

and  the  s tudent 's  fami ly  regarding  persona l ly  ident i f iable  records ,  f i l e s ,  

da ta ,  and  inf ormat ion  d irect ly  re la ted  to  the  s tudent  and  h is /her  f ami ly .    

I  acknow ledge th i s  respons ib i l i ty  and agree  that  I  wi l l  d i sc lose  the  above 

informat ion  only  to  o ther  USD ____  employees  and of f i c ia l s .  V io la t ion  of  

these  pr ivacy r ights  could  include sanct ions  up  to  and  inc lud ing ter -

minat ion .  

 

 

S i gne d :_ __ __ __ __ ___ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ _  

 S c ho o l  e mpl o yee  who  r ece i ve s  t he  r e po r t  

 

 

S i gne d :_ __ __ __ __ ___ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ _  

 Ad mi n i s t r a t o r  o r  s cho o l  e mp lo yee  ma k in g  r e por t  
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J DDA Dr ug -F ree  Sc ho o l s  (S ee  GAOB,  J GF GB,  J GF GBA,  an d  L DD)  J DDA 

 M a in t a in i n g  d ru g - f r ee  s c ho o l s  i s  i mp or t an t  i n  e s t a b l i s h in g  an  ap pro pr i a t e  

l e a r n in g  e n vi ro n ment  fo r  t h e  d i s t r i c t ' s  s t u de n t s .   Un le s s  o th e r wi se  spe c i f i ed  i n  

t h i s  p o l i c y ,  t h e  pos ses s io n ,  u se ,  s a l e ,  d i s t r i b u t i on ,  a nd /o r  be in g  u nd e r  t he  

i n f lu en ce  o f  i l l i c i t  d ru gs ,  co n t r o l l e d  sub s t a nc es ,  an d /o r  a l co h o l  b y  s tu den t s  a t  

s ch oo l ,  on  o r  i n  s cho o l  p r ope r t y ,  o r  a t  s c ho o l  sp ons ore d  ac t i v i t i e s  o r  e ven t s  i s  

p ro h ib i t ed .    

 P os se s s i on ,  u se ,  a nd /o r  b e in g  un de r  t he  i n f l ue nce  o f  a  c on t ro l l e d  s ub s t a nce  

b y  a  s t u de n t  f o r  t he  pu rp ose s  o f  t h i s  p o l i c y  sha l l  o n l y  be  p e r mi t t ed  i f  s uch  

s ub s t a nce  wa s :   

1 .  Ob ta i ne d  d i r ec t l y  f ro m,  o r  p u r s ua n t  t o  a  va l i d  p r e s c r i p t i o n  o r  o rd e r ,  

i s su ed  t o  s uc h  s t ude n t  f ro m a  pe r so n  l i cens ed  b y  t he  s t a t e  t o  d i s pe nse ,  

p r e s c r i be ,  o r  ad mi n i s t e r  co n t ro l l e d  su bs t an ce s ;  

2 .  In  t he  ca se  o f  u se  o r  po sse s s i on ,  ap pro ve d  a nd  ad mi n i s t e r e d ,  i f  

a d min i s t e r e d  a t  a l l ,  i n  ac co rda nc e  wi th  b oa rd  po l i c y  J GF GB a nd /o r  

b oa rd  p o l i c y  J GF G BA;  an d   

3 .  Use d ,  i f  a t  a l l ,  i n  a cc ord anc e  wi th  l a be l  d i r ec t i o ns .    

 S tu de n t  Con du c t  

 As  a  co nd i t i o n  o f  con t in ue d  e n ro l l me n t  i n  t h e  d i s t r i c t ,  s t u den t s  sh a l l  a b id e  

b y  t h e  t e r ms  o f  t h i s  p o l i c y .  

 S tu de n t s  s ha l l  no t  ma n u fac t u re ,  s e l l ,  d i s t r i b u t e ,  d i sp ens e ,  p os ses s ,  u se ,  

a nd /o r  b e  u nde r  t he  i n f lu en ce  o f  i l l i c i t  d ru gs ,  c on t r o l l ed  s ubs t a nc es ,  o r  a l co ho l i c  

b e ve ra ges  a t  s ch oo l ,  o n  o r  i n  s ch oo l  d i s t r i c t  p ro pe r t y ,  o r  a t  an y  sc ho o l  ac t i v i t y ,   
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J DDA Dr ug -F ree  Sc ho o l s  J DDA- 2  

p ro gra m,  o r  e ven t .   An y  s t ude n t  v i o l a t i n g  t h e  t e r ms  o f  t h i s  p o l i cy  w i l l  b e  r ep or t e d  

t o  t he  a ppr op r i a t e  l aw  en fo r ce me n t  o f f i c i a l s ,  a nd  wi l l  b e  su b j e c t  t o :  expu ls ion  

as  a  consequence  for  v io la t ion  of  JDDA.]  

 S tu de n t s  wh o  a r e  su sp en de d  o r  e xp e l l e d  un de r  t he  t e r ms  o f  t h i s  po l i c y  wi l l  

b e  a f f o rd ed  t h e  du e  p r oce s s  r i gh t s  c on t a ine d  i n  b oa r d  po l i c i e s  an d  Kan sas  s t a tu t e s ,  

K . S . A.  7 2 -6 11 4 ,  e t  s e q .   No th in g  i n  t h i s  po l i c y  i s  i n t e nd ed  to  d i mi n i s h  t he  a b i l i t y  

o f  t he  d i s t r i c t  t o  t a ke  o th e r  d i s c ip l i na r y  a c t i o n  a ga i ns t  t h e  s t u de n t  i n  a cc ord ance  

w i t h  o t he r  p o l i c i e s  go ve rn i n g  s tu de n t  d i sc i p l i ne .   I f  a  s t ud en t  a g re es  t o  e n t e r  and  

c o mpl e t e  a  d r u g  e duc a t io n  o r  r e hab i l i t a t i on  p ro gra m,  t h e  c os t  o f  s uc h  p r o gra m 

wi l l  b e  bo rne  b y  t h e  s t ud en t  a nd  h i s  o r  h e r  p a re n t s .  

 A  l i s t  o f  a r e a  d ru g  a nd  a l co ho l  co un se l i n g  an d  r eh ab i l i t a t i on  p r o gra ms ,  

a l o n g wi t h  n a mes  and  ad dr es s es  o f  c on t ac t  pe r so ns  fo r  t he  p ro gr a ms ,  i s  on  f i l e  

w i t h  t h e  b oa r d  c l e r k .   Pa re n t s  o r  s t ude n t s  sh ou l d  c on t ac t  t he  d i r e c to r s  o f  t he  

p ro gra ms  t o  de t e r mi ne  t he  co s t  an d  l en g t h  o f  t he  p r o gr a m.  

 A  c o p y o f  t h i s  p o l i c y  wi l l  b e  p ro v id ed  t o  a l l  s t ud en t s  a nd  t h e  p a re n t s  o f  a l l  

s t ud en t s .   P a re n t s  o f  a l l  s t u de n t s  wi l l  b e  no t i f i e d  t h a t  co mp l i a nc e  wi t h  t h i s  po l i c y  

i s  ma nd a to r y .  

 

Ap pr o ve d :   Approved :  Augus t  15 ,  2018  
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–  Sample  Form –  

 

Re t yp e  t o  s u i t  l o ca l  n ee ds ,  r e mo ve  f ro m p o l i c y  b oo k ,  an d  f i l e  wi th  t he  c l e r k  a nd  

p r in c ip a l s .   Fo r m c ou ld  a l so  b e  i nc l ud ed  i n  s t a f f  o r  s t u de n t  han d bo o ks .  

 

Report  to  Local  Law Enforcement  

USD ________  

P u r su an t  t o  K .S . A.  7 2 -6 1 43 ,  t he  ad mi n i s t r a t o r  o r  o the r  s ch oo l  e mp lo ye e  whose  

s i gn a tu re  ap pe a r s  b e lo w  i s  r ep or t i n g  t h e  fo l l o wi n g  c r i mes .  

{ Br i e f l y  de sc r i be  e ach  i nc i de n t  an d  t he  p e r so n / s  i n vo l ve d  i n  f e l on i e s ,  mi s -

d e me an or s  a nd  wea po ns }  

Date  School /Locat ion  S tudent /s  or  Person /s  

Invo lved  

Br ief  Descr ip t ion  

 

 

1 .  

 

 

   

 

2 .  

 

 

   

 

3 .  

 

 

   

 

4 .  

 

 

   

 

5 .  

 

 

   

 

 

S c ho o l  D i s t r i c t s  a r e  r eq u i r e d  b y  Fe de ra l  L a w a nd  K . S . A.  7 2 -6 3 11  t o  p r o t ec t  t he  

p r i vac y  r i gh t s  o f  s t ud en t s  un de r  t he  a ge  o f  18 .  

 

S i gne d :_ __ __ __ __ ___ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ __ _  

 Ad mi n i s t r a t o r  o r  o t he r  s ch oo l  e mp l o ye e .  

 

c c :  S u pe r i n t e nd en t  o f  Sch o o l s ,  US D __ __    S tu de n t / s  f i l e  
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USD 434 Bullying Plan 

(Also see Policies GAAE and JDDC) 

 
Bullying means:  Any intentional gesture or any intentional written, verbal, electronic, or physical act or 

threat either by any student, staff member, or parent towards a student or by any student, staff member or 

parent towards a staff member that is sufficiently severe, persistent, or pervasive that it creates an 

intimidating, threatening, or abusive educational environment that a reasonable person, under the 

circumstances, knows or should know will have the effect of: 

 Harming a student or staff member, whether physically or mentally; 

 Damaging a student’s or staff member’s property: 

 Placing a student or staff member in reasonable fear of harm; or 

 Placing a student or staff member in reasonable fear of damage to the student’s or staff member’s 

property. 

 

Bullying also includes cyberbullying.  "Cyberbullying" means bullying by use of any electronic 

communication device through means including, but not limited to, e-mail, instant messaging, text 

messages, blogs, mobile phones, pagers, online games, and websites. 

 

Additionally, bullying means any form of intimidation or harassment prohibited by the board of education 

of the school district in policies concerning bullying adopted pursuant to K.S.A. 72-6147 or subsection (e) 

of K.S.A. 72-1138, and amendments thereto.  USD 434 will not tolerate these actions by students, staff, 

or parents. 

 

For the purposes of this plan and its authorizing policies, “parent” includes a biological, adoptive, or step-

parent; guardian; custodian; or other person with authority to act on behalf of a student. 

 

Similarly, a “staff member” means any person employed by the district. 

 

Any act of bullying by either an individual student or group of students towards a student or staff member 

of the district is prohibited on or while utilizing school property, in a school vehicle, or at school-

sponsored activities, programs, and events.  This policy applies to students who directly engage in an act 

of bullying, to students who, by their behavior, support another student’s act of bullying, and to all staff 

members and parents who engage in similar behaviors. 
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Training concerning identifying, reporting, investigating, and preventing bullying behaviors as outlined in 

district policies and this plan shall be provided to students and staff members using district resources 

available for such purpose and shall be provided through school assemblies, staff development, or other 

appropriate forums at least {annually/biannually}.  

 

The board or the district administration on behalf of the board may seek student, staff, parent, and/or 

community input on the adoption, revision, and/or implementation of the board’s bullying policies or plan 

as directed or approved by the board. 

 

No teacher, administrator, or school district employee shall engage in, permit, or tolerate bullying. 

 

Retaliation against a victim, good faith reporter, or a witness to bullying is prohibited. A student or staff 

member who engages in an act of bullying, reprisal, retaliation or false reporting of bullying, shall be 

subject to discipline in accordance with school district policy and procedures.  The school administration 

and/or board may take into account the following factors when determining an appropriate disciplinary 

action for such prohibited conduct:  the ages of the parties involved; the developmental and maturity 

levels, special education needs of the parties involved, and the severity of the behavior. 

 

Discipline guidelines for student bullying may be found in student and employee handbooks.  Offenses 

over time or single offenses which are severe in nature may result in discipline up to and including 

suspension and/or expulsion or termination from employment.  Parents participating in prohibited 

bullying conduct aimed at district students and/or staff members may jeopardize their access to district 

facilities; district property; school sponsored activities, programs, and events; and/or district students 

and/or staff members through the district’s communication systems.  As appropriate, reports to local law 

enforcement will be filed to report criminal bullying behaviors.  (See Policies EBC, GAAC, GAACA, 

JGEC, JGECA and KN) 

 

 

Approved :  Augus t  15 ,  2018  
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–  Sample  Form –  
 

Re t yp e  t o  s u i t  l oca l  n ee ds ,  r e mo ve  f ro m p o l i c y  bo o k  a nd  f i l e  w i t h  t he  c l e r k  a nd  

p r in c ip a l s .   Fo r m c ou ld  a l so  b e  i nc l ud ed  i n  s t a f f  o r  s t u de n t  han d bo o ks .  

 

Report  to  Local  Law Enforcement  

USD 434  

P u r su an t  t o  Kan sas  l a w ,  t h e  a d min i s t r a t o r  o r  o t he r  s c ho o l  e mp l o ye e  wh ose  

s i gn a tu re  ap pe a r s  b e lo w  i s  r ep or t i n g  t h e  fo l l o wi n g  c r i mes .  

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

school property, or at a school activity. 

 

Date  School /Locat ion  S tudent /s  or  Person /s  

Invo lved  

Br ief  Descr ip t ion  o f  

bul ly ing  incident / s .  

 

1 .  

 

 

   

 

2 .  

 

 

   

 

 

S c ho o l  D i s t r i c t s  a r e  r eq u i r e d  b y  Fe de ra l  L a w a nd  K . S . A.  7 2 -6 3 11  t o  p r o t ec t  t he  

p r i vac y  r i gh t s  o f  s t ud en t s  un de r  t he  a ge  o f  18 .  

 

S i gne d :_ __ __ __ __ ___ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ __  

          Ad mi n i s t r a t o r  o r  o the r  s ch oo l  e mp l o yee  

 

c / su pe r in t en den t ,  US D _ __ ;  c / s t u de n t ’ s  f i l e / e mp lo yee ’ s  f i l e  a s  a l l o we d  b y  

a pp l i ca b l e  n e go t i a t ed  l an gua ge  
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TAB LE OF  CO NTENTS  

D - -F I S CAL M ANAGEM ENT  

DA ................................. Goals and Objectives 

DB ................................. Budget Planning 

DC ................................. Annual Operating Budget 

  Budget Forms 

  Priorities 

  Deadlines and Schedules 

  Encumbrances 

  Recommendations  

  Preliminary Adoption Procedures 

  Hearings and Reviews 

  Budget Transparency 

  Management of District Assets/Accounts 

DE ................................. Fraud Prevention and Investigation 

 Reporting Fraud 

 Whistleblowers 

DFAA ........................... Grants and other Outside Financial Resources 

DFAB ............................ Standard of Conduct for Federally Funded Contracts 

DFAC ........................... Federal Fiscal Compliance 

 Time and Effort Reporting by Employees 

 Recordkeeping 

 Subrecipient Monitoring 

 Compliance Violations 

DFE .............................. Investment of Funds 

  Posting Securities 

  Distribution of Monies for Investment shall be as follows: 

DFG .............................. Fees, Payments and Rentals (See KG) 

DFK .............................. Gifts and Bequests 

DFM ............................. Equipment and Supplies Sales (See KK) 

DH ................................ Bonded Employees 

DIC ............................... Inventories 

DJB ............................... Petty Cash Accounts 
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DJE ............................... Purchasing  

  Purchasing Authority 

DJEB ............................ Quality Control 

  Specifications 

  Standardization 

  Quantity Purchasing 

DJED ............................ Bids and Quotations Requirements 

  Bid Specifications 

  Procedure 

  Responsible Bidder 

  Withdrawal of Bids 

  Rejection of Bids 

  Multi-State Purchasing Pools 

DJEE ............................ Local Purchasing  

DJEF ............................ Requisitions 

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

DJEJ ............................. Payment Procedures (See DJEG and DJFAB) 

DJFA ............................ Purchasing Authority 

DJFAB .......................... Administrative Leeway (See CMA, DJEG, and DJEJ) 

DK ................................ Student Activity Fund Management (See JGHB, JH and JL) 

  Activity Fund Management 

  Activity Fund Deposits 

  Inactive Activity Funds 

    Resolution to Establish Activity Fund 

 

DP ................................. Collection Procedures (See EE and JS) 

 Unpaid Fees and Negative Account Balances 

 Insufficient Funds Checks 

 Option 1 

 Option 2 
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TAB LE OF  CO NTENTS  

G- -P ERSO NNEL  

GA ................................ Personnel Policy Organization 

GAA .............................. Goals and Objectives (See BDA, CM, CMA and JA) 

GAAA ........................... Equal Opportunity and Non-Discrimination 

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

GAAC ........................... Sexual Harassment (See GAF and JGEC) 

GAACA ........................ Racial and Disability Harassment; Employees (See GAF, JGECA and KN) 

GAAD ........................... Child Abuse (See JCAC, and JGEC) 

  DCF or Law Enforcement Access to Students on School Premises 

  Cooperation between School and Agencies 

  Reporting Procedure 

GAAE ........................... Bullying by Staff (See EBC, GAAB, JDD and JDDC) 

  Cyber Bullying 

GAAF……………….. Emergency Safety Interventions (See GAO, JRB, JQ, and KN) 

  Definitions 

  Prohibited Types of Restraint 

  Use of Emergency Safety Interventions 

  ESI Restrictions 

  Use of Seclusion 

  Training 

  Notification and Documentation 

  Law Enforcement, School Resource, and Campus Security Officers 

  Documentation of ESI Incidents 

  Reporting Data 

  Parent Right to Meeting on ESI Use 

  Local Dispute Resolution Process 

GACA ........................... Positions (See CD and GACB) 

GACB ........................... Job Descriptions (See CD and GACA) 

GACC ........................... Recruitment and Hiring 

  Recruitment 

  Hiring 

  Hiring Sequence 
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GACCA ........................ Nepotism 

GACD ........................... Employment Eligibility Verification (Form I-9) (See GAK) 

GACE ........................... Assignment and Transfer 

GAD .............................. Employee Development Opportunities 

GAE .............................. Complaints 

GAF .............................. Staff-Student Relations (See GAAC, GAACA, JGEC, JGECA and KN) 

GAG ............................. Conflict of Interest 

GAH ............................. Participation in Community Activities 

GAHB ........................... Political Activities  

 Holding Public Office 

 Political Activity in the Schools 

GAI ............................... Solicitations (See KDC) 

GAJ .............................. Gifts (See JL and KH) 

  Gifts to Staff Members 

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

  Requests for References 

  Immunity Provided 

  Prohibition on Aiding and Abetting Sexual Abuse 

GAL .............................. Salary Deductions  (FLSA) (See GAOF) 

GAM ............................. Personal Appearance 

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

GANA.......................... Expense Reimbursement and Credit Cards (See CEF and GAN) 

GAO ............................. Maintaining Proper Control (See JGFB) 

GAOA .......................... Drug Free Workplace (See LDD) 

 Alternative I 

 Alternative II 

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

  Employee Conduct 

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

GAOD .......................... Drug and Alcohol Testing  

GAOE ........................... Workers Compensation 

 Testing 

 Choice of Physician 

GAOF ........................... Salary Deductions (See GAL) 
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GAR .............................. Communicable Diseases 

GARA ........................... Bloodborne Pathogen Exposure Control Plan 

GARI ............................ Family and Medical Leave 

GARID ......................... Military Leave 

GAT .............................. Staff Use of Communication Devices 

 Definitions 

 General Use 

 Use in Vehicles 

 Use of District-Provided Communication 

 Devices 

 Personal Use of District-Provided 

 Communication Devices 

 Staff Bring Your Own Device Policy 

GBH .............................. Supervision 

GBI ............................... Evaluation (See GAK) 

  Availability of Evaluation Documents 

  Evaluation Criteria 

GBK .............................. Suspension 

GBN .............................. Nonrenewal and Termination 

GBO .............................. Resignation 

  Option 1 

  Option 2 

  Exit Interviews 

GBQA ........................... Reduction of Teaching Staff 

GBR .............................. Working Schedule (See JGFB) 

  Work Schedules 

  Attendance Required 

GBRC ........................... Professional Development (See GAN and GBRH) 

GBRD ........................... Staff Meetings 

GBRE ........................... Additional Duty 

GBRF ........................... Student and Parent Conferences 

GBRG ........................... Non-School Employment 

GBRGA ........................ Consulting 

GBRGB ........................ Tutoring for Pay 
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GBRH ...........................  Leaves and Absences (See GBRC) 

  Paid Leave 

  Unpaid Leave 

  Jury Leave 

GBRIBA ....................... Disability Leave 

GBRJ ............................ Substitute Teaching 

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

GCA .............................. Compensation and Work Assignments (See GAN) 

  Work Assignments 

  Attendance Required 

  Workweek 

  Classification of Employees 

  Overtime 

  Compensation for Out-of-Town/Overnight Trips 

GCI ............................... Classified Employee Evaluation (See GAK) 

GCIA ............................ Evaluation of Coaches and Sponsors 

GCK ............................. Suspension 

GCRF ........................... Non-School Employment 

GCRG .......................... Leaves and Absences  

  Paid Leave 

  Unpaid Leave 

  Jury Leave 

GCRH .......................... Vacations 

GCRI ............................ Paid Holidays 
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TAB LE OF  CO NTENTS  

J - - STUDENTS  

JA .................................. Goals and Objectives (See BDA, CM, CMA, GAA and JCDA) 

JB .................................. Attendance Records (See JBC, JBD and JBE) 

JBC ............................... Enrollment (See IIBGB, JBCA, JBCB, and JQKA) 

  Resident Students 

  Non-resident Students 

  Non-Resident Students-Continued Education 

  Enrollment Restriction 

  Enrollment Procedures 

  Part-time Students 

  Identification of Students 

  Enrollment Information 

  Assignment to a School Building, Grade Level or Classes 

  Transferring Credit 

  Transfers from Non-Accredited Schools 

JBCA ............................ Homeless Students (See EDAA and JBC) 

  Coordinator 

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

 Point of Contact 

JBD ............................... Absences and Excuses (See AEB, IHEA, JBE and JDD)  

  Excused/Unexcused Absences 

  Significant Part of a School Day 

  Make-Up Work 

JBE ............................... Truancy (See AEB, IDCE, JBD, and JQ) 

  Waiver of Compulsory Attendance Requirements 

   Involvement of Law Enforcement 

  Reporting to Parents 

  Dual Enrollment Students 

JBH ............................... Release of a Student during the School Day (See EBB and EBBD) 

JCAB ............................ Searches of Property (See JCABB) 

  Search of Lockers 

  Searches of Property 
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JCABB ......................... Searches of Students (See JCAB and JCAC) 

JCAC ............................ Interrogation and Investigations  

  (See EBC, GAAD, JCABB, JCEC and JHCAA) 

  Coordination with Law Enforcement 

  Notification of Investigations Conducted by Law Enforcement Officers 

Child Abuse and Identity Investigations Conducted by Law Enforcement 

Officers 

  Law Enforcement Initiated Investigations at School 

  Taking Students into Custody 

  Disturbance of School Environment 

  Definition 

JCDA ............................ Student Conduct (See AEB, IIBG, JA, JCHAA and JHBAA) 

JCDAA ......................... Tobacco and Nicotine Delivery Devices (See GAOC) 

JCDB ............................ Dress Code 

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

  Weapons and Destructive Devices 

  Penalties for Weapon Violations 

JCE ............................... Complaints (See JDDC and KN) 

  Complaints about Discrimination 

  Complaints about School Rules 

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

JDA ............................... Corporal Punishment 

JDB ............................... Detention 

JDC ............................... Probation (See JCDBB and JDD) 

JDD ............................... Suspension and Expulsion Procedures  

 (See AEB, EBC, IHEA, JBD, JCDA, JCDBB, JDC, JDDB, JDDC and JHCAA) 

  Reasons for Suspension or Expulsion 

  Short-term Suspension 

  Long-term Suspension or Expulsion 

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

  Expelled 

  Student Rights during a Long-Term Suspension/Expulsion Hearing 

  Appeal to the Board 

JDDA ............................ Drug Free Schools (See GAOB and LDD) 
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  Student Conduct 

  Insert Local Sanctions Here 

JDDB ............................ Reporting to Law Enforcement (See EBC and JDD) 

JDDC ............................ Bullying (See EBC, GAAB, JCE, JDD, JGEC, JGECA and KGC) 

  Cyber Bullying 

JF .................................. Academic Achievement (See II and JR et seq.) 

  Reporting 

  Report Cards 

JFA ............................... Peer Grading of Assignments 

  Option I – Peer Grading Prohibited 

  Option II – Limited Peer Grading Allowed 

JFB ............................... Promotion and Retention 

JFC ............................... Graduation Exercises 

JFCA ............................ Early Graduation (See IHF) 

JGA .............................. Student Insurance Program  

JGC .............................. Health Assessments and Physicals (See JGCB) 

JGCA ............................ Local Wellness  

 Wellness Committee 

 Recordkeeping 

JGCB ............................ Inoculations (See JGC) 

JGCBA ......................... Automated External Defibrillators 

JGCC ............................ Communicable Diseases 

JGCD ............................ Health Screenings 

 Vision Screenings 

 Hearing Screening 

 Dental Screenings 

 Selected Screenings 

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

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

JGECA ......................... Racial and Disability Harassment (See GAACA, GAAD, GAF, JDDC and KN) 

JGFB ............................ Supervision of Students (See GAO, GBR and JH) 

JGFF ............................ Student Transportation Regulation 

JGFG ............................ Student Accidents 

  Records 
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JGFGB ......................... Supervision of Medications (See JGFGBA) 

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

  Student Eligibility 

  Authorization Required 

  Employee Immunity 

  Waiver of Liability 

  Additional Requirements 

JGFGBB ...................... Accommodating Students with Diabetes 

JGG .............................. Transportation (See ED and EDDA) 

JGGA ........................... Use of Video Cameras (See CN and JR et seq.) 

JGH .............................. School Food Service Programs  

  Free or Reduced Price Meals 

  Contracts with Other Agencies 

JGHB ............................ Vending Machines and Other Automated Play Machines (See DK and JGCA) 

JH ................................. Student Activities (See DK, JGFB, JM and KG) 

  Eligibility for Activities 

  Adding or Eliminating Activities 

  Activity Fund Management 

JHC .............................. Student Organizations 

  Student Clubs 

  Non-School Sponsored Student Clubs 

  Student Government  

JHCA ............................ Student Publications (See KI) 

  School-Sponsored Student Publications 

  Non-School Sponsored Student Publications 

  Advertisements 

JHCAA ......................... Gang Activity (See JCAC, JCDA, JCDBB and JDD) 

JI ................................... Community Activities 

JJ .................................. Employment of Students (See IDAA) 

  In-School Employment 

  Outside Employment 

  Vocational or Other Work Experience 

JK ................................. Solicitations (See KI) 

JL .................................. Gifts (See DK, GAJ and KH) 
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  Student Gifts to Staff Members 

  Faculty Gifts to Students 

  Student Organization Gifts to the School 

JM ................................. Contests for Students (See JH) 

JN .................................. Awards  

JQ ................................. Exceptional Students (See IDCE and JBE) 

  Concurrent Enrollment 

JQA .............................. Temporarily Disabled Students (See IDACB and JGFGBA) 

JQE ............................... Alternative Arrangements for Nontraditional Students 

JQI  ............................... Adult Students 

JQKA ........................... Foreign Exchange Students (See JBC) 

JQL ............................... Hearing Procedures for Exceptional Students 

JQLA ............................ Class-size/Caseload Limits for Exceptional Students 

JR .................................. Student Records  

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

JRA ............................... Types of Records  

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

  Permanent Student Records 

  Administrative records 

  Supplementary records 

  Tentative records 

JRB ............................... Release of Student Records  

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

  Directory Information 

  Forwarding Pupil Records 

JRC ............................... Disposition of Records  

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

JRD ............................... Hearing Request  

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

JS .................................. Student Fees and Charges 

  Credit Card Payments 

  Fee Schedules 

  Debt Collection 

  Forwarding Pupil Records 

 

 


