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GA Personnel Policy Organization            GA 

 These policies are arranged in the following matter: 

o GA policies apply to all employees. 

o GB policies apply to teachers and other licensed staff covered by the 

negotiated agreement. 

o GC policies apply to classified/non-licensed staff. 

 

Approved: November 1998 

 

 

 

GAA Goals and Objectives  (See BDA, CM, and JA) GAA 

  The goal  of  the personnel  pol ic ies set forth in this pol icy 

section is to create the best  possible  educat ional  c l imate for the 

students  of  the school  distr ict .   To this  end,  these person nel 

pol ic ies are designed to prevent misunderstanding by the 

distr ict ’s personnel  o f  their  duties,  responsibi l i t ies ,  and 

privi leges.    

 Al l  employees shal l  fo l low al l  appl icable board pol ic ies,  

rules,  regulat ions,  and supervisory direct ives.  

 Al l  personnel  handbooks shal l  be approved by the board 

and adopted,  by reference, as a part  o f  these pol ic ies and rules.  

 

Approved:   October 2022 

KASB Recommendat i on  –  2/98 ;  4/07;  12/13;  6/19 ;  6/22  

 

 

Equal Employment Opportunity and Nondiscrimination  GAAA 

 The  board  shal l  h i re  a l l  employees  on  the  bas i s  o f  ab i l i t y  and  the  

dis t r i c t ’ s  needs .  

 The  d i s t r i c t  i s  an  equa l  oppor tun i t y  employer  and  shal l  no t  

d i sc r iminate  in  i t s  employment  pract i ces  and  po l i c i es  w i th  r espec t  t o  



h i r ing ,  compensat ion ,  t erms ,  cond i t i ons ,  o r  pr iv i l eges  o f  employment  

because  o f  an  ind iv idua l ’ s  r ace ,  co l or ,  na t i onal  or i g in ,  r e l i g i on ,  sex ,  age ,  

disab i l i t y ,  o r  gene t ic  in f ormat i on .   D i sc r iminat i on  on any  o f  these  

charact e r i s t i cs  w i l l  no t  be  t o l era t ed.   The  d i s t r i c t  w i l l  make  r easonab le  

accommodat i ons  t o  app l i cants  and  employees  who need  them f or  med ica l  

o r  r e l i g i ous  r easons ,  as  r equ i r ed by  l aw .  

 I nqu ir i es  r egard ing  compl iance  may be  d i r ect ed  t o  ( pos i t ion ,  

address ,  phone number  o f  the  d i s t r i c t  compl iance  coord ina tor )  or  t o :  

Equa l  Employment  Oppor tun i t y  Com miss ion  

Gateway Tower  I I  

400  S ta t e  Ave . ,  Su i t e  905  

Kansas  C i t y ,  KS 66101  

(913 )  551-5655  

kansasc i t y intake@eeoc . gov  

 

o r  

 

Kansas  Human R igh ts  Commiss ion  

900  SW Jackson,  Su i t e  568 -S  

Topeka ,  KS   66612 -1258  

(785 )  296-3206  

khrc@ks . gov  

 

o r  

 

Un i t ed  Stat es  Depar tmen t  o f  Educat i on  

Of f i ce  f o r  C iv i l  R i gh ts  

One  Pe t t i coa t  Lane  

1010 Wa lnut  S t r eet ,  Su i t e  320  

Kansas  C i t y ,  Missour i  64106  

(816 )  268-0550  

OCR.KansasCi t y@ed.gov  

GAAA  Equa l  Employment  Oppor tun i t y  and Nond isc r iminat i on  GAAA-2  

 

 

Approved :   Oc tober  2019  

KASB Recommendat i on  -  2/98;  8/98;  6/06;  4/07;  12/15;  6/19  
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GAAB Compla ints  o f  D iscr iminat ion   GAAB  

 (See  GAAC,  GAACA,  JDDC,  JGEC,  JGECA,  KN,  and KNA)  

 The  d i s t r i c t  i s  commi t t ed  t o  ma in ta in ing  a  work ing  and learn ing  

env i r onment  f r ee  f rom d i sc r iminat i on ,  insu l t ,  in t imida t i on  or  harassment  

due  t o  race ,  co l or ,  na t i onal  or i g in ,  r e l i g i on ,  sex ,  age ,  genet i c  in f ormat i on ,  

o r  d i sab i l i t y .  Except  as  o therw ise  prov id ed  in  th i s  po l i cy  and  board  

po l i c i es  GAAC,  JGEC,  and KNA,  any  inc iden t  o f  d i sc r iminat i on  in  any  f o rm 

sha l l  prompt ly  be  repor t ed  t o  an employee ’ s  immediat e  superv i sor ,  the  

bui ld ing  pr inc ipa l ,  o r  the  d i s t r i c t  compl iance  coord ina tor  f or  invest i gat i on  

and corr ec t iv e  act ion  by  the  bu i ld ing  or  d i s t r i c t  compl iance  o f f i c er .   Any  

employee  who engages  in  d i scr iminatory  conduct  sha l l  be  sub jec t  t o  

d i sc ip l inary  ac t i on ,  up  t o  and  inc lud ing  t e rminat i on .  

 D i sc r iminat i on  aga ins t  any  ind iv idua l  on  the  bas i s  o f  r ace ,  co l or ,  

na t i onal  or i g in ,  sex,  d i sab i l i t y ,  age ,  gene t i c  in f ormat i on ,  o r  r e l i g i on  in  the  

admiss ion  t o ,  access  t o ,  t r ea tment ,  or  employment  in  the  d i s t r i c t ’ s  

programs and act iv i t i es  i s  proh ib i t ed.   ( Pos i t i on ,  address ,  ema i l  address ,  

phone  number  o f  the  d i s t r i c t  compl iance  coord inator )  has  been  des ignated  

t o  coord inat e  compl iance  w i th  nond iscr iminat i on  r equ ir ements  con ta ined  

in  T i t l e  VI  and  T i t l e  VI I  o f  the  C iv i l  R igh ts  Ac t  o f  1964,  except  

d i sc r iminat i on  on the  bas i s  o f  sex ,  Sec t i on  504  o f  the  Rehab i l i t a t i on  Act  

o f  1973,  and The  Amer i cans wi th  D isab i l i t i e s  Act  o f  199 0,  the  Age  

D isc r iminat i on  Act  o f  1975,  the  Persona l  Respons ib i l i t y  Work  Oppor tun i t y  

Reconc i l i a t i on  Ac t  o f  1996,  and the  Food  S tamp Act  o f  1977,  as  amended .  

 Compla in t s  r egard ing  a l l eged d i sc r iminat i on  on the  bas i s  o f  sex ,  

as  proh ib i t ed  by  T i t l e  IX  o f  the  Educat i on  Amendments  o f  1972 and o ther  

f edera l  and s tat e  l aws  r egu lat ing  such d i sc r iminat i on  and d i sc r iminatory  

harassment ,  sha l l  be  hand led  in  accordance  w i th  the  procedures  out l ined  

in  board po l i c i es  GAAC a nd JGEC an sha l l  be  d i r ec t ed t o  the  T i t l e  IX  

Coord ina tor  a t  ( Pos i t i on  or  name,  address ,  emai l  address ,  and  phone 

number  o f  T i t l e  IX  Coord ina tor ) .  More  in f ormat i on  may  be  obta ined on  

d i sc r iminat i on  on the  bas i s  o f  sex  by  con tac t ing  the  T i t l e  IX  Coord inator .  

 Compla in t s  a l l eg ing  d i scr iminat i on  in  ch i ld  nut r i t i on  prog rams 

o f f er ed  by  the  d i s t r i c t  sha l l  be  hand led  in  accordance  w i th  the  procedures  

out l ines  in  board  po l i cy  KNA,  and  more  in f ormat i on  may be  obta ined  on 

procedures  f or  such  compla int  by  contac t ing  th e  d i s t r i c t  compl iance  

coord ina tor .   



 Compla in t s  o f  d i scr iminat i on  should  be  addressed  t o  an 

employee ’ s  superv isor  o r  t o  the  bu i ld ing  pr inc ipa l  or  the  compl iance  

coord ina tor .   Compla int s  aga inst  the  super in t endent  should  be  addressed  

t o  the  board  o f  educat i on .  

 Un less  o therwise  prov ided  here in ,  compla in t s  o f  d i scr iminat i on  

wi l l  be  r eso lv ed  us ing  the  d i s t r i c t ’ s  d isc r iminat i on  compla in t  procedures  

i n  po l i cy  KN.  

 The  d i s t r i c t  proh ib i t s  r e ta l i a t i on  or  d i sc r iminat i on  aga inst  any  

person  f o r  oppos ing  d i scr iminat i on ,  inc lud ing  harassment ;  f o r  

par t i c ipa t ing  in  the  compla int  process ;  o r  making  a  compla in t ,  t es t i f y ing ,  

ass i s t ing ,  or  par t i c ipa t ing  in  any  inves t i gat i on ,  proceed ing ,  o r  hear ing .  

Approved :   Oc tober  2019  
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Nondiscrimination (Handbook Language) 

 The district shall maintain a learning environment free from discrimination, 

insult, intimidation, or harassment due to race, color, religion, sex, age, national 

origin, or disability. 

 Any incident of discrimination in any form shall promptly be reported to a 

teacher, the principal or other appropriate school official for investigation and 

corrective action by the compliance officer. 

 Any student who engages in discrimination may be reprimanded and counseled 

to refrain from such conduct.  Any student who continues to engage in discriminatory 

conduct shall be disciplined.  Any student who engages in discriminatory behavior 

may be disciplined in a matter deemed appropriate by the administration, up to and 

including suspension or expulsion from school. 

 

Student Privacy Rights 

 

District employees may have ongoing opportunities to access confidential information 

or records that are required to be kept confidential.  Much of the student information 

processed by district employees is confidential, and state and federal law limits its 

release; for example, driver record and vehicle registration information, confidential 

student records, criminal history background check information, information obtained 

pursuant to Social and Rehabilitation Services (SRS) interventions, social security 

number information, and professional misconduct background checks. 

 

Employees are prohibited from divulging information contained in the student records 

and files of the district, except to other, authorized employees who may need such 

information for an educational purpose in connection with their duties and to 

authorized persons or agencies only in accordance with law, district policies, and 

administrative rules. 

 

If an employee is approached to provide information inappropriately, the employee 

must refuse to release the requested information unless authorized by his/her 

supervisor or otherwise be required to release the information under law or court 
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order.  In all cases, the employee’s immediate supervisor shall immediately be 

informed, of any requests. 

 

Any employee who inappropriately releases information, or uses confidential 

information obtained in the course of his/her employment with the district will be 

disciplined in accordance with board policies, the negotiated agreement, and district 

procedures.  Disciplinary action may include penalties, up to, and including, 

termination. 

Proposed Handbook Language 

 

 

GAAC Sexual Harassment  (See  GAF and JGEC)  GAAC 

 The board of education is committed to providing a positive and productive 

working and learning environment, free from discrimination on the basis of sex, 

including sexual harassment. The district does not discriminate on the basis of sex in 

admissions, employment, or the educational programs or activities it operates and is 

prohibited by Title IX from engaging in such discrimination. Discrimination on the 

basis of sex, including sexual harassment, will not be tolerated in the school district.  

Discrimination on the basis of sex of employees or students of the district in any 

district education program or activity is strictly prohibited. 

 

 Sexual harassment is unlawful discrimination on the basis of sex under Title IX 

of the Education Amendments of 1972, Title VII of the Civil Rights Act of 1964, and 

the Kansas Act Against Discrimination.  All forms of sexual harassment are prohibited 

at school, on school property, and at all school-sponsored activities, programs, or 

events within the United States.   

 It shall be a violation for any employee to discourage a student or another 

employee from filing a complaint, or to fail to investigate or refer for investigation, any 

complaint lodged under the provisions of this policy.  Violation of this policy by any 

employee shall result in disciplinary action, up to and including termination. 

 

 Sexual harassment shall include conduct on the basis of sex (1) A district 

employee conditioning the provision of an aid, benefit, or service of the district on an 



©KASB. This material may be reproduced for use in USD 412.  It may not be reproduced, either in whole or in part, in any form whatsoever, to 
be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 

individual’s participation in unwelcomed sexual conduct; (2) unwelcomed conduct 

determined by a reasonable person to be so severe, pervasive, and objectively offensive 

that it effectively denies a person equal access to the district’s educational program or 

activity; or (3) sexual assault, dating violence, domestic violence, or stalking. 

 

 Sexual harassment may result from verbal or physical conduct or written or 

graphic material.  Sexual harassment may include, but is not limited to:  verbal 

harassment or abuse of a sexual nature; pressure for sexual activity; repeated 

remarks to a person, with sexual or demeaning implication; unwelcome touching; or 

suggesting or demanding sexual involvement accompanied by implied or explicit 

threats concerning an employee’s job status. 

 

 The district encourages all victims of sexual harassment and persons with 

knowledge of such harassment to report the harassment immediately.  Complaints of 

sexual harassment will be promptly investigated and resolved. Any person may make a 

verbal or written report of sex discrimination by any means and at any time. 

(Position or name, address, email address, and phone number of the Title IX 

Coordinator) has been designated to coordinate compliance with nondiscrimination 

requirements contained in Title IX of the Education Amendments of 1972, Title VII of 

the Civil Rights Act of 1964 regarding discrimination on the basis of sex, and the 

Kansas Act Against Discrimination. Information concerning the provisions of these 

Acts, and the rights provided thereunder, are available from the Title IX Coordinator. 

Inquiries about the application of Title IX to the district may be referred to the Title IX 

Coordinator; to the Assistant Secretary for Civil Rights at the U.S. Department of 

Education, Office of Civil Rights, 400 Maryland Avenue, SW, Washington D.C. 20202-

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

 

  Response to Harassment Complaints 

 The district takes all reports of sexual harassment seriously and will respond 

meaningfully to every report of discrimination based on sex, including sexual 

harassment, of which the district has actual knowledge. Employees who believe they 

have been subjected to sexual harassment should discuss the problem with their 

immediate supervisor.  If an employee’s immediate supervisor is the alleged harasser, 
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the employee should discuss the problem with the building administrator or the Title 

IX Coordinator. All employees receiving reports of alleged sexual harassment shall 

notify the Title IX Coordinator. 

 

  Definitions 

 The following definitions apply to the district in responding to complaints of 

sexual discrimination including sexual harassment as defined by Title IX of the 

Education Amendments of 1972, Title VII of the Civil Rights Act of 1964, and the 

Kansas Act Against Discrimination. 

 

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

that could constitute sexual harassment. 

 

 “Dating violence” means violence committed by a person who is or has been in a 

social relationship of a romantic or intimate nature with the victim where the 

existence of such a relationship shall be determined based on a consideration of the 

length of the relationship, the type of relationship, and the frequency of interaction 

between the persons involved. 

 

 The “decision-maker” reviews all the evidence and prepares an impartial written 

responsibility determination as to whether the alleged conduct occurred and provides 

an opportunity for the parties and their representatives to prepare written questions to 

be answered by the other party. The Decision-maker shall not be the Title IX 

Coordinator or investigator. 

 

 “Domestic violence” includes crimes of violence committed by a person who is a 

current or former spouse, partner, person with whom the victim shares a child, or who 

is or has cohabited with the victim as a spouse or partner, by a person similarly 

situated to a spouse of the victim under Kansas or applicable federal law, or by any 

other person against an adult or youth victim having protection from such person’s 

acts by Kansas or applicable federal law. 
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 A “formal complaint” means a document filed by a complainant or signed by the 

Title IX Coordinator alleging sexual harassment against a respondent and requesting 

that the district investigate the allegation of sexual harassment. 

 

 The “investigator” is the person who carries out the investigation after the 

formal complaint is file d and conducts interviews of the witnesses, collects and 

documents evidence, and drafts an investigative report. 

 

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

conduct that could constitute sexual harassment. 

 

 “Sexual assault” means an offense classified as a forcible or nonforcible sex 

offense under the uniform crime reporting system of the Federal Bureau of 

Investigation. 

 

 “Stalking” means engaging in a course of conduct directed at a specific person 

that would cause a reasonable person to fear for his or her safety or the safety of 

others or to suffer substantial emotional distress. 

 

 The “Title IX Coordinator” is the individual designated at the district level who 

has responsibility to coordinate compliance with Title IX of the Education 

Amendments of 1972, Title VII of the Civil Rights Act of 1964 regarding discrimination 

on the basis of sex, and the Kansas Act Against Discrimination. The Title IX 

Coordinator’ s responsibilities include, but are not limited to: developing materials and 

ensuring professional development occurs for staff involved in Title IX compliance, 

creating systems to centralize records, gathering relevant data, contacting the 

complainant (and/or parents or guardians, if applicable) once the district has actual 

knowledge of alleged sexual harassment, coordinating the implementation of 

supportive measures, signing a formal complaint to initiate a grievance process, and 

ensuring any remedies are implemented. 

 The Title IX Coordinator, any investigator, decision -maker, or any person who 

facilitates an informal resolution process shall not have a conflict of interest or bias for 

or against the complainant or respondent. These individuals shall receive training on 
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the definition of sexual harassment; the scope of the education program and activities; 

how to conduct an investigation, including appeals and informal resolution processes; 

and how to serve impartially, including avoiding prejudgment of the facts, conflicts of 

interest, and bias. Decision-makers shall receive training on issues of relevance of 

questions and evidence, including when questions and evidence about the 

complainant’s sexual predisposition or prior sexual behavior are not relevant. 

Investigators shall receive training on issues of relevance of questions and evidence in 

order for them to create investigative reports that fairly summarize relevant evidence. 

 

 Any employee who witnesses an act of sexual harassment or receives a 

complaint of harassment from another employee or a student shall report the 

complaint to their immediate supervisor, building administrator, or Title IX 

Coordinator. Employees who fail to report complaints or incidents of sexual 

harassment to appropriate district officials may face disciplinary action. District 

officials who fail to investigate and take appropriate corrective action in response to 

complaints of sexual harassment may also f ace disciplinary action. 

 

 Complaints received will be investigated to determine whether, under the 

totality of the circumstances, the alleged behavior constitutes sexual harassment 

under the definition outlined above.  Unacceptable conduct may or may not constitute 

sexual harassment, depending on the nature of the conduct and its severity, 

pervasiveness and persistence.  Behaviors which are unacceptable but do not 

constitute harassment may also result in employee discipline.   

 

 If discrimination or harassment has occurred, the district will take prompt, 

remedial action to stop it and prevent its reoccurrence.   

 

 The Title IX Coordinator shall promptly respond in a meaningful way to any 

reports of sexual discrimination including sexual harassment of which the district has 

actual knowledge as follows: 

 • Contact the complainant within 10 business days and discuss the availability 

of supportive measures, with or without the filing of a formal complaint, and 

consider the complainant’s wishes as to supportive measures; and 
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 • Inform the complainant of the right to a formal complaint investigation 

consistent with Title IX and the informal resolution process.  

 

  Supportive Measures 

 The district will treat the complainant and respondent equitably by offering 

supportive measures. These non-disciplinary and non -punitive measures will be 

offered as appropriate, as reasonably available, and without cost to the complainant or 

the respondent. Supportive measures are designed to restore or preserve equal access 

to the education program or activity without unreasonably burdening the other party. 

“Supportive Measures” shall include, but not be limited to, measures designed to 

protect the safety of all parties, to protect the district’s educational environment, or to 

deter sexual harassment. These measures may include counseling, extensions of 

deadlines or course -related adjustments, modifications of work or class schedules, 

escort services, mutual restrictions on contact between the parties, changes in work 

locations, leaves of absence, increased security and monitoring, and other similar 

measures. The Title IX Coordinator is responsible for coordinating the effective 

implementation of supportive measures.  

 

  The Formal Complaint  

 No investigation of alleged sexual harassment may occur until after a formal 

complaint has been filed. A formal complaint is a document filed by the complainant 

or signed by the Title IX Coordinator alleging sexual harassment and requesting an. 

The procedures for filing a formal complaint are as follows: 

• At the time of filing a formal complaint, a complainant must be participating 

in or attempting to participate in the education program or activity of the 

district concerning which the formal complaint is filed.  

• A formal complaint should be filed in writing and contain the name and 

address of the person filing the complaint. The complaint should briefly 

describe the alleged violation. Filing of the complaint with the Title IX 

Coordinator may be done in person, by mail, or by email. If an individual 

does not wish to file a written complaint, and the matter has not been 

adequately resolved, the Title IX Coordinator may initiate the complaint. 
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Forms for filing written complaints are available in each school building office 

and the central office.  

• A complaint should be filed as soon as possible after the conduct occurs, but 

not later than 180 calendar days after the complainant becomes aware of the 

alleged violation, unless the conduct forming the basis for the complaint is 

ongoing.  

• An investigation shall follow the filing of the complaint. If the complaint is 

against the superintendent, the board shall appoint an investigating officer. 

In other instances, the investigation shall be conducted by a qualified 

individual designated by the Title IX Coordinator or another individual 

appointed by the board. The investigation shall be thorough. All interested 

persons, including the complainant and the respondent, will be afforded an 

opportunity to submit written or oral evidence relevant to the complaint.  

 

  Formal Complaint Notice Requirements  

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

known parties including:  

• Notice of the allegations of sexual harassment including sufficient details to 

prepare a response before any initial interview including: 

o the identities of the parties involved, if known;  

o the conduct allegedly constituting sexual harassment; and 

o the date and location of the alleged incident, if known.  

• The district’s investigation procedures, including any informal resolution 

process; 

• A statement that the respondent is presumed not responsible for the alleged 

conduct and that a determination regarding responsibility will be made by 

the decision -maker at the conclusion of the investigation;  

• Notice to the parties they may have an advisor of their choice and may 

inspect and review any evidence; and  

• Notice to the parties of any provision in the district’s code of conduct or 

policy that prohibits knowingly making false statements or knowingly 

submitting false information.  
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 If, in the course of an investigation, the investigator decides to investigate 

allegations about the complainant or respondent that are not included in the notice 

initially provided, notice of the additional allegations shall be provided to known 

parties.  

  Formal Complaint Investigation Procedures  

 To ensure a complete and thorough investigation and to protect the parties, the 

investigator shall:  

• Ensure that the preponderance of the evidence burden of proof and the 

burden of gathering evidence sufficient to reach a determination regarding 

responsibility rests on the district and not the parties;  

• Provide an equal opportunity for the parties to present witness es and 

evidence;  

• Not restrict either party’s ability to discuss the allegations under investigation 

or to gather and present relevant evidence;  

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

• Provide written notice of the date, time, location, participants, and purpose of 

any interview, meeting, or hearing at which a party is expected to participate; 

• Provide the parties equal access to review all the evidence collected which is 

directly related to the allegations raised in a formal complaint, including the 

investigative report, and the opportunity to respond to that evidence before a 

determination is made;  

• Be impartial and objectively evaluate all relevant evidence without relying on 

sex stereotypes;  

• Not have conflicts of interest or bias for or against complainants or 

respondent;  

• Not make credibility determinations based on the individual’s status as 

complainant, respondent, or witness.  

  Formal Complaint Investigation Report  

 The investigator shall prepare an investigative report that fairly summarizes 

relevant evidence and share the report with the parties and their advisors for review 

and response.  
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 Before completing the investigative report, the investigator must send each 

party and their advisors the investigative report for review and allow the parties 10 

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

  Decision-Maker’s Determination  

 Upon receiving the investigator’s report, the decision -maker must make a 

determination regarding responsibility and afford each party the opportunity to 

submit, relevant questions that the parties want asked of any party or witness, provide 

each party with the answers, and allow for additional, limited follow-up questions. 

 

 The decision -maker must issue a written determination regarding 

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

determination shall:  

• Identify the allegations potentially constituting sexual harassment;  

• Describe the procedural steps taken, including and any notifications to the 

parties, site visits, methods used to gather evidence, and interviews;  

• Include the findings of fact supporting the determination;  

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

• A statement of, and rational for, the result as to each allegation, including a 

determination regarding responsibility; and 

• The procedures and permissible bases for the complainant and/or respondent 

to appeal the determination.  

 

 The written determination may, but is not required tom recommend disciplinary 

sanctions and any remedies designed to preserve access to the educational program or 

activity that may be provided by the district to the complainant. A copy of the written 

determination shall be provided to both parties simultaneously.  

 

 The range of disciplinary sanctions and remedies may include, but may not be 

limited to, supportive measures, short term suspension, long term suspension, 

expulsion for students, and/or termination for employees. Complainants and 

respondents shall be treated equitably by providing remedies to a complainant where a 

determination of responsibility for sexual harassment has been made. The Title IX 

Coordinator is responsible for the effective implementation of any remedies. If the 



©KASB. This material may be reproduced for use in USD 412.  It may not be reproduced, either in whole or in part, in any form whatsoever, to 
be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 

investigation results in a recommendation that a student be suspended or expelled, 

procedures outlined in board policy and state law governing student suspension and 

expulsion will be followed.  

  

 If the investigation results in a recommendation that an employee be suspended 

with or without pay or terminated, procedures outlined in board policy, the negotiated 

agreement (as applicable), and/ or state law will be followed.  

 

 Records relating to complaints filed and their resolution shall be maintained by 

the Title IX Coordinator for seven years.  

 

 The decision becomes final on the date the parties receive the results of an 

appeal, if any appeal is filed, or on the date the opportunity for an appeal expires. 

  

  Appeals  

 The complainant or respondent may appeal the decision -maker’s determination 

regarding responsibility or a dismissal of a formal complaint, on the following base:  

• Procedural irregularity that affected the outcomes;  

• New evidence that was not reasonably available at the time that could affect 

the outcome; and/ or  

• The Title IX Coordinator, investigator, or decision -maker had a conflict of 

interest or bias against either party that affected the outcome.  

  

 The request to appeal shall be made in writing to the Title IX Coordinator within 

10 days after the date of the written determination. Appeals shall be a review of the 

record by an attorney, an independent hearing officer appointed by the board, or the 

board. The appeal decision-maker may not be the Title IX Coordinator, the 

Investigator, or the decision-maker from the original determination.  

 The appeal decision-maker will issue a written decision within 30 days after the 

appeal is filed. The appeal decision -maker will describe the result of the appeal and 

the rationale for the result.  

 The appeal decision-maker shall:  
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• Review the evidence gathered by the investigator, the investigator’s report, and 

the original decision -maker’s determination;  

• Notify both parties in writing of the filing of an appeal and give them an 

opportunity to submit further evidence in writing;  

• Not have a conflict of interest or bias for or against complainant or respondent 

and receive the required training;  

• Issue a written decision and the rationale for the decision within 30 days after 

the appeal is filed;  

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

decision; and  

• Provide the written decision simultaneously to both parties and to the Title IX 

Coordinator.  

 

  Informal Resolution Process  

 At any time during the formal complaint process and prior to reaching a 

determination regarding responsibility, the district may facilitate an informal 

resolution process, such as mediation, that does not involve a full investigation and 

determination of responsibility.  

 

 The informal resolution process may be facilitated by a trained educational 

professional, consultant, or other individual selected by the Title IX Coordinator under 

the following conditions:  

• The parties are provided a written notice disclosing the allegations, the 

requirements of the informal resolution process, information on when it may 

preclude the parties from resuming a formal complaint arising from the same 

allegations;  

• At any time prior to agreeing to a resolution, any party has the right to 

withdraw from the informal resolution process and resume the investigation 

of the formal complaint and be informed of any consequences resulting from 

participating in the informal resolution process;  

• The parties voluntarily and in writing consent to the informal resolution 

process; and  
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• The informal resolution process cannot be used to resolve allegations that an 

employee sexually harassed a student.  

 

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

document the nature of the complaint and the proposed resolution, have both parties 

sign the documentation and receive a copy, and forward it to the Title IX Coordinator. 

Within 20 days after the complaint is resolved in this manner, the Title IX Coordinator 

shall contact the complainant to determine if the resolution of the matter remains 

acceptable. If the matter is not resolved, or if the individual does not believe the 

resolution remains acceptable within 20 days after the informal resolution document 

is executed, the individual or the Title IX Coordinator may proceed with the formal 

complaint process.  

 

 If discrimination or harassment has occurred, the district will take prompt, 

remedial action to prevent its reoccurrence. The district prohibits retaliation or 

discrimination against any person for opposing discrimination, including harassment; 

for participating in the complaint process; or making complaint, testifying, assisting, 

or participating in any investigation, proceeding, or appeal.  

 

 Use of this complaint procedure is not a prerequisite to the pursuit of any other 

remedies including the right to file a complaint with the Office for Civil Rights of the 

U.S. Department of Education, the Equal Employment Opportunity Commission, or 

the Kansas Human Rights Commission. 

 

 Initiation of a complaint of sexual harassment in good faith will not adversely 

affect the job security or status of an employee, nor will it affect his or her 

compensation.  Any act of retaliation or discrimination against any person who has 

filed a complaint or testified, assisted, or participated in any investigation, proceeding, 

or hearing involving a sexual harassment complaint is prohibited.  Any person who 

retaliates is subject to immediate disciplinary action, up to and including termination 

of employment. 

 



©KASB. This material may be reproduced for use in USD 412.  It may not be reproduced, either in whole or in part, in any form whatsoever, to 
be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 

 To the extent possible, while still following the above procedures, confidentiality 

will be maintained throughout the investigation and resolution of a complaint.  The 

desire for confidentiality must be balanced with the district’s obligation to conduct a 

thorough investigation, to provide supportive measures to both parties, to take 

appropriate corrective action and to provide due process to the complainant and the 

respondent. 

 

 False or malicious complaints of sexual harassment may result in corrective or 

disciplinary action against the complainant. 

 

 A summary of this policy and the complaint procedures including how to report 

or file a formal complaint of sex discrimination or sexual harassment shall be posted 

in each district facility, shall be published in employee handbooks, and on the 

district’s website as directed by the Title IX Coordinator.  Notification of the policy may 

include posting information notices, publishing in local newspapers, publishing in 

newspapers and magazines operated by the school, or distributing memoranda or 

other written communications to students and employees. In addition, the district is 

required to include a statement of nondiscriminatory policy in any bulletins, 

announcements, publications, catalogs, application forms, or other recruitment 

materials that are made available to participants, students, applicants, or employees. 

 

Approved:  October 2021 

KASB Recommendation – 2/98; 8/98; 7/03; 6/04; 4/07; 6/15; 12/18; 06/20; 07/20; 

06/21 

 

GAACA   Racial and Disability Harassment: Employees GAACA 

 (See GAF, JGECA and KN) 

The board of education is committed to providing a positive and productive working 

and learning environment, free from discrimination, including harassment, on the 

basis of race, color, national origin, or disability.  Racial and disability harassment will 

not be tolerated in the school district.  Racial or disability harassment of employees or 

students of the district in any district education program or activity is strictly 

prohibited. 
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 Racial harassment is unlawful discrimination on the basis of race, color or 

national origin under Titles VI and VII of the Civil Rights Act of 1964, and the Kansas 

Acts Against Discrimination.  Disability harassment is unlawful discrimination on the 

basis of disability under Section 504 of the Rehabilitation Act of 1973 and the 

Americans with Disabilities Act.  All forms of racial and disability harassment are 

prohibited at school, on school property, and at all school-sponsored activities, 

programs or events.  

 It shall further be a violation for any employee to discourage a student or 

another employee from filing a complaint, or to fail to investigate or refer for 

investigation, any complaint lodged under the provisions of this policy. Violations of 

this policy by any employee shall result in disciplinary action, up to and including 

termination. 

 Harassment prohibited by this policy includes racially or disability-motivated 

conduct which: 

Affords an employee different treatment, solely on the basis of race, 

 color, national origin, or disability, in a manner which interferes  

 with or limits the ability of the employee to participate in or benefit  

 from the services, activities or programs of the school; 

 

Is sufficiently severe, pervasive or persistent so as to have the  

 purpose or effect of creating a hostile working environment; 

 

Is sufficiently severe, pervasive or persistent so as to have the  

 purpose or effect of interfering with an individual’s work performance or 

employment opportunities. 

 

 Racial or disability harassment may result from verbal or physical conduct or 

written or graphic material. 

 The district encourages all victims of racial or disability harassment and 

persons with knowledge of such harassment to report the harassment immediately.  

Complaints of racial or disability harassment will be promptly investigated and 

resolved.   
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 Employees who believe they have been subjected to racial or disability 

harassment should discuss the problem with their immediate supervisor.  If an 

employee’s immediate supervisor is the alleged harasser, the employee should discuss 

the problem with the building principal or the district compliance coordinator.  

Employees who do not believe the matter is appropriately resolved through this 

meeting may file a formal complaint under the district’s discrimination complaint 

procedure in policy KN.   

 Complaints received will be investigated to determine whether, under the 

totality of the circumstances, the alleged behavior constitutes racial or disability 

harassment under the definition outlined above.  Unacceptable conduct may or may 

not constitute racial or disability harassment, depending on the nature of the conduct 

and its severity, pervasiveness and persistence.  Behaviors which are unacceptable 

but do not constitute harassment may also result in employee discipline. 

 If discrimination or harassment has occurred, the district will take prompt, 

remedial action to prevent its reoccurrence.   

 Any employee who witnesses an act of racial or disability harassment or 

receives a complaint of harassment from another employee or a student shall report 

the complaint to the building principal.  Employees who fail to report complaints or 

incidents of racial or disability harassment to appropriate school officials may face 

disciplinary action.  School administrators who fail to investigate and take appropriate 

corrective action in response to complaints of racial or disability harassment may also 

face disciplinary action, up to and including termination. 

 Initiation of a complaint of racial or disability harassment in good faith will not 

adversely affect the job security or status of an employee, nor will it affect his or her 

compensation.  Any act of retaliation or discrimination against any person who has 

filed a complaint or testified, assisted, or participated in any investigation, proceeding, 

or hearing involving a racial or disability harassment complaint is prohibited.  Any 

person who retaliates is subject to immediate disciplinary action, up to and including 

termination from employment. 

 To the extent possible, confidentiality will be maintained throughout the 

investigation of a complaint.  The desire for confidentiality must be  

balanced with the district’s obligation to conduct a thorough investigation, to take 

appropriate corrective action or to provide due process to the accused. 
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 False or malicious complaints of racial or disability harassment may result in 

corrective or disciplinary action against the complainant. 

 A summary of this policy shall be posted in each district facility and shall be 

published in employee handbooks and on the district’s website as directed by the 

district compliance coordinator.  Notification of the policy shall be included in the 

school newsletter or published in the local newspaper annually. 

 

Approved: October 2019 

KASB Recommendation – 8/98; 7/03; 4/07; 9/12; 6/15; 12/18; 6/21 
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GAAD – Child Abuse (Also see JCAC and JGEC) 

 Any district employee who has reason to know or suspect a child has been 

injured as a result of physical, mental, or emotional abuse or neglect or sexual abuse, 

shall promptly report the matter to the local Kansas Department for Children and 

Families (DCF) office or to the local law enforcement agency if the DCF office is not 

open.  Employees may file a report of suspected abuse anonymously to either DCF by 

phoning 1-800-922-5330 or to local law enforcement officials.  The Code for Care of 

Children also provides civil immunity from prosecution if the report is made in good 

faith. 

 The employee making the report will not contact the child’s family or any other 

persons to determine the cause of the suspected abuse or neglect. 

DCF or Law Enforcement Access to Students on School Premises 

 The building principal shall allow a student to be interviewed by DCF or law 

enforcement representatives on school premises to investigate suspected child abuse 

and shall act as appropriate to facilitate the agency’s access to the child and to protect 

the student’s interests during the process.  State law grants the investigating agency 

the authority to determine whether a school employee may be present while the 

interview is being conducted, taking into account the child’s best interests.  If asked to 

sit in on the interview by the agency representative conducting it, the building 

principal or designee thereof shall oblige such request in order to provide comfort to 

the child throughout the process and to facilitate the investigation. 

Cooperation Between School and Agencies 

 Principals shall work with DCF and law enforcement agencies to develop a 

plan of cooperation for investigating reports of suspected child abuse or neglect.  

To the extent that safety is not compromised, law enforcement officers 

investigating complaints of suspected child abuse or neglect on school property 

shall not be in uniform. 

Reporting Procedure 

 The employee shall promptly report to the local DCF office or law enforcement if 

DCF is closed.  It is recommended the building administrator also be notified after the 

report is made. 

 If the building principal has been notified, the principal shall immediately notify 

the superintendent that the initial report to DCF has been made.  If appropriate, the 
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principal may confer with the school's social worker, guidance counselor or 

psychologist.  At no time shall the principal or any other staff member prevent or 

interfere with the making of a suspected child abuse report. 

 If available, the following information shall be given by the person making the 

initial report:  name, address, and age of the student; name and address of the 

parents or guardians; nature and extent of injuries or description of neglect or abuse; 

and any other information that might help establish the cause of the child’s condition. 

 Any personal interview or physical inspection of the child by any school 

employee shall be conducted in an appropriate manner with an adult witness present. 

 State law provides that anyone making a report in good faith and without 

malice shall be immune from any civil liability that might otherwise be incurred or 

imposed. 

 Mobile Crisis Helpline 

 Crisis support for Kansas families and children to resolve an emotional, 

psychiatric, or behavioral health crisis is available through the Department of 

Children and Families Mobile Crisis Helpline, 1-833-441-2240, including:  

• Problem solving to resolve behavioral health crisis; 

• Referral to community resources or recommendation to engage in 

stabilization services; 

• In-person support via mobile crisis response; and 

• Contacting mobile crisis response unit to assist in emergency situations. 

Services are available to all Kansans 20 years or younger including anyone in foster 

care or formerly in foster care. 

 Annual Training 

 Annual training for all school employees on child abuse and neglect reporting 

requirements shall be provided, and documentation of the training shall be 

maintained.  

 

Approved:  USD 412 – 9/13 

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

11/12;  6/20 ;  12/21 
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GAAE Bullying by Staff (See EBC, GAAB, JDD, JDDC, and KGC)  GAAE 

 The board of education prohibits bullying in any form by any student, staff 

member, or parent towards a student or a staff member on or while using school 

property, in a school vehicle or at a school-sponsored activity or event.  For the 

purposes of this policy, the term “bullying” shall have the meaning ascribed to it in 

Kansas law.   

 The administration shall propose, and the board shall review and approve a 

plan to address bullying as prohibited herein.  The plan shall include provisions for 

the training and education of staff members.   

 Staff members who bully others in violation of this policy may be subject to 

disciplinary action, up to and including suspension and/or termination.  If 

appropriate, staff members who violate the bullying prohibition shall be reported to 

local law enforcement. 

 

Approved:  October 2016 

KASB Recommendation – 6/08; 6/13; 12/15 

 

GAAE, JDDC, & KGC – Short Model Bullying Plan -  

USD 412 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. 
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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. 72-8256 or subsection (e) of K.S.A. 72-8205, and amendments 

thereto.  USD 412 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. 

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 annually.  

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 
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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) 
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– Sample Form – 
 

Retype to suit local needs, remove from policy book, and file with the clerk and 
principals.  Form could also be included in staff or student handbooks. 

 
Report to Local Law Enforcement 
USD 412 

Pursuant to K.S.A. 72-89b03, the administrator or other school employee 
whose signature appears below is reporting the following crimes. 
{Briefly describe each incident and the person/s involved in felonies, mis-

demeanors and weapons} 
 

Date School/Location Student/s or Person/s 
Involved 

Brief Description 
 

 

1. 

 
 

   

 

2. 
 
 

   
 

3. 
 

 

   
 

4. 

 
 

   

 

5. 
 

 

   
 

 

School Districts are required by Federal Law and K.S.A. 72-6214 to protect the 
privacy rights of students under the age of 18. 
 

Signed: ________________________________________________________ 
 Administrator or other school employee. 

cc: Superintendent of Schools, USD 412   Student/s file 
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– Sample Form – 

 

Report to Staff Member USD 412 

 

Pursuant to K.S.A. 72-89b03, administrative, professional or paraprofessional 

employees of a school who have information that a pupil has engaged in the 

following shall report the information and the identity of the student to the su-

perintendent.  The superintendent shall investigate the matter, and, if it is de-

termined the student has been involved in the following, the superintendent 

shall provide information and the identity of the pupil to all employees who are 

involved, or likely to be directly involved, in teaching or providing related 

services to pupil: 

 

1.  Any student who has been expelled for conduct which endangers the safety 

of others; 

2.  Any student who has been expelled for commission of felony type offenses; 

3.  Any student who has been expelled for possession of a weapon; 

4.  Any student who has been adjudged to be a juvenile offender and whose of-

fense, if committed by an adult, would constitute a felony, except a felony theft 

offense involving no direct threat to human life; 

5.  Any student who has been tried and convicted as an adult of any felony, 

except theft involving no direct threat to human life. 

 

You are notified that __________________, within the past 365 days, has been 

expelled, adjudged or convicted for an activity listed above. 

 

School District staff are required by both Federal Law and K.S.A. 72-6214 to 

protect the right of privacy of any student under the age of 18 and the 

student's family regarding personally identifiable records, files, data, and 

information directly related to the student and his/her family.   I acknowledge 

this responsibility and agree that I will disclose the above information only to 

other USD 412 employees and officials. Violation of these privacy rights could 

include sanctions up to and including termination. 

 

 

Signed:_______________________________________________________ 

 School employee who receives the report 

Signed:________________________________________________________ 

 Administrator or school employee making report 

– Sample Form – 
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Report to Local Law Enforcement - USD 412 

 

Pursuant to Kansas law, the administrator or other school employee whose 

signature appears below is reporting the following crimes. 

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/Location Student/s or Person/s 

Involved 

Brief Description of 

bullying incident/s. 

 

1. 

 

 

   

 

2. 

 

 

   

 

 

School Districts are required by Federal Law and K.S.A. 72-6311 to protect the 

privacy rights of students under the age of 18. 

 

Signed:________________________________________________________ 

          Administrator or other school employee 

 

c/superintendent, USD 412;  

c/student’s file 

c/employee’s file as allowed by applicable negotiated language 
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GAAF Emergency Safety Interventions (See GAO, JRB, JQ, and KN) GAAF 

The board of education is committed to limiting the use of Emergency Safety 

Intervention (“ESI”), such as seclusion and restraint, with all students.  Seclusion and 

restraint shall be used only when a student's conduct necessitates the use of an 

emergency safety intervention as defined below.  The board of education encourages 

all employees to utilize other behavioral management tools, including prevention 

techniques, de-escalation techniques, and positive behavioral intervention strategies.   

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

policy available on any individual school pages.  In addition, this policy shall be 

included in at least one of the following: each school’s code of conduct, school safety 

plan, or student handbook.  Notice of the online availability of this policy shall be 

provided to parents during enrollment each year.   

 Definitions 

 “Campus police officer” means a school security officer designated by the board 

of education of any school district pursuant to K.S.A. 72-6146, and amendments 

thereto. 

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

physical behavior or restrict a student’s freedom of movement. 

 “Emergency Safety Intervention” is the use of seclusion or physical restraint, 

but does not include physical escort or the use of time-out. 

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

intervention. 

 “Law enforcement officer” and “police officer” mean a full-time or part-time 

salaried officer or employee of the state, a county, or a city, whose duties include the 

prevention or detection of crime and the enforcement of criminal or 

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

police officer. 

 “Legitimate law enforcement purpose” means a goal within the lawful authority 

of an officer that is to be achieved through methods or conduct condoned by the 

officer’s appointing authority. 

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

movement. 

 “Parent” means: (1) a natural parent; (2) an adoptive parent; (3) a person acting 

as a parent as defined in K.S.A. 72-3122(d)(2), and amendments thereto; (4) a legal 

guardian; (5) an education advocate for a student with an exceptionality; (6) a foster 

parent, unless the student is a child with an exceptionality; or (7) a student who has 

reached the age of majority or is an emancipated minor. 

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

arm, shoulder, or back of a student who is acting out for the purpose of inducing the 

student to walk to a safe location. 

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

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

restraint. 

  “School resource officer” means a law enforcement officer or police officer 

employed by a local law enforcement agency who is assigned to a district through an 

agreement between the local law enforcement agency and the district. 

 “School security officer” means a person who is employed by a board of 

education of any school district for the purpose of aiding and supplementing state and 

local law enforcement agencies in which the school district is located, but is not a law 

enforcement officer or police officer. 

  “Seclusion” means placement of a student in a location where all of the 

following conditions are met: (1) the student is placed in an enclosed area by school 

personnel; (2) the student is purposefully isolated from adults and peers; and (3) the 

student is prevented from leaving, or reasonably believes that he or she will be 

prevented from leaving the enclosed area.   

 “Time-out” means a behavioral intervention in which a student is temporarily 

removed from a learning activity without being secluded. 

 Prohibited Types of Restraint 

 All staff members are prohibited from engaging in the following actions with all 

students: 

Using face-down (prone) physical restraint; 

Using face-up (supine) physical restraint; 

Using physical restraint that obstructs the student’s airway; 

Using physical restraint that impacts a student’s primary mode of 

communication; 

Using chemical restraint, except as prescribed treatments for a student’s 

medical or psychiatric condition by a person appropriately licensed to issue 

such treatments; and 

Use of mechanical restraint, except: 

Protective or stabilizing devices required by law or used in accordance 

with an order from a person appropriately licensed to issue the order 

for the device; 

Any device used by a certified law enforcement officer to carry out law 

enforcement duties; or  

Seatbelts and other safety equipment when used to secure students 

during transportation. 

 

 Use of Emergency Safety Interventions 

 ESI shall be used only when a student presents a reasonable and immediate 

danger of physical harm to such student or others with the present ability to affect 

such physical harm.  Less restrictive alternatives to ESI, such as positive behavior 

interventions support, shall be deemed inappropriate or  

ineffective under the circumstances by the school employee witnessing the student’s 

behavior prior to the use of any ESI.  The use of ESI shall cease as soon as the 
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immediate danger of physical harm ceases to exist.  Violent action that is destructive 

of property may necessitate the use of an ESI.  Use of an ESI for purposes of 

discipline, punishment, or for the convenience of a school employee shall not meet the 

standard of immediate danger of physical harm. 

 ESI Restrictions 

 A student shall not be subjected to ESI if the student is known to have a 

medical condition that could put the student in mental or physical danger as a result 

of ESI.  The existence of such medical condition must be indicated in a written 

statement from the student’s licensed health care provider, a copy of which has been 

provided to the school and placed in the student’s file.  

 Such written statement shall include an explanation of the student’s diagnosis, 

a list of any reasons why ESI would put the student in mental or physical danger, and 

any suggested alternatives to ESI. Notwithstanding the provisions of this subsection, a 

student may be subjected to ESI, if not subjecting the student to ESI would result in 

significant physical harm to the student or others. 

 Use of Seclusion 

 When a student is placed in seclusion, a school employee shall be able to see 

and hear the student at all times. 

 All seclusion rooms equipped with a locking door shall be designed to ensure 

that the lock automatically disengages when the school employee viewing the student 

walks away from the seclusion room, or in case of emergency, such as fire or severe 

weather. 

 A seclusion room shall be a safe place with proportional and similar 

characteristics as other rooms where students frequent.  Such room shall be free of 

any condition that could be a danger to the student, well-ventilated, and sufficiently 

lighted. 

 Training 

 All staff members shall be trained regarding the use of positive behavioral 

intervention strategies, de-escalation techniques, and prevention techniques.  Such 

training shall be consistent with nationally recognized training programs on ESI.  The 

intensity of the training provided will depend upon the employee’s position.  

Administrators, licensed staff members, and other staff deemed most likely to need to 

restrain a student will be provided more intense training than staff who do not work 

directly with students in the classroom.  District and building administration shall 

make the determination of the intensity of training required by each position. 

 Each school building shall maintain written or electronic documentation 

regarding the training that was provided and a list of participants, which shall be 

made available for inspection by the state board of education upon request. 

 Notification and Documentation 

 The principal or designee shall notify the parent the same day as an incident.  

The same-day notification requirement of this subsection shall be deemed satisfied if 

the school attempts at least two methods of contacting the parent. A parent may 

designate a preferred method of contact to receive the same-day notification. Also, a 
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parent may agree, in writing, to receive only one same-day notification from the school 

for multiple incidents occurring on the same day.   

 Documentation of the ESI used shall be completed and provided to the 

student’s parents no later than the school day following the day of the incident.  Such 

written documentation shall include: (A) The events leading up to the incident; (B) 

student behaviors that necessitated the ESI; (C) steps taken to  

GAAF Emergency Safety Interventions GAAF-7 

transition the student back into the educational setting; (D) the date and time the 

incident occurred, the type of ESI used, the duration of the ESI, and the school 

personnel who used or supervised the ESI; (E) space or an additional form for parents 

to provide feedback or comments to the school regarding the incident; (F) a statement 

that invites and strongly encourages parents to schedule a meeting to discuss the 

incident and how to prevent future incidents; and (G) email and phone information for 

the parent to contact the school to schedule the ESI meeting. Schools may group 

incidents together when documenting the items in subparagraphs (A), (B) and (C) if the 

triggering issue necessitating the ESIs is the same. 

 The parent shall be provided the following information after the first and each 

subsequent incident during each school year: (1) a copy of this policy which indicates 

when ESI can be used; (2) a flyer on the parent’s rights; (3) information on the parent’s 

right to file a complaint through the local dispute resolution process (which is set forth 

in this policy) and the complaint process of the state board of education; and (4) 

information that will assist the parent in navigating the complaint process, including 

contact information for Families Together and the Disability Rights Center of Kansas.  

Upon the first occurrence of an incident of ESI, the foregoing information shall be 

provided in printed form or, upon the parent’s written request, by email. Upon the 

occurrence of a second or subsequent incident, the parent shall be provided with a full 

and direct website address containing such information. 

 

 Law Enforcement, School Resource, and Campus Security Officers 

 Campus police officers and school resource officers shall be exempt from the 

requirements of this policy when engaged in an activity that has a legitimate law 

enforcement purpose.  School security officers shall not be exempt from the 

requirements of this policy. 

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

used seclusion, physical restraint, or mechanical restraint on a student, the school 

shall notify the parent the same day using the parent’s preferred method of contact. A 

school shall not be required to provide written documentation to a parent, as set forth 

above, regarding law enforcement use of an emergency safety intervention, or report to 

the state department of education any law enforcement use of an emergency safety 

intervention. For purposes of this subsection, mechanical restraint includes, but is not 

limited to, the use of handcuffs. 
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Documentation of ESI Incidents 

 Except as specified above with regard to law enforcement or school resource 

officer use of emergency safety interventions, each building shall maintain 

documentation any time ESI is used with a student.  The documentation shall include 

all of the following: 

Date and time of the ESI, 

Type of ESI, 

Length of time the ESI was used,  

School personnel who participated in or supervised the ESI, 

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

incident,  

GAAF Emergency Safety Interventions GAAF-9 

Whether the student had a section 504 plan at the time of the incident, and  

Whether the student had a behavior intervention plan at the time of the incident. 

 All such documentation shall be provided to the building principal, who shall be 

responsible for providing copies of such documentation to the superintendent or the 

superintendent’s designee on at least a biannual basis.  At least once per school year, 

each building principal or designee shall review the documentation of ESI incidents 

with appropriate staff members to consider the appropriateness of the use of ESI in 

those instances. 

 Reporting Data 

 District administration shall report ESI data to the state department of 

education as required. 

 Parent Right to Meeting on ESI Use 

 After each incident, a parent may request a meeting with the school to discuss 

and debrief the incident. A parent may request such meeting verbally, in writing, or by 

electronic means. A school shall hold a meeting requested under this subsection 

within 10 school days of the parent’s request. The focus of any such meeting shall be 

to discuss proactive ways to prevent the need for emergency safety interventions and 

to reduce incidents in the future. 

 For a student with an IEP or a Section 504 plan, such student’s IEP team or 

Section 504 plan team shall discuss the incident and consider the need to conduct a 

functional behavioral assessment, develop a behavior intervention plan, or amend the 

behavior intervention plan if already in existence. 

GAAF Emergency Safety Interventions GAAF-10 

 For a student with a section 504 plan, such student’s section 504 plan team 

shall discuss and consider the need for a special education evaluation.  For students 

who have an individualized education program and are placed in a private school by a 

parent, a meeting called under this subsection shall include the parent and the private 

school, who shall consider whether the parent should request an individualized 

education program team meeting. If the parent requests an individualized education 

program team meeting, the private school shall help facilitate such meeting. 
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 For a student without an IEP or Section 504 plan, the school staff and the 

parent shall discuss the incident and consider the appropriateness of a referral for a 

special education evaluation, the need for a functional behavioral assessment, or the 

need for a behavior intervention plan.  Any such meeting shall include the student’s 

parent, a school administrator for the school the student attends, one of the student’s 

teachers, a school employee involved in the incident, and any other school employees 

designated by the school administrator as appropriate for such meeting. 

 The student who is the subject of such meetings shall be invited to attend the 

meeting at the discretion of the parent.  The time for calling such a meeting may be 

extended beyond the 10-day limit if the parent of the student is unable to attend 

within that time period.  Nothing in this section shall be construed to prohibit the 

development and implementation of a functional behavior assessment or a behavior 

intervention plan for any student if such student would benefit from such measures. 

 

 Local Dispute Resolution Process 

 If a parent believes that an emergency safety intervention has been used on the 

parent’s child in violation of state law or board policy, the parent may file a complaint 

as specified below. 

 The board of education encourages parents to attempt to resolve issues relating 

to the use of ESI informally with the building principal and/or the superintendent 

before filing a formal complaint with the board.  Once an informal complaint is 

received, the administrator handling such complaint shall investigate such matter, as 

deemed appropriate by the administrator.  In the event that the complaint is resolved 

informally, the administrator must provide a written report of the informal resolution 

to the superintendent and the parents and retain a copy of the report at the school.  

The superintendent will share the informal resolution with the board of education and 

provide a copy to the state department of education. 

 If the issues are not resolved informally with the building principal and/or the 

superintendent, the parents may submit a formal written complaint to the board of 

education by providing a copy of the complaint to the clerk of the board and the 

superintendent within thirty (30) days after the parent is informed of the incident. 

 Upon receipt of a formal written complaint, the board president shall assign an 

investigator to review the complaint and report findings to the board as a whole.  Such 

investigator may be a board member, a school administrator selected by the board, or 

a board attorney.  Such investigator shall be informed of the obligation to maintain 

confidentiality of student records and shall report  
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the findings of fact and recommended corrective action, if any, to the board in 

executive session. 

 Any such investigation must be completed within thirty (30) days of receipt of 

the formal written complaint by the board clerk and superintendent.  On or before the 

30th day after receipt of the written complaint, the board shall adopt written findings of 

fact and, if necessary, appropriate corrective action.  A copy of the written findings of 
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fact and any corrective action adopted by the board shall only be provided to the 

parents, the school, and the state department of education and shall be mailed to the 

parents and the state department within 30 days of the board’s receipt of the formal 

complaint.   

 If desired, a parent may file a complaint under the state board of education 

administrative review process within thirty (30) days from the date a final decision is 

issued pursuant to the local dispute resolution process. 

 

Approved:  October 2019 

KASB Recommendation – 6/13; 12/13; 6/15; 6/16; 6/18; 12/18 

 

 

 



 

GAAF – ESI Documentation Form 

Emergency Safety intervention Documentation 

 

 

Date: ____________________________ 

 

Dear: ____________________________ 

 

 

The purpose of this letter is to inform you that on _______________________, at ______________ 
(date) (time) 

the need for the use of an Emergency Safety Intervention was required for ____________________. 
(name of student) 
 

 

K.A.R 91-42-7 provide that emergency safety intervention 

(hereafter “ESI”) is defined to include the use of seclusion or 

physical restraint but not the use of time-out or physical 

escort.  Whenever an ESI is used, the parent(s)/guardian(s) 

must be informed of the use the day it happens. This notice 

requirement is deemed satisfied if the school attempts at 

least two methods of contact to reach the parent or guardian.  

By the day following the ESI use, written notification of the 

following shall be provided to the parent or guardian. 

 

 

Type of ESI used: Seclusion _____ Restraint _____ Duration of seclusion/restraint: ________  

(minutes)    

Location: _________________________ 

 

Name of staff member(s) who participated in or supervised the ESI: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Did the student have an Individualized Education Program (“IEP”), Section 504 Plan, or a 

Behavior Intervention Plan at the time of the incident? ___________ If so, specify which: 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

 



 

Description of events leading up to the incident:  

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Student behaviors necessitating the ESI: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Steps taken to transition the student back into the educational setting: 

 

Parents or guardians of the above-named student are invited and strongly encouraged to 

schedule a meeting to discuss the ESI and how to prevent future ESI use.  Please contact the 

following staff member at the email address and/or phone number listed below to schedule 

such a meeting or if you have any questions regarding this use of ESI.   

 

              (Staff Member Name) _______________________________________________________________ 

(Staff Member Email Address) _______________________________________________________________ 

(Staff Member Phone Number) _______________________________________________________________ 

 

 

_______________________________________ _______________________ 

 (Signature of person completing report) (Date) 

 

 

*Parent(s)/guardian(s) notified of this incident on __________________ by_______________________. 

 

Please feel free to provide feedback or comments concerning this ESI use below and email or 

deliver them to the staff member specified above. _____________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

*Original provided to Building Principal 

*Copy provided to (Parents/Guardians, Administrative Office) 

Approved: October 2022 

KASB Recommended – 6/22 

  



 

GAC Policies and Rules Development Involvement      GAC 

 In the development of personnel policies, rules and regulations, the board shall, 

to the extent practicable, involve the employees of the district. 

 

Approved:  August 1993 

 

 

GACA  Positions                   GACA 

 

 New  employment  pos i t i ons  shal l  be  author i z ed by  the  board .   The  

super in t endent  shal l  pr epare  f or  board approva l  a  comprehens iv e  l i s t  o f  

a l l  new pos i t i ons ,  toge ther  w i th  the i r  qua l i f i cat i ons ,  dut ies ,  and  

r espons ib i l i t i e s ,  f or  board  cons idera t i on .   

 

Approved :   Oc tober  2019  

KASB Recommendat i on  -  2/98;  4/07;  12/18  

 

 

GACA-R Positions                GACA-R 

  The superintendent shall prepare for board approval a comprehensive list of 

all positions of employment within the school system, together with the qualifications 

for the duties and responsibilities of each position.  (See GACB) 

 

Approved:  August 1993 

 

 

 

 

 

 

 

 

GACB  Job Descriptions (See CD and GACA)     GACB 

 The superintendent shal l  develop a job descr ipt ion for  

each category of  employee.   After boa rd approval  of  any new or 



 

revised job descript ions,  they wil l  be deemed in e f fect,  shall  be 

f i led with the clerk,  and may be publ ished in handbooks.  

 

Approved:   October 2019 

KASB Recommendation -  2/98;  4/07; 6/19 

 

GACC Recruitment and Hiring GACC 

 Recruitment 

 The board delegates recruit ing authori ty to the 

superintendent.   In carrying out this responsibi l i ty ,  the 

superintendent may involve administrators and other 

employees.  

 Hir ing 

  The board shal l  approve the hir ing of  al l  employees.   No 

staff  member ’s  employment is  o f f ic ial  unt i l  the contract  or  other 

document is  signed by the candidate and approved by the board.  

 Hir ing sequence 

•  Condit ional  of fer o f  employment is  extended to the 

candidate in writ ing subject  to  revocat ion or ,  i f  provis ional 

employment has already begun, termination of employment 

based upon unsat is factory results  of  any reference and/or 

background checks performed;  

•  Written acceptance by the candidate is  received;  

•  Contract  or  another  appropriate document sent to the 

candidate and candidate ’s acceptance signi f ied by a s igned 

document returned to the superintendent;  and  

 

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

 

Approved:   October 2019 

KASB Recommendation –  2/98;  6/00; 6/01; 4/07; 6/14;  6/19  

 



 

APPLICANT JOB APPLICATION ACKNOWLEDGMENTS 

 

1. I certify that all the information provided by me in this application is true and 

complete.  I understand that any misstatement, falsification, or omission of 

information is grounds for refusal to hire or, if I am hired and the same is 

discovered thereafter, termination. 

 

2. I authorize any of the persons or organizations referenced in this application to 

give you any and all information concerning my previous employment, 

education, or any other information, personal or otherwise, with regard to any 

of the subjects covered by this application, and I release all such parties from 

all liability for any damages that may result from furnishing such information 

to you.  I authorize any background checks by any third party. 

 

3. I authorize you to request, receive, and verify all information given on this 

application and I release you from all damages that may result from your doing 

so. 

 

4. I authorize you to conduct a criminal background investigation using any and 

all methods necessary to successfully complete such investigation, and I release 

you from all liability for any damages that may result from your doing so. 

 

 

_____________________________________   ____________________ 

Signature of Applicant     Date 

 

 

Source:  KASB Employment Law Handbook 

 

 

 

 

 

 

 



 

 

Affidavit of Continuous Residency 

 

STATE OF KANSAS  ) 

     ) SS: 

COUNTY OF _____________ ) 

 

I,                          , of lawful age and being first duly sworn on my oath, allege and 

state as follows: 

1. That I have been a permanent residence of the State of Kansas for the past 

__________ years. 

 

2. That I have resided at the following addresses for the last 10 years: 

    (List most recent first.) 

 

Address (Street Address, Town or City and Zip Code) From To 

   

   

   

   

   

   

   

   

 

____________________________________________ 

Name 

 

SUBSCRIBED AND SWORN TO before me this _______________day of ________________, 

20_____. 

____________________________________________ 

Notary Public 

 

My appointment expires: __________________ 

  



 

 

GACCA   Nepot ism GACCA 

 The  super int endent  sha l l  make r easonab le  e f f o r t s  t o  de t ermine 

whether  a  cand ida te  f or  employment  i s  r e l a t ed t o  or  r es id ing  w i th  a  board 

member  or  an  admin is t rator  o f  the  d i s t r i c t .   I f  a  cand ida te  i s  r e l a t ed t o  or  

r es id ing  w i th  a  board  membe r  or  admin i s t rator ,  the  super int endent  w i l l  

make  th i s  f act  known to  the  board .  

 Except  in  an  emergency  or  in  the  case  the  ind iv idua l  i s  deemed t o  

be  the  most  qua l i f i ed  cand ida t e  f or  the  pos i t i on  by  the  board ,  the  board  

w i l l  not  employ  anyone  who i s  the  f a t her ,  mother ,  bro ther ,  s i s t er ,  spouse ,  

son ,  daughter ,  s t ep -son ,  s t ep -daughter ,  son - in - l aw,  o r  daughter - in - l aw o f  

any  board member  or  who  r es ides  in  the  househo ld  o f  any  board  member .  

 Th i s  prov i s i on  sha l l  not  app ly  t o  any  person  who  has  been  r egu lar l y  

employed  by  the  board  pr i o r  t o  the  adopt i on  o f  th i s  po l i cy  or  t o  any  

person  who  has  been  r egu lar l y  employed  by  the  board  pr io r  t o  the  e l ec t i on  

or  appo in tment  o f  a  new board  member  t o  whom the  person  i s  r e l a t ed.  

 Superv i s i on  L imi tat i ons  

 No  employee  sha l l  d i r ec t l y  superv i se  or  be  r espons ib l e  f o r  any  

por t i on  o f  the  eva lua t i on  o f  h i s  o r  her  f a ther ,  mother ,  bro ther ,  s i s t e r ,  

spouse ,  son ,  daughter ,  s t ep -son,  s t ep -daughter ,  son - in - l aw ,  o r  daughter -

in - l aw or  an ind iv idua l  r es id ing  w i th  the  employee .  

 

Approved :  October  2019  

 

KASB Recommendat i on  -  2/98;  6/07;  4/13;  6/19  

 

 

 

 

 

 

 

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

  All district employees of the district, at the time of employment, shall provide 

verification of identity and employment status to the superintendent. 

  The superintendent shall maintain a file on all of the district’s employees 

hired after November 6, 1986, proving that each employee has verified their identity, 

employment status, U.S. citizenship, or legal alien status. 



 

  For additional information see: 

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

 

 

Approved: September 2008 

 

 

 

 

 

 

 

 

 

 

 

 

  

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


 

Remove from Policy and file with the Clerk for reference 

Documents That Establish Identity (Policy GACD) 

 

To establish employment eligibility only, a person must present a document such as a Social 

Security card, a U.S. birth certificate, or one of the other documents listed. 

For individuals 18 years of age or older: 

• Driver’s license or ID card issued by a state or outlying possession of the United States, 

provided it contains a photograph or information such as name, date or birth, gender, 

height, eye color and address 

• ID card issued by federal, state or local government agencies or entities, provided it 

contains a photograph or information such as name, date or birth, gender, height, eye 

color and address 

• School ID card with a photograph 

• Voter’s registration card 

• U.S. military card or draft record 

• Military dependent’s ID card 

• U.S. Coast Guard Merchant Mariner Card 

• Native American tribal document 

• Driver’s license issued by a Canadian government authority 

For persons under age 18 who are unable to present a document listed above: 

• Form M-274 (Revised 11/01/2007) 

• School record or report card 

• Clinic, doctor or hospital record 

• Day-care or nursery school record 

If a person is unable to present the required document(s) within three business days of the 

date employment begins, he or she must present (within 3 business days) a receipt.*  The 

person then must present the actual document when the receipt period ends.  The person 

must have indicated on or before the time employment began, that he or she is already eligible 

to be employed in the United States.  Receipts showing that a person has applied for an initial 

grant of employment authorization, or for renewal of employment authorization, are not 

acceptable. 

*Check the link in the policy for more details.  In some cases, persons seeking work can apply 

for a document and present a receipt to the employer that shows they have applied for a 

required document. 

Approved: September 2008 

 

 



 

GAD Employee Development Opportunit ies  GAD 

 -Except  as  may be  speci f ied  in  the  negot iated agreement  

concern ing  s ta f f  members  covered thereby ,  al l  p lans for  se l f -

improvement  involv ing  expendi ture  o f  d ist r ict  funds or  which requi re  

t ime  away f rom the  employee ’s  assigned responsibi l i t ies  shal l  be  

approved in  advance  by the board.  

Approved:   October 2018 

 

GAD-R Employee Development Opportunities             GAD-R 

  All plans for self-improvement that involve the expenditure of district funds 

shall be approved in advance by the appropriate supervisor. 

 

Approved:  August 1993 

 

GADA  In-Service Education                 GADA 

  There shall be a program of in-service education for employees which meets 

minimum statutory requirements, and which promotes continuous professional 

development, diversification in academic foundations or subject knowledge, improved 

job effectiveness and enhanced skills.  When appropriate, the superintendent shall 

consult with the staff affected by the in-service. 

 

Approved:  August 1993 

 

GADA-R In-Service Education              GADA-R 

  All appropriate employees shall attend in-service education sessions unless 

excused by the superintendent.  In service programs may utilize all or a portion of the 

work day. 

 

Approved:  August 1993 

GAE Complaints             GAE

 Any  employee  may f i l e  a  com pla int  w i th  the i r  superv i sor  concern ing  

a  schoo l  ru l e ,  r egu la t i on ,  po l i cy  or  dec i s i on  that  a f f ec t s  the  employee .   

The  compla int  sha l l  be  in  wr i t ing ,  f i l ed  w i th in  t en  (10 )  days  f o l l ow ing  the  

ev ent  compla ined  o f ,  and sha l l  spec i f y  the  bas i s  o f  the  compla in t .   The  

superv i sor  sha l l  mee t  w i th  the  employee  and prov ide  a  wr i t t en  r esponse  



 

wi th in  t en  (10 )  days .   I f  the  employee  d i sag rees  w i th  the  dec i s i on ,  the  

employee  may appea l  t o  the  super int endent .   The  super in t endent ’ s  

dec i s i on  shal l  be  f ina l .   Employees  covere d  by  the  negot ia t ed  agreement  

sha l l  f o l l ow  procedures  out l ined  in  tha t  document .  

 

Approved :   Oc tober  2019  

KASB Recommendat i on  -  2/98;  4/07;  6/19  

GAE-R Complaints                 GAE-R 

  A.  Purpose 

   The purpose of this procedure is to provide for the orderly and 

expeditious adjustment of grievances of individual employees of the school district at 

the lowest level. 

  B.  Definitions 

1.  “Grievance” shall mean any alleged violation of the terms and 

conditions of an employee’s contract of employment. 

   2.  “Grievant” means an employee of the district having a grievance. 

   3.  Words denoting number shall include both singular and plural. 

  C.  Procedures 

   The adjustment of grievance shall be accomplished as rapidly as 

possible.  The number of days with which each step is prescribed to be accomplished 

shall be considered as maximum and every effort shall be made to expedite the 

process.  Under unusual circumstances, the time limit prescribed in this statement 

may be extended or reduced by mutual consent of the grievant and the person or 

persons by whom the grievance is being considered. 

  D.  Supplemental Conditions 

   1.  All individuals involved, and all others who might possibly contribute 

to the acceptable adjustment of a grievance, are authorized and urged to testify with 

full assurance that no reprisal will follow by reason of such participation. 

    

GAE-R Complaints              GAE-R-2 

   2.  Upon the final determination of the grievance, the documents, 

communications and records relating to the grievance and the final adjustment thereof 

shall be kept and maintained. 

   3.  At each step of the procedure for adjusting grievances after the initial 

private conferences(s) with the immediate administrative superior, the grievant shall 



 

be entitled to be accompanied by others who might contribute to the acceptable 

adjustment of the grievance and/or to be represented by legal counsel. 

   4.  All grievance hearings shall be confidential. 

   5.  All discussions and hearings shall be conducted at times other than 

when school is in session. 

   6.  Excluded from the grievance procedure shall be employee evaluations, 

termination, and other matters for which law mandates another method of review. 

   7.  Only the employee affected may file a grievance or an appeal from 

Levels 1 and 2. 

   8.  The filing of a grievance at all levels beyond the informal conference in 

Level 1 shall be in writing and shall be reasonably specific as to the nature of the 

complaint.  The grievance should, to the extent possible, describe the alleged event or 

act giving rise to the grievance including the time, date and place of the event or act 

and the names and addresses of any witnesses thereto. 

   E.  Level 1 

   A grievant shall first take up the grievance with the immediate supervisor 

in a private informal conference(s) within 10 school days after the occurrence of the 

event upon which a grievance is based or after the grievant becomes aware of such 

event.  If the employee is dissatisfied with the outcome of the initial private 

conference(s), the employee may request a formal conference with the immediate 

administrative supervisor.  Efforts should be made to understand the facts and the 

issues in order to find a solution.  The formal conference shall occur within 10 school 

days following the receipt of the request. 

   



 

GAE-R Complaints              GAE-R-3 

  F.  Level 2 

  If the aggrieved person is not satisfied with the disposition of the grievance 

at Level 1 or that no decision is reached within 10 school days after a formal 

presentation, the employee may appeal the matter in writing to the superintendent. 

  If the grievant appeals the grievance to the superintendent, the 

superintendent shall confer with the grievant in an effort to arrive at a satisfactory 

solution within 10 school days after the appeal has been received. 

  If the grievant does not appeal the grievance to the superintendent within 5 

school days after the formal conference at Level 1, the grievance shall automatically be 

waived. 

  G.  Level 3 

  If the grievance is not adjusted to the satisfaction of the grievant or if no 

decision is made within 10 school days after the date the grievance was filed with the 

superintendent under Level 2, then the grievant may appeal the grievance to the board 

for final adjustment of the grievance.  The appeal to the board shall be in writing to 

the clerk of the board within 5 school days after the superintendent has rendered a 

decision or after the expiration of 5 days. 

  If the grievant does not appeal the grievance to the board within 5 school 

days after the formal conference at Level 2, the grievance shall automatically be 

waived. 

  The board, upon receipt of the grievance, may assign a hearing officer to 

hear the grievance and make findings and recommendations to the board.  The 

findings and recommendations shall be made to the board within 20 school days after 

the grievance has been assigned to the hearing officer.  The board shall rule upon the 

grievance within 20 school days after receipt of the findings and recommendations of 

the hearing officer. 

 

 

 

 



 

GAE-R Complaints              GAE-R-4 

  H.  Rules for Conducting a Grievance Procedure Hearing at Level 3 

   1. The hearing will be conducted in executive session. 

   2. Efforts will be made by all participants to eliminate repetitious 

testimony and/or materials; however, each participant will be given 

reasonable time to present testimony and/or materials. 

   3. The grievant will make opening remarks and present the case. 

   4. The administration will make its opening remarks and present its 

findings in the case. 

   5. Witnesses may be called individually by the grievant and 

administration to testify before the board.  The board may call additional 

witnesses and may  authorize witnesses being called as a group. 

   6. The grievant and the administration may ask questions of the 

witnesses during the time they are testifying. 

   7. Members of the board may ask questions of all participants during 

the hearing. 

   8. A summary statement may be made to the board by the grievant. 

   9. A summary statement may be made to the board by the 

administration. 

   10. Any new materials injected into any summary statement may be 

rebutted. 

   11. The board will take the matter of the grievance under advisement and 

   render its decision in written form to the grievant within 20 days of the  

   hearing. 

   12. The decision rendered by the board shall be the final disposition of 

any grievance. 

 

Approved:  August 1993 



 

Chain of Command – Resolving Problems 

 

Employees are to follow the proper “chain of command” by first contacting your 

immediate supervisor for resolution of problems.  Exceptions made be made if the 

supervisor is the source of the complaint, for example, in a situation involving sexual 

or racial harassment.  See GAAC and JGEC for details.  If neither of these policies 

apply, employees shall first discuss all concerns with their immediate supervisor 

before taking additional action. 

 

In the absence of the Principal, contact should be made with the appropriate District 

Administrator for serious situations that cannot wait for the next day for a solution. 

 

 

 

GAEA Complaints of Discrimination                GAEA 

 Discrimination against any individual on the basis of race, color, national 

origin, sex, disability, age, or religion in the admission or access to, or treatment or 

employment in the district’s programs and activities is prohibited.  Mr. Jim Howard, 

Superintendent, 1100 Queen Avenue, Hoxie, KS  67740-0348, (785) 675-3258, has 

been designated to coordinate compliance with nondiscrimination requirements 

contained in Title VI of the Civil Rights Act of 1964, Title IX of the Education 

Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and The 

Americans with Disabilities Act of 1990.   

 Complaints of discrimination should be addressed to an employee’s supervisor 

or to the compliance coordinator.  Complaints against the superintendent should be 

addressed to the board of education. 

 Complaints of discrimination will be resolved using the district’s discrimination 

complaint procedure.  (See KN) 

 

Approved:  July 2004 



 

GAF Sta f f -Student  Re lat ions   GAF 

 (See  GAAC,  GAACA JGEC,  JGECA and KN)   

 S ta f f  members  shal l  ma in ta in  pro f ess iona l  r e l a t i onships  w i th  

s tudents  which are  conduc i v e  t o  an e f f ec t i v e  educat i ona l  env i r onment .   

S ta f f  members  shal l  not  have  any  int erac t i on  o f  a  r omant i c  and/or  sexua l  

nature  w i th  any  s tudent  at  any  t ime  regard l ess  o f  the  s tudent ’ s  age  or  

consent .  

 

Approved :   Oc tober  20 21  

KASB Recommendat i on  –  2/98 ;  7/03;  4/07;  6/07;  6/16 ;  6/21  

 

GAG Conflict of Interest         GAG 

 District employees are prohibited from engaging in any activity which may be a 

conflict of interest and/or detracts from the effective performance of their duties.  No 

employee will attempt, during the school day or on school property, to sell or endeavor 

to influence any student or school employee to buy any product, article, instrument, 

service, or other items which would directly or indirectly benefit the school employee.  

No school employee will enter into a contract for remuneration with the district other 

than a contract for employment unless the contract is awarded on the basis of 

competitive bidding. 

 

Approved:  October 2019 

KASB Recommendat i on  -  2/98;  4/07;  6/19  

 

GAG-R Conflict of Interest                        GAG-R 

  Any district employee shall report alleged violations of the conflict of interest 

policy to the superintendent.  The superintendent shall make an initial investigation to 

determine whether the policy has been violated.  Upon evidence of a violation, the 

superintendent shall report to the board for a board determination.  If a district 

employee has been found to have violated the conflict of interest policy, the board will 

order the employee, in writing, to cease and desist from all such activities.  If the 

employee fails to comply, the board may suspend or terminate the employee, pursuant 

to the provisions of GBK-R and GCK. 

 

Approved:  August 1993 

 



 

GAH  Participation in Community Activities       GAH 

  Staff members are encouraged to reside within the boundaries of the 

district. 

  Participation in Community Activities 

  Staff members are encouraged to participate in community activities and 

organizations, if these activities do not infringe upon school time. 

 

Approved: October 2001 

 

 

GAH-R Participation in Community Activities           GAH-R 

  Participation in Community Relations 

  Prior permission must be obtained from the superintendent for participation 

in any non-school community activity, which takes place during school time. 

 

Approved: October 2001 

 

 

 

 

GAHB Polit ical  Activit ies  GAHB 

 Holding  Publ ic  Off ice  

 Sta f f  members  e lec ted or  appointed to  a  publ ic  o f f ice  which 

restr i cts  the  employee ’s  ab i l i ty  to  complete  contractual  obl igat ions  

may be  requi red to  take  unpaid  leave  for  a  period o f  t ime  determined 

by  the  board or  may be  te rminated.  

 Sta f f  members  hold ing  a  publ ic  o f f ice ,  which in  the  

judgment  o f  the  board is  less  than ful l - t ime,  shal l  request  unpaid  

leave  f rom the  superintendent  at  least  one  week in  advance .  

 An employee  who must  be  absent  f rom school  to  carry  out  

the  dut ies  o f  a  pub l ic  o f f i ce  must  take  a  leave  o f  absence  wi thout  

pay  for  the  durat ion o f  the  publ ic  o f f ice .  

 Po l i t i cal  Act iv i ty  in  the  Schools  

 Sta f f  members  shal l  not  use  schoo l  t ime ,  school  property ,  

or  school  equipment  for  the  purpose o f  furthering  the  interests  o f  



 

any pol i t ical  party ,  the  campaign o f  any  pol i t ical  candidate ,  or  the  

advocacy  o f  any  pol i t ical  i ssue .  

 For the  purposes o f  this  pol icy ,  “advocacy  o f  any  pol i t ical  

issue”  shal l  not  be  deemed to  inc lude  provid ing  in formation on 

educat ional  matters  to  e lected o f f i c ia ls .   

 

Approved:   October  2019 

KASB Recommendation -  2/98;  4/07;  6/15 ;  06/19 

 

 

GAI Solicitations             GAI 

 Persons seeking to sell, solicit or display on school premises any item requiring 

the expenditure of district funds must first secure permission from the building 

principal or superintendent.  Appointments with district staff during duty hours shall 

be held at a time approved by the appropriate supervisor.  If a vendor violates this 

policy, the vendor may be suspended from making appointments with and soliciting 

school employees.  Notices of the suspension shall be provided to district 

administrative personnel, the vendor’s supervisor and the board. 

 

Approved:  August 1993 

 

GAJ Gifts  (See JL and KH)        GAJ 

 Gifts by Staff Members 

 Staff members shall not give gifts to any student or class of students when the 

gifts arise out of a school situation, class or school-sponsored activity unless approved 

by the principal. 

 Gifts to Staff Members 

 Staff members are prohibited from receiving gifts from vendors, salesmen or 

other such representatives. 

 

Approved:  August 1993 

 

 

GAJ-R Gifts  (See JL and KH)               GAJ-R 

  Gifts to Staff Members 



 

  If an employee of the district is found to have accepted a gift from any 

person as outlined in this policy, the employee may be subject to disciplinary action. 

  The superintendent shall be responsible for the administration of this policy. 

 

Approved:  August 1993 



 

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

 Pe rsonnel  f i les  requi red by  the  distr ic t  shal l  be  conf ident ial  

and in  the  custody  o f  the  records  custodian and/or the  

superintendent .   Employees have  the  r ight  to  inspect  the i r  f i les  upon 

proper  not ice  under  the  supervis ion o f  an appropr iate  supervisor .   

A l l  records  and f i les  main tained by  the  dis tr ict  should  be  screened 

periodical ly  by  the  custodian o f  records .  

 A l l  personnel  f i les and evaluat ion documents ,  including  those  

s tored by  e lectronic  means,  shal l  be  adequate ly  secured.  

 Requests  for  Re ferences  

 Unless otherwise  provided by  law,  a  request  by  a  th ird  party  for 

re lease  o f  any  personnel  record shal l  requi re  the  wri t ten  consent  o f  

the  employee ,  and shal l  be  submitted to  the  records  custodian who 

shal l  respond to  the  request  as  the  law al lows.  

 Upon rece ipt  o f  a  wri t ten  request  dis t r ic t  o f f ic ials  may provide  

in formation regard ing  past  and present  employees to  prospect ive  

employers  in  compl iance  with  current  law.   In formation that  may be  

provided wi l l  include :  

•  employment  date (s ) ;  

•  job  descript ion and duties whi le  in  the  dis tr ict ’ s  employ ;  

•  l as t  salary  or  wage ;  

•  wage his tory ;  

•  whether  the  employee  was vo luntari ly  or  involuntari ly  

re leased f rom serv ice  and the  reasons for the  separat ion;  

•  wri tten  employee  evaluat ions  which were  conducted pr ior  to  

the  employee 's  separat ion f rom the employer  and to  which 

an employee  shal l  be  g iven a  copy  upon request .  



 

GAK Personnel  Records  GAK-2 

Immunity  Prov ided  

Unless otherwise  provided by  law,  an employer  who responds in  

wri t ing  to  a  wri t ten  request  concerning a  current  or  fo rmer employee  

f rom a prospect ive  employer  o f  that  employee  shal l  be  absolute ly  

immune f rom civ i l  l i abi l i ty  fo r  disc losure  o f  the  in formation noted 

earl ie r  in  this  pol icy  to  which an employee  may have access .  

Prohib i t ion  on Aiding and Abett ing  Sexual  Abuse  

 Pursuant  to  the  federal  Every  Student  Succeeds  Act ,  the  board 

prohib i ts  the  board,  indiv idual  board members ,  and any  indiv idual  

or  ent i ty  who is  a d ist r ict  employee,  contractor ,  o r  agent  f rom 

assis t ing  a  dist r i ct  employee ,  contractor ,  o r  agent  in  obtaining  a  new 

job i f  the  board,  indiv idual ,  o r  ent i ty  knows,  or  has  probable  cause  

to  be l ieve ,  that  such schoo l  employee ,  contractor ,  o r  agent  engaged 

in  sexual  misconduct  regarding  a  minor  or  student  in v io lat ion o f  

the  law.   For  the  purposes  o f  this  pol i cy ,  i t  shal l  not  be  deemed 

assis t ing  in  obtaining  a  new job i f  the  a forementioned indiv iduals  or  

ent i t ies  part i c ipate  in  the  rout ine  t ransmission o f  administrat ive  and 

personnel  f i les  in  accordance  wi th  law and this  pol i cy ,  

 

Approved:  October  2017  

KASB Recommendation –  7/02;  4/07;  12/16 

 

 

 

 

GAL Salary Deductions (FLSA)          GAL 

 The district shall comply with the salary basis requirements of the Fair Labor 

Standards Act (FLSA).  The board prohibits all managers from making any improper 

deductions from the salaries of exempt employees.  Employees shall be made aware of 

this policy. 

 If an employee believes that an improper deduction has been made to his or her 

salary, the employee should immediately report this information to his or her direct 

supervisor or to the board clerk. 



 

 Reports of improper deductions shall be promptly investigated.  If it is 

determined that an improper deduction has occurred, the employee shall be promptly 

reimbursed for any improper deduction made. 

 

Approved:  February 2005 

 

GAM  Personal Appearance          GAM 

  The board advocates appropriate dress for all district employees. 

 

Approved:  August 1993 

 

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

  The board shall provide reimbursement for expenses incurred in travel 

related to the duties of the district’s employees when approved in advance by the 

superintendent.  Mode of travel will be based on, but not limited to, the availability of 

transportation, distance and number of persons traveling together.  A first-class air 

fare will be reimbursed only when coach space is not available.  

   Requests for reimbursement shall have the following attached:  receipts for 

transportation, parking, hotels and motels, meals and other expenses for which 

receipts are ordinarily available.  For the authorized use of a personal car, including 

approved travel between buildings, staff members shall be reimbursed at a mileage 

rate established by the board. 

 

Approved:  April 2004 

 

TRAVEL REIMBURSEMENT – FEDERAL PROGRAMS 

 

The board shall reimburse employees and school board for travel costs incurred in the 

course of performing services related to official business as a federal grant recipient.  

School board members must have prior written approval from the federal awarding 

agency or pass-through entity to get reimbursement for expenses specifically related to 

a federal award.  

 

For purposes of this procedure, travel costs shall mean the expenses for 

transportation, lodging, subsistence, and related items incurred by employees and/or 



 

board members who are in travel status on official business as a federal grant 

recipient.  

 

Board members and district employees shall comply with applicable board policies 

established for reimbursement of travel and other expenses. 

 

The validity of payments for travel costs for all district employees shall be determined 

by the superintendent or designee. 

 

Travel costs shall be reimbursed on a mileage basis for travel using an employee’s or 

board member’s personal vehicle and on an actual cost basis for meals, lodging and 

other allowable expenses, consistent with those normally allowed in like 

circumstances in the district’s nonfederal funded activities, and in accordance with 

the district’s travel expenses policy GAN. 

 

Mileage reimbursements shall be at the rate approved by the board for other district 

travel reimbursements. Actual costs for meals, lodging, and other allowable expenses 

shall be reimbursed only to the extent they are reasonable and do not exceed the per 

diem limits established by the {board/the federal General Services Administration 

for federal employees for locale where incurred.} 

 

All travel costs must be presented with an itemized, verified statement prior to 

reimbursement. 

 

In addition, if these costs are charged directly to the federal award, documentation 

must be maintained that justifies that: 

 

Participation of the individual is necessary to the federal award, and 

 

The costs are reasonable and consistent with the district’s established policy. 

 

 

 

 

 



 

 

 

 

 

 

 

GANA Expense Reimbursement and Credit  Cards  (See  CEF and 

GAN)    GANA 

 Non-adminis trat ive  sta f f  use  o f  a  dis t r ic t  credi t  card,  i f  

authorized by  the s ta f f  member ’s  immediate  supervisor ,  shal l  be  

confined to  necessary  school  business  and shal l  be  subject  to  any  

guide l ines  for  such use  establ ished by  the  board or  dis t r ic t  

adminis trat ion.   Unless otherwise  speci f ied  in  guidel ines  establ ished 

pursuant  to  this  pol icy ,  sta f f  members  shal l  re tain  any  rece ipt (s )  fo r  

d ist r ict  credi t  card expenditure (s )  and shal l  provide  them to  th e  s taf f  

member ’s  immediate  supervisor  as  soon as  pract icable  fo l lowing  the  

expendi ture .    

 The  superintendent  may designate  adminis trat ive  and other  

s ta f f  members  to  whom a dist r ict  credi t  card wi l l  be  issued.   The  

board shal l  annual ly  prescribe  l imi ts  and  restr i ct ions on the  use  o f  

d ist r ict  credi t  cards  and shal l  monitor  monthly  rece ipts  and 

re imbursement  expenses .   In  no  case  wi l l  c redi t  card e xpendi tures in  

excess  o f  $50 in  one  month  be  authori zed for  any  non-adminis trat i ve  

s ta f f  member without  the  prior  approval  o f  the  superintendent .  

 A l l  rewards  points or  cash back payments  earned using  

d ist r ict  credi t  cards  are  dis t r ict  property  and shal l  be  e i ther  appl ied 

to  future  dis t r ic t  credi t  card purchases  or  remi tted to  the  dist r ict  

t reasurer  for  accounting  and depos i t .  Account ings  o f  dis t r ic t  credi t  

card use  shal l  be  provided to  the  board for  rev iew on a  monthly  

basis ,  and a  record o f  dis t r ic t  credi t  card usage  shal l  be  maintained.    

 

GANA Expense Reimbursement and Credit  Cards               GANA -2  

 



 

Expenses  for  dist r ic t  t rave l  in  personal  vehic les or  extended t rave l  

incurred in  the  per formance  o f  o f f ic ial  dut ies  shal l  be re imbursed in  

accordance  wi th  the  prov is ions  o f  GAN.  

 

Approved:   KASB Recommendat ion -  6/13;  6/15 

 

Approved USD 412:   October 2015  

 

GANB  Expense Reimbursement and Credit Cards    GANB 

  Staff use of a district credit card shall be confined to necessary school 

business.  The board shall annually prescribe limits and restrictions on the use of 

credit cards and shall monitor monthly receipts and reimbursement expenses.  Credit 

card use shall be reported monthly to the board.  Expenses for district travel in 

personal vehicles or extended travel incurred in the performance of official duties shall 

be reimbursed in accordance with the provisions of GAN. 

Handbook language 

 Staff use of a district credit card shall be confined to necessary school business.  

The board shall annually prescribe limits and restrictions on the use of credit cards 

and shall monitor monthly receipts and reimbursement expenses.  Credit card use 

shall be reported monthly to the board. 

 Staff seeking information about credit card use should visit with their 

administrator or the clerk.  A district credit card may be checked out to a staff 

member if there is a legitimate need, and the employee is unable to use his or her own 

credit card before seeking reimbursement.  Deliberate misuse of district credit cards is 

grounds for termination and reporting of criminal activity. 

 

Approved: November 2002 

 

 

 

 

 

GAO Maintaining Proper Control  (See JGFB and GAAF)  GAO 

 Each employee is  responsible for maintaining proper 

control  in the school.   Unless otherwise specif ied in board 



 

pol icy,  an employee may use reasonable force necessary to ward 

of f  an attack,  to  protect a student or another person,  or  to  quel l  

a  disturbance which threatens physical injury to others.  

 

Approved:   October 2014 

 

GAOA   Drug and Alcohol -Free Workplace  (See  LDD)  GAOA 

 Maintaining  a  drug  f ree  work place  is  important  in  

establ ish ing  an appropriate  learning  envi ronment  for the  s tudents  o f  

the  dis tr ict .   Unless  otherwise  speci f ied  in  this  pol i cy ,  the  unlawful  

manufacture ,  d istr ibut ion, sale ,  dispensat ion,  possession,  or  use  o f  

a  contro l led  substance  is  prohibi ted at  school ,  on or in  school  

d ist r ict  property ;  and at  school  sponsored act iv i t ies ,  programs,  and 

events .   Possession and/or use  o f  a contro l led  substance  by  an 

employee  for  the  purposes  o f  this  pol i cy  shal l  only  be  permit ted i f  

such substance  was obtained di rect ly ,  o r  pursuant  to  a  val id  

prescript ion or  order  issued thereto,  f rom a person l icensed by  the  

s tate  to  d ispense ,  prescribe ,  or  administer  contro l led  substances 

and any  use  is  in  accordance  wi th  labe l  d i rect ions .  

 As  a  condi t ion  o f  employment  in  the  dis t r ic t ,  employees shal l  

ab ide  by  the  terms o f  this  pol i cy .  

 Employees shal l  not  unlawful ly  manufacture ,  dis t r ibute ,  

d ispense ,  possess,  and/or use  contro l led  substances in  the  

workplace .  

 Any  employee  who is  convicted under  a  cr iminal  drug  s tat ute  

for  a  v io lat ion occurring  at  the  workplace  must  not i fy  the  

superintendent  o f  the  convic t ion within  f ive  days  af ter  the  

convic t ion.   The  superintendent  shal l  then ensure  that  not ice  o f  

such convic t ion i s  g iven to  any  grant ing  agency  wi thin  10 days  o f  

rece iv ing  not ice  thereof .  

 With in  30 days  a fte r  the  not ice  o f  convic t ion is  rece ived,  the  

school  dis t r ict  wi l l  take  appropriate  act ion wi th  the  employee .   Such 

act ion may include ,  suspension,  placement  on probat ionary  status ,  

or  other  disc ipl inary  act ion inc luding  terminat ion.   A l ternat ive ly ,  o r  



 

in  addi t ion  to  any act ion short  o f  terminat ion,  the  employee  may be  

requi red to  part ic ipate  sat is factori ly  in  an  

approved drug  abuse  assistance  or  rehabi l i tat ion program as  a  

condi t ion  o f  cont inued employment .   The  e mployee  shal l  bear  the  

cost  o f  part ic ipat ion in  such program.   Each employee  in the  dist r ict  

shal l  be  g iven a  copy  o f  this  pol icy .  

 Th is  pol icy  is  in tended to  implement  the  requi rements  o f  the  

federal  regulat ions  promulgated under  the  Drug Free Workplace  A ct  

o f  1988.   I t  i s  not  intended to  supplant  or  otherwise  d iminish 

d isc ipl inary  act ions  which may be  taken under  board pol ic ies  or  the  

negot iated agreement .  

 Maintaining  a  drug  f ree  workplace  is  important  in  establ ishing  

an appropr iate  learning  envi ronment  for  the  students  o f  the  dis t r ic t .   

The  unlawfu l  manufacture ,  dis t r ibut ion,  dispensat ion,  possession,  

or  use  o f  a contro l led  substance  is  prohib i ted  in  the  d ist r ict .   

 Th is  pol icy  is  in tended to  implement  the  requi rements  o f  the  

federal  regulat ions  promulga ted under  the  Drug Free Workplace  Act  

o f  1988.   I t  i s  not  intended to  supplant  or  otherwise  d iminish 

d isc ipl inary  act ions  which may be  taken under  board pol ic i es  or  the  

negot iated agreement .  

Approved:   October  2014  

 

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

  

 The  possession,  use ,  sale ,  dis t r ibut ion,  or  be ing  under  the  

in f luence  o f  contro l led  substances  and/or alcohol  by school  

employees at  school ;  on ,  in ,  or  whi le  ut i l i z ing  school  property ;  or  at  

school  sponsored act iv i t ies ,  programs,  or  events  i s  prohibi ted.  

 Employee  Conduct  

 As  a  condi t ion  o f  cont inued employment  in  the  dis t r ic t ,  a l l  

employees shal l  ab ide  by  the  terms o f  this  pol icy .   Employees  shal l  

not  manufacture ,  d ist r ibute ,  dispense ,  possess ,  use ,  and/or be  

under  the  in f luence  o f  i l l i c i t  drugs ,  contro l led  substances,  and/or 

a lcohol ic  beverages  at  school ;  on ,  in ,  or  whi le  ut i l i z ing  school  

property ;  or  at  school  sponsored act iv i t ies ,  programs,  or  events .    



 

 Possession,  use ,  and/or be ing  under  the  in f luence  o f  a  

contro l led  substance  by  an employee  for  the  purposes  o f  this  pol i cy  

shal l  only  be  permit ted i f  such substance  was:   

1 .Obtained di rect ly  f rom, or  pursuant  to  a  val id  

prescript ion or  order ,  issued to  such employee  f rom a 

person l icensed by  the  state  to  dispense ,  prescribe ,  or  

adminis ter  con tro l led  substances ;  and  

2 .Used,  i f  at  al l ,  in  accordance  wi th labe l  d i rect ions .    

 Compl iance  wi th  the  terms of  this  pol i cy  is  mandatory .   

Employees who are  found v io lat ing  the  te rms o f  this  pol icy  wi l l  be  

reported to  the  appropriate  law enforcement  o f f ic ers .   Addi t ional ly ,  

an employee  who v io lates  the  terms o f  this  pol icy  may be  subject  to  

any  or  al l  o f  the  fo l lowing  sanct ions :  

 

 

GAOB  Drug-Free Schools  GAOB-2  

 1 .  Short  term suspens ion wi th  pay ;  

 

 2 .  Short  term suspens ion wi thout  pay ;  

 

 3 .  Long  term suspension wi thout  pay ;  

 

 4 .  Required part i c ipat ion in  a drug  and a lcohol  educat ion,  

t reatment ,    

     counse l ing ,  or  rehabi l i tat ion program;  

 

 5 .  Te rminat ion or  nonrenewal  o f  employment  re lat ionship .  

 

 Pr ior  to  apply ing  sanct ions  under  this  pol i cy ,  employees 

wi l l  be  a f forded any  due process  r ights  to  which they  are  ent i t led  

under  the ir  contracts  or  the  provis ions  o f  Kansas  law.   Nothing  in  

this  pol icy  is  in tended to  diminish the  r ight  o f  the  d is t r ic t  to  take  

any  o ther  disc ipl inary  act ion.   This  pol icy  i s  not  in tended to  change  

any  r ight ,  duty ,  or  responsib i l i t ies  in  the  current  negot iated 

agreement .  



 

 I f  i t  is  agreed that  an employee  shal l  ente r  into  and 

complete  a  drug  educat ion or  rehabi l i tat ion program, the  cost  o f  

such program wi l l  be  borne  by  the  employee .   A  l ist  o f  area drug  and 

a lcohol  counse l ing  and rehabi l i tat ion programs,  along  wi th  names 

and addresses  o f  contact  persons for  the  programs,  is  on f i le  wi th  

the  board c le rk .  

 Employees are  responsible  fo r  contact ing  the  di rectors  o f  

the  programs to  determine  the  cost  and length o f  the  program and 

for  enrol l ing  in  the  programs.   I f  part ic ipat ion in  such a program is  

requi red as  a  condit ion o f  cont inued employment ,  copies o f  any  

documentat ion re lated to  enrol lment  in  and attendance  in  such 

program shal l  be  made  avai lable  to  the  board and/or adminis trat ion 

upon request .  

 A  copy  o f  this  pol icy  shal l  be  provided to  al l  employees .  

Approved:   October  2014  

 

GAOC Tobacco -Free  School  Grounds  for  Sta f f  GAOC 

 (See  JCDAA and KMA)  

 

The  use ,  possess ion ,  o r  promot i on  o f  any  t obacco  by  s ta f f  members  i s  

proh ib i t ed a t  a l l  t imes  in  any  d i s t r i c t  f ac i l i t y ;  in  schoo l  veh i c l es ;  a t  

schoo l - sponsored ,  ac t iv i t i es ,  programs,  or  ev en ts ;  and  on  schoo l  owned or  

opera t ed  proper t y .   

 The  f o l l ow ing  de f in i t i ons  app ly  t o  th i s  po l i cy .  

  “Tobacco  p roduct ”  means  any  product  tha t  i s  made  f r om or  der iv ed  

f r om tobacco ,  o r  tha t  conta ins  n i co t ine ,  that  i s  in t ended  f o r  human 

consumpt ion  or  i s  l i ke l y  t o  be  consumed,  whether  smoked ,  heat ed ,  

chewed,  absorbed ,  d i sso l v ed  

inha l ed or  inges t ed by  any  o ther  means ,  inc lud ing ,  but  not  l im i t ed  t o ,  

e l ec t ron i c  n i cot ine  de l i v ery  syst em (herea f t er  “ENDS” ) ,  c igaret t e s ,  c i gar s ,  

p ipe  t obacco ,  chew ing  t obacco ,  snuf f ,  o r  snus.   

 “Tobacco  product ”  a l so  means any  component  or  accessory  used  in  

the  consumpt ion o f  a  t obacco  product ,  such  as  f i l t er s ,  r o l l ing  papers ,  

p ipes ,  charg ing  dev i ses ,  car t r idges ,  and  any  subs tance  used  in  ENDS,  

whether  or  not  they  con ta in  n i cot ine .  Th i s  de f in i t i on  does  not  inc lude  FDA 

approved  n i co t ine  rep lacement  therap ies  inc lud ing  t ransdermal  n i cot ine  

pa t ches ,  n i co t ine  gum,  and n i cot ine  l ozenges  prescr ibed  to  the  employee  



 

by  a  med ica l  prac t i t i oner  or  obta ined  over  the  counted  and used  in  

accordance  wi th  l abe l  r equ ir ements .  

 “E l ec t ron i c  n i co t ine  de l i v ery  syst em”  or  “ (ENDS” )  means  any  dev i ce  

that  de l i v e r s  a  vapor i z ed  so lut i on  ( inc lud ing  n i co t ine ,  THC,  or  any  other  

subs tance )  by  means  o f  car t r idges  or  o ther  chemica l  de l i v ery  syst ems .  

Such  de f in i t i on  shal l  inc lude ,  but  may not  be  l im i t ed  t o ,  any  e l ec t ron i c  

c i garet t e ,  v ape  pen,  hookah  pen ,  c igar ,  c i gar i l l o ,  p ipe ,  o r  persona l  

vapor i z e r .  ENDS are  not  FDA -approved n i cot ine  r ep lacement  therapy  

dev i ces .  

 “Promot i on ”  inc ludes ,  but  i s  not  l im i ted  t o ,  product  adver t i s ing  v i a  

branded  gear ,  bags ,  c l o th ing ,  any  persona l  ar t i c l es ,  s i gns ,  s t ruc tures ,  

v eh i c l es ,  f l y e r s ,  o r  any  oth er  mater ia l s .  

 

Approved :  October  2019  

KASB Recommendat i on  -  2/98;  4/07;  6/13;  6/16;  12/18  ;06/12  

 

GAOD  Drug and Alcohol Testing                GAOD 

  This policy shall apply to all employees who are performing safety sensitive 

jobs for the district which require a commercial driver’s license (CDL) as defined by the 

Omnibus Transportation Act of 1991.  A board-approved plan stating compliance 

requirement is on file with the clerk.  Copies of the plan shall be given to each 

appropriate employee in a safety sensitive position as defined by board policy. 

Approved:  November 1995 

 

GAOE Workers  Compensation  (See  KFD)  GAOE  

 

 The  d i s t r i c t  w i l l  par t i c ipa t e  in  workers  compensat i on  as  r equ i r ed 

by  current  s tatut e .   The  combined  workers  compensat i on  bene f i t s  and  

sa la ry  r ece iv ed  under  a l l owed  pa id l eave  sha l l  no t  exceed  one  fu l l  day ' s  

pay .  

 A l l  employees  o f  the  d i s t r i c t  sha l l  be  covered by  workers  

compensat i on .   Workers  compensat i on  coverage  i s  prov ided  f o r  a l l  

employees  r egard l ess  o f  ass i gnment ,  l eng th  o f  ass i gnment ,  and/or  hours  

worked  per  day .   Bene f i t s  a r e  f o r  persona l  in jury  f r om acc iden t  or  

indust r i a l  d i seases  a r i s ing  out  o f  and in  the  course  o f  employment  in  t he  

d i s t r i c t .  



 

 An in jured  employee  must  not i f y  the  des i gnated  employer ’s  

workers  compensat i on  coord inator  o r ,  i f  the  coord ina tor  i s  unava i l ab l e ,  

h i s  or  her  superv i sor  w i th in  20  days  o f  the  in jury  or  w i th in  20  days  o f  

r epe t i t i v e  t rauma in  order  t o  be  e l i g ib l e  f o r  bene f i t s .  

 The  workers  compensat i on  p lan wi l l  prov ide  coverage  f o r  med ica l  

expenses  and wages  t o  the  ext ent  r equ i r ed  by  s tatut e  t o  those  employees  

who  qua l i f y ;  however ,  the  amount  o f  workers  compensat i on  benef i t s  and  

pa id  l eave  benef i t s  sha l l  no t  exc eed  a  r egu lar  da i l y  r at e  o f  pay .   An 

employee  us ing  pa id  l eave  in  combinat i on  wi th  workers  compensat i on  w i l l  

be  charged  f o r  one  fu l l  o r  par t i a l  day  o f  pa id  l eave ,  as  prov ided  f o r  in  the  

app l i cab l e  l eave  po l i cy  or  the  negot i a ted  ag reement ,  f or  each  day  o f  

absence  unt i l  the  employee ’ s  pa id  l eave  i s  exhausted .  

 Any  employee  who is  o f f  work  and r ece i v ing  workers  compensat i on  

bene f i t s  sha l l  be  r equ i r ed  t o  prov ide  the  d es i gnated workers  compensat i on  

coord ina tor  w i th  a  wr i t t en  doc tor ’ s  r e lease  be f or e  the  employee  i s  a l l owed 

t o  r e turn t o  work.   I n  add i t i on ,  shou ld the  employee  be  r e l eased  t o  r e turn  

t o  work   

by  a  doc tor  and  f a i l  t o  do  so ,  a l l  benef i t s  under  pa id l eave  sha l l  

t e rminate ,  and those  bene f i t s  under  workers  compensat i on  shal l  be  

r es t r i c t ed  as  prov ided  by  current  s tatut e .  

 Whenever  an  employee  i s  absent  f r om work  and i s  r ece iv ing  

workers  compensat i on  benef i t s  due  t o  a  work -r e lat ed  in jury  or  i s  r ece iv ing  

d i s t r i c t  pa id  d i sab i l i t y  insurance ,  the  emp loyee  may use  ava i l ab l e  pa id 

l eave  t o  supp lement  the  workers  compensat i on  or  d i s t r i c t  pa id  d i sab i l i t y  

insurance  payments .   Workers  compensat i on  bene f i t s  and FMLA benef i t s  

prov ided  in  a  board approved p lan shal l  run concurrent l y  i f  bo th  are  

app l i cab l e .   

 I n  no ev ent  sha l l  the  employee  be  ent i t l ed t o  a  combinat ion  o f  

workers  compensat i on  benef i t s ,  d i s t r i c t  pa id  d i sab i l i t y  insurance ,  and  

sa la ry  in  excess  o f  h i s/her  fu l l  sa la ry .   Ava i l ab l e  pa id l eave  may be  used  

f o r  th i s  purpose  unt i l  1 )  ava i l ab l e  pa id l eave  be ne f i t s  ar e  exhausted ;  2 )  

the  employee  r e turns  t o  work ;  3 )  the  employee  i s  r e l eased  by  the  med ica l  

prov ider  and  a  pos i t i on  i s  o f f e r ed by  the  employer ,  but  the  employee  

dec l ines  t o  r e turn to  work ;  o r  4 )  employment  i s  t e rminated .   Pa id  l eave  

sha l l  be  ca l cu lat ed  on  a  prorat ed  amount  equa l  t o  the  percen tage  o f  sa lary  

pa id  by  the  d i s t r i c t .   

 Tes t ing  



 

 The  board ,  th rough i t s  des ignated  workers  compensat i on  

coord ina tor ,  may r equ i r e  employees  who  c la im or  a r e  invo lv ed  in  an 

acc iden t  in  the  course  o f  employment  t o  sub mi t  t o  a  pos t - in jury  chemica l  

t es t .  Th i s  inc ludes  ins tances  where  the  d i s t r i c t  admin i s t ra t i on  or  workers  

compensat i on  coord ina tor  has  actua l  know ledge  o f  an  acc iden t  whether  

the  employee  has  or  has  not  r equest ed  med ica l  t r eatment .  I f  an  employee  

r e fuses  t o  submi t  to  an  employer  r eques t ed  pos t - in jury  chemica l  t es t ,  the  

employee  f or f e i t s  a l l  r e l a t ed  workers  compensat i on  benef i t s  as  prov ided  in  

K .S .A .  44 -501 (b ) (1 ) (E ) .  Chemica l  t es t  co l l ec t i on ,  l abe l ing ,  and  per f ormance 

sha l l  mee t  the  r equi r ements  f ound in  K .S . A .  44-501 (b ) (3 ) .  

 Cho i ce  o f  Phys i c i an  

 The  board  shal l  have  the  r ight  t o  choose  a  des ignated  hea l th  care  

prov ider  t o  prov ide  med ica l  ass i s tance  t o  any  employee  who  su f f e r s  an 

in jury   

wh i l e  per f o rming  the i r  j ob .   However ,  i f  the  in jured employee  chooses  t o  

go  t o  a  med ica l  prov ider  other  than  the  des i gnated  prov ider ,  the  r ecovery  

f o r  such  expenses  sha l l  be  l im i t ed  t o  $500.00 .  

Approved :  October  2019  

KASB Recommendat i on -  7/96;  2/98;  7/02;  4/07;  6/09;  12/14;  6/15;  6/19  

GAOF Salary Deductions  (See  GAL)  GAOF 

 Salary  deduct ions shal l  be  made i f  pe rmit ted by  board pol i cy ,  

the  negot iated agreement ,  or as  requi red or  authorized by  law.   The  

d ist r ict  shal l  comply  wi th  the  salary  basis  requi rements  o f  the  Fai r  

Labor  Standards  Act  (FLSA.)  

 The  superintendent  shal l  deve lop  forms to  provide  

in formation needed to  make  approved salary  deduct ions .   A l l  

requests  for  salary  deduct ions  shal l  be  submit ted to  the  

superintendent  during  enrol lment  periods  establ ished by  the  board.  

 

Approved:   USD 412 –  9/13 

 

GAQ Retirement  (See GBN)          GAQ 

 Employees are requested to notify the board of an intent to retire. 

 

Approved:   August  1993 

  



 

GAR –  Communicable Diseases                                    GAR 

 Whenever  an employee  has  been diagnosed by  a  physic ian 

as  having  a  communicable  disease  as  de f ined in  current  regulat ion,  

the  employee  shal l  report  the  diagnosis  and nature  o f  the  disease  to  

the  superintendent  or  the  superintendent ’s  designee  so  that  a  proper  

report ing  may be  made  to  the  county  or  jo int  board o f  heal th  as  

requi red by  current  law.  

 An employee  a f f l ic ted  with  a  communicable  disease  

dangerous to  the  publ ic  heal th  shal l  be  suspended f rom duty  for  the  

durat ion o f  the  contagiousness  in  order  to  g ive  maximum heal th  

protect ion to  o ther  school  employees  and to  students.  

 The  employee  shal l  be  al lowed to  return to  duty  upon 

recovery  f rom the  i l lness ,  or  when the  employee  i s  no longer  

contagious  as  authori zed by  the  employee 's  physic ian.  

 The  board reserves  the  r ight  to  requi re  a  wr i t ten s tatement  

f rom the  employee 's  phys ic ian ind icat ing  that  the  employee  is  f ree  

f rom al l  symptoms o f  the  communicable  disease .  

 I f  a  school  employee  has  been diagnosed as  having  a  

communicable  disease  and the  super intendent  has  been not i f ied  by  

the  employee ,  the  superintendent  or  the  superintendent ’s  designee  

shal l  determine  whether  a  re lease  shal l  be  obtained from the  

employee 's  physic ian be fore  the  employee  re turns  to  duty .  

 Decis ions  regarding  the  type  o f  employment  sett ing  for  an 

employee  with  a communicable  disease  shal l  be  made by  the  

superintendent  or the  superintendent ’s  designee  based upon  

considerat ion o f  the  physical  condit ion  o f  the  employee  and the  

fo l lowing  factors :  

•  the  nature  o f  the  r isk ;  

•  the  durat ion o f  the  r i sk ;  

•  the  sever i ty  o f  the r isk ;  and  

•  the  probabi l i ty  that  the  disease  wi l l  be  t ran smit ted or 

cause  harm to  the employee  or  to  o thers  who wi l l  share  

the  same sett ing .  

 



 

 No  in formation regarding  employees  with  communicable  

d iseases shal l  be  re leased by  school  personnel  wi thout the  

employee 's  consent  except  to  comply  with  state  or  federal  law. 

Addi t ional  Cert i f icat ions  o f  Heal th  

 I f  a t  any  t ime the  board has  reason to  be l ieve  that  an 

employee  is  su ffe r ing f rom an i l lness  detr imental  to  the  heal th  o f  

pupi ls ,  the  board reserves  the  r ight  to  requi re  such employee  to  

provide  the  board wi th  a  new cert i f icate  o f  heal th  in order  to  protect  

the  heal th ,  sa fe ty ,  and we l fare  o f  the  schoo l ’ s  s tudents .  

Approved:  USD 412 – 9/13 

 

GAR-R Communicable Diseases               GAR-R 

  In the event that a district employee has been diagnosed as having a 

communicable disease and the superintendent has been notified by the employee, as 

provided in policy, the superintendent shall determine whether a release shall be 

obtained from the employee’s physician before the employee returns to his duties. 

  Decisions regarding the type of employment setting for an employee with a 

communicable disease shall be based upon the physical condition of the employee and 

the expected type of interaction with other employees and students. 

  These decisions are best made using the teams approach including the 

employee’s physician, public health personnel, superintendent and personnel 

associated with the proposed employment setting. 

 

 

  AIDS 

  In each case involving an employee with AIDS, the board shall reserve the 

right to make a final decision regarding the employment status of the employee after 

taking into account the recommendations of the health assessment team, the risks 

and benefits to both the employee and to others in the proposed work setting. 

  No information regarding employees with communicable diseases shall be 

released by district personnel without the employee’s consent except to comply with 

state or federal statutes. 

Guidelines for Dealing with Employees Infected with HIV in the District Schools 

 A. The district establishes the following guidelines for dealing with the 

problems  presented by school employees who have or could transmit HIV to 



 

other school employees or students.  The guidelines will be reviewed 

periodically and revised as necessary to reflect new medical information 

regarding HIV. 

 B. Based upon the present knowledge that HIV is primarily transmitted by 

blood or sexual contact, and that casual person-to-person contact as would 

occur among school employees appears to pose no risk, individuals known 

to be infected with HIV virus should not be restricted from the work setting 

unless otherwise medically indicated.  Those individuals include the 

following:  school personnel with positive antibodies to the HIV virus;  school 

personnel who have illness due to the virus but do not meet the HIV CASE 

definition; and school personnel with HIV. 

Case Review 

  The determination of the appropriate educational setting for HIV infected 

individuals should be done on a case-by-case basis by a Review Board and should be 

weighed against the risk and benefits to both the infected individual and to others who 

will share the same setting.  The school nurse or county health nurse will serve as 

Chairperson of the Review Board and is the contact source for all referred cases. 

  The Review Board may consist of, but not necessarily limited to, the 

employee’s physician, school officials including the superintendent of schools, building 

principal, office secretary to keep a written record of the proceedings, the employee 

and/or a representative of the employee and the county health officer.  The school 

attorney may assist the Review Board as an observer and advise the board on legal 

questions. 

 

  Dealing with School Employees With HIV 

 A. The Review Board may need to develop additional procedures to periodically 

assess the employee’s condition to assist in determining the employee’s 

status to  work.  Establishment of a plan for periodic review of the 

employee’s status shall be established by the Review Board at the initial 

meeting. 

 B. Before HIV infected individuals may work in the district, they shall be 

required  to participate in a conference with appropriate school personnel 

for the purpose  of determining reasonable expectations regarding the 

individual’s responsibilities in the work setting.  Written recommendations 

are to be developed from the  conference. 



 

  Confidentiality 

  To the extent possible, knowledge of the employee’s condition shall be 

retained within the Review Board members.  In some situations, it may be necessary 

that other personnel also be advised.  This will be determined by the superintendent. 

  Policy Review 

  When new medical information becomes available with regard to HIV, these 

recommendations may be updated or changed as needed. 

 

Approved:  August 1993 

GARA Bloodborne Pathogen Exposure Control Plan  GARA 

 The  board shal l  adopt  an exposure  contro l  plan) .   T he  plan 

shal l  be  accessible  to  al l  employees and shal l  be  rev iewed and 

updated at  least  annual ly .   A l l  s ta f f  shal l  rece ive  the  t raining  and 

equipment  necessary  to  implement  the  plan.  

 

Approved:   KASB Recommendat ion -  9/97;  4/07;  12/14 

Approved USD 412:   October 2015  

 

 

 

 

 

 

 

 

 

 

GARI  Family Medical  Leave 

   

   

  GARI  

  Eligible district employees shall be provided family and medical leave as 

provided by a plan approved by the board.  The plan for providing leave under this 

policy shall be filed with the clerk of the board and made available to all staff at the 

beginning of each school year. 

 



 

Approved:  September 2009 

     FAMILY AND MEDICAL LEAVE 

 Family and medical leave as required by federal law shall be granted for a 

period of up to 12 weeks during a 12-month period.  For purposes of this policy, a 12-

month period shall be defined as a fiscal year beginning on July 1 and ending the 

following June 30.  Spouses employed by the district may only take an aggregate of 12 

weeks of leave for a birth or adoption of a child within a 12-month period. 

 

 Leave is available for the following: 

(1) the birth of a son or daughter of the employee and to care for the newborn 

child;   

(2) the placement of a son or daughter with the employee for adoption or foster 

care and to care for the newly place child;   

(3) to allow the employee to care for the employee’s spouse, son, daughter or parent 

with a serious health condition; 

(4) a serious health condition of the employee that makes the employee unable to 

perform the functions of his or her job; 

(5) any qualifying exigency arising out of the fact that the employee’s spouse, son, 

daughter, or parent is a covered military member on active duty (or has been 

notified of an impending call or order to achieve active duty) in support of a 

contingency operation; and 

(6) the need to care for a covered service member with a serious injury or illness if 

the employee is the spouse, son, daughter, parent, or next of kin of the service 

members.  Eligible employees are, for reason (6) only entitled to a combined 

total of 26 workweeks of leave during a 12-month period. 

 

(Leave for reason 1 or 2 must be taken within 12 months of the date of birth or 

placement of the child.) 

 

 This leave shall normally be unpaid leave.  However, if the employee has any 

paid vacation, personal,  or sick leave that is available for use because of the reason 

for the leave, the paid leave shall be used first and counted toward the annual family 

and medical leave.  The superintendent will notify the employee of the beginning date 

of family and medical leave and the amount of the employee’s accrued paid leave 

designated as family and medical leave. 



 

 

 The employee is eligible for family and medical leave if he or she has been 

employed by the district for at least 12 months and has worked at least 1,250 hours 

during the 12-month period immediately preceding the commencement of the FMLA 

leave. 

 

 During the period of any unpaid family and medical leave the board shall 

continue to pay the employer’s share of the cost of group health benefits in the same 

manner as paid immediately prior to the leave.  Any employee portion of the cost shall 

be paid by the employee to the clerk of the board on the payroll date or other time as 

the employee and superintendent may agree prior to the commencement of the leave.  

The board may terminate group health coverage if the employee’s portion of the 

payment is not received within 30 days of the due date, so long as written notice of the 

delinquency in payment and the notice of intent to terminate coverage are sent at least 

15 days prior to the termination. 

 

 When leave is foreseeable, the employee shall give written notice 30 days in 

advance.  If leave is not foreseeable, notice will be given as soon as practicable. 

 

 Upon the employee providing notice of need for leave, the employer will notify 

the employee of the following within 5 business days, absent extenuating 

circumstances: 

 a. whether or not the employee is eligible for FMLA leave; the reasons that 

leave will or will not count as family and medical leave, 

 b. any requirements for medical certification, 

 c. employer requirement of substituting paid leave, 

 d. requirements for premium payments for health benefits and employee  

  responsibility for repayment if employer pays employee share, 

 e. right to be restored to same or equivalent job, 

 f. any employer required fitness-for-duty certifications. 

  

 Family leave (reasons 1 or 2) may not be used intermittently or on a part-time 

basis without the prior approval of the superintendent. 

 



 

 The superintendent may require an instructional employee to continue leave 

until the end of a semester if the leave begins more than five (5) weeks before the end 

of a semester, lasts more than three (3) weeks and the return would occur during the 

last three (3) weeks of the semester. 

 

 If the leave is for a reason other than the employee’s serious health conditions 

or for a qualifying exigency as described in section (5) above, the superintendent may 

require an instructional employee to continue leave until the end of a semester, if: 

 

 1. the leave begins in the last five (5) weeks of a semester, will last more than 

two (2) weeks and the return to work would occur in the last two (2) weeks of 

a semester, or 

 

 2. the leave begins in the last three (3) weeks of a semester, and lasts more 

than five (5) days. 

 

GARID Military Leave                 GARID 

  Employees are entitled to military leave under the Uniformed Services 

Employment and Reemployment Act of 1994.  The Act applies to military service that 

began on or after December 12, 1994 or military service that began before December 

12, 1994 if the employee was a reservist or National Guard member who provided 

notice to the employer before leaving work. 

  Reemployment rights extend to persons who have been absent from work 

because of “service in the uniformed services.”  The uniformed services consist of the 

following military branches: 

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

  Army Reserve, Navy Reserve, Marine Corps Reserve, Air Force Reserve or  

  Coast Guard Reserve. 

  Army National Guard or Air National Guard. 

  Commissioned corps of the Public Health Service. 

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

  emergency. 

 

  “Service” in the uniformed services means duty on a voluntary or 

involuntary basis in a uniformed service, including: 



 

  Active duty. 

  Active duty for training. 

  Initial active duty for training. 

  Inactive duty training. 

  Full-time National Guard duty. 

Absence from work for an examination to determine a person’s fitness for 

any of the above types of duty. 

 

  The employee may be absent for up to five (5) years for military duty and 

retain reemployment rights.  There are, however, exceptions which can exceed the five 

(5) years limit.  Reemployment protection does not depend on the timing, frequency, 

duration or nature of an individual’s service.  The law enhances protections for 

disabled veterans including a requirement to provide reasonable accommodations and 

up to two (2) years to return to work if convalescing from injuries received during 

service or training. 

  The returning employee is entitled to be reemployed in the job that they 

would have attained had they not been absent for military service, with the same 

seniority, status and pay, as well as other rights and benefits determined by LAW.  If 

necessary, the employer must provide training or retraining that enables the employee 

to refresh or upgrade their skills so they can qualify for reemployment.   

 

GARID Military Leave              GARID-2 

 

While the individual is performing military service, he or she is deemed to be on a 

furlough or leave of absence and is entitled to the non-seniority rights accorded other 

individuals on non-military leaves of absence.  Individuals performing military duty of 

more than 30 days may elect to continue employer sponsored health care for up to 18 

months at a cost of up to 102 percent of the full premium.  For military service of less 

than 31 days, health care coverage is provided as if the individual had never left.  All 

pensions which are a reward for length of service are protected. 

 Individuals must provide advance written or verbal notice to their employers for 

all military duty.  Notice may be provided by the employee or by the branch of the 

military in which the individual will be serving. 

 Notice is not required if military necessity prevents the giving of notice; or, the 

giving of notice is otherwise impossible or unreasonable. 



 

 Accrued vacation or annual leave may be used (but is not required) while 

performing military duty.  The individual’s timeframe for returning to work is based 

upon the time spent on military duty. 

 

TIME SPENT ON   RETURN TO WORK OR APPLICATION FOR 

MILITARY DUTY     REEMLOYMENT                                            

Less than 31 days: Must   return   at   the   beginning  of  the  next  

regularly scheduled work period on the first  full day  

after release from service, taking into account  safe 

travel  home plus an eight (8) hour rest period. 

 

More than 30 but less than Must submit an application for reemployment  

181 days:  within 14 days of release from service. 

 

More than 180 days: Must submit an application for reemployment within 

90 days of release from service. 

 

  The individual’s separation from service must be under honorable  

conditions in order for the person to be entitled to reemployment rights.  

Documentation showing eligibility for reemployment can be required.  The employer 

has the right to request that an individual who is absent for a period of service of 31 

days or more provide documentation showing:  the application for reemployment is 

timely; the five-year service limitation has not been exceeded; and, separation from 

service was under honorable conditions. 

 

GARID  Military Leave              GARID-3 

  If documentation is not readily available or it does not exist, the individual 

must be reemployed.  However, if after reemploying the individual, documentation 

becomes available that shows one or more reemployment requirements were not met, 

the employer may terminate the individual, effective immediately.  The termination 

does not operate retroactively. 

  Questions should be directed to Veteran’s Employment and Training 

Service, U.S. Department of Labor. 

  Kansas law also requires reemployment if an individual is called to active 

duty by the state. 



 

 

Approved:  September 2010 



 

GBA Compensation Guides and Contracts                 GBA 

 The board shall develop compensation guides for the district. 

 

Approved:  August 1993 

 

 

GBA-R Compensation Guides and Contracts             GBA-R 

  Refer to the negotiated agreement. 

 

Approved:  August 1993 

 

GBBA  Qualifications and Duties       GBBA 

  A job description for each category of licensed employees will be developed 

by the superintendent.  A copy of each job description shall be filed with the clerk and 

may be published in the appropriate handbook. 

 

Approved:  August 1993 

 

 

GBC Recruitment            GBC 

 Subject to board approval, the superintendent is directed to recruit qualified 

personnel to staff the schools.  The superintendent may request building principals or 

other staff members to assist in this effort. 

 

Approved:  August 1993 

 

GBD Hiring            GBD 

 Licensed Selection 

 The board shall approve the employment of all employees.  While this legal 

responsibility cannot be waived, the board delegates to the superintendent the 

authority to recruit staff members.  In carrying out this responsibility, the 

superintendent may involve administrators and teachers. 

 

Approved:  August 1993 



 

 

GBD-R Hiring (See GAAA)                GBD-R 

  All employment contracts recommended by the superintendent are subject 

to ratification by the board. 

  The employment of any staff member is not official until the contract is 

signed by the candidate and approved by the board. 

  The hiring sequence shall be as follows:  the verbal offer of employment to 

the candidate; verbal acceptance by the candidate; contract sent to the candidate and 

candidate’s acceptance signified by a signed contract returned to the superintendent; 

and approval of the contract by the board. 

 

Approved:  August 1993 

 

GACE Assignment and Transfer           GBE 

 The board retains the right to assign, reassign and transfer all employees, 

unless otherwise provided in the negotiated agreement. 

 The board may delegate its authority to assign, reassign, or transfer any or all 

employees to the superintendent. 

 

Approved:  October 2019 

 

KASB Recommendation - 2/98; 4/07; 6/19 

 

GBG Probation            GBG 

 The authority to recommend to the board that licensed staff members be placed 

on probation is delegated to the superintendent.  The board, after hearing the 

superintendent’s recommendation for probation and after evaluating the evidence 

gathered by the administrative staff, may place a licensed staff member on probation.  

The term of probation will be established by the board, but in no event shall said 

probation extend beyond one calendar year.  A second year of probation may be 

instituted when sufficient progress has not been made by the staff member. 

 Refer to the negotiated agreement. 

 

Approved:  August 1993 

 



 

 

GBG-R Probation                 GBG-R 

  All conditions of probation shall be in writing.  One copy shall be given to 

the employee, and one copy shall be placed in the employee’s personnel file. 

  Failure by an employee to remedy the causes of probation may result in 

nonrenewal or termination of the employment contract. 

 

Approved:  August 1993 

 

GBH Supervision            GBH 

 The  super int endent  and  other  admin i s t rator s  des i gnated by  the  

super in t endent  have  the  r ight  t o  superv i se  l i c ensed  s ta f f .   The  

r espons ib i l i t y  f o r  the  im mediat e  superv i s i on  o f  l i c ensed s ta f f  r est s  w i th  

each  bu i ld ing  pr inc ipa l .  

 

Approved :   Oc tober  2019  

KASB Recommendat i on  –  2/98 ;  4/07;  6/19  

 

GBI Evaluation              GBI 

 The board shall adopt an approved evaluation instrument.  The instrument 

shall govern evaluation of teachers, shall be filed with the clerk and may be published 

in teacher handbooks. 

 Availability of Evaluation Documents 

 Completed evaluation documents shall be available to the employee, the 

superintendent, assistant superintendent, other administrators under who 

supervision the teacher works, and others authorized by law.  (See GAK) 

 Evaluations Criteria 

 Evaluation criteria shall be established by the board. 

 

Approved:  April 2004 



 

GBK Suspension            GBK 

 The superintendent shall have the authority to suspend licensed employees 

with pay pending further board action. 

 The superintendent may suspend licensed employees with pay for any reason, 

including, but not limited to, one or more of the following:  alleged violation of board 

policy, rule or regulation; refusal or failure to follow a reasonable directive of an 

administration; the filing of a complaint against the employee with any civil or criminal 

authority; the alleged commission of an offense involving moral turpitude; and other 

good cause. 

 If a suspension without pay is imposed on an employee, the employee is entitled 

to pay until the employee has been advised of the basis for suspension and has been 

given an opportunity to respond. 

   

Approved:  September 2008 

 

GBN Nonrenewal and Separation          GBN 

 Nonrenewa l  o r  t e rminat i on  sha l l  be  in  accordance  wi th  Kansas  l aw  

and the  negot i a t ed ag reement ,  as  app l icab l e .  

 

Approved :   Oc tober  2019  

KASB Recommendat i on  –  2/98 ;  4/07;  6/19  

  



 

GBO Resignat ion GBO  

The board shal l  consider any l icensed employee’s  res ignat ion 

which is  submitted to the board in wri t ing.  The board may 

accept resignat ions from employees under contract  when the 

resignat ion wi l l  be in the best  interests of  the distr ict  and when 

such resignations are accompanied by ful l  payment for  any 

applicable l iquidated damages due to the board for  release from 

contract  pursuant to the negot iated agreement.    

 I f  the l icensed employee terminates employment in the 

distr ict  without complying with board po l icy and the negot iated 

agreement on l iquidated damages,  the board may pet it ion the 

State Board of  Educat ion to have the teacher ’s  l icense 

suspended.  

 

 Exit  Interv iews 

 Exit  interv iews may be conducted after an employee 

resigns.  

 

Approved:   October 2018 

 

GBQA   Reduction of Teaching Staff      GBQA 

   If the board decides the size of the teaching staff must be reduced, 

guidelines in the following rule or the negotiated agreement shall be followed.  Insofar 

as possible reduction of staff shall be accomplished by attrition due to resignations 

and retirement. 

 

Approved:  April 1998 

 

  



 

GBQA-R  Reduction of Teaching Staff            GBQA-R 

   The following steps will be utilized by the district’s administrative staff to 

reduce the teaching staff: 

   To determine the number of teaching positions to be reduced, the 

administrative staff will determine the educational program for the district in 

accordance with the educational goals established by the board.  In determining which 

teachers will be nonrenewed due to reduction in force, the number of teachers needed 

to implement the district’s educational program will then be determined by the 

administrative staff based on those educational goals. 

   The educational goals and needs of the district, individual licensures, 

qualifications, training, skills, interests, and evaluations shall be considered. 

   In the event two or more teachers have similar licensures, qualifications 

and skills in a teaching area, those teachers who have tenure will be retained over 

those who are nontenured.  In the event all of the teachers have similar licensures, 

qualifications and skills and all are tenured, the teacher(s) who best meets the needs 

of the district, considering the factors outlined above and any other relevant factors, 

will be retained. 

   Any licensed employee who has not been reemployed as a result of 

reduction of the teaching staff shall be considered for reemployment if a vacancy exists 

for which the teacher would qualify.  The board shall not be required to consider 

reinstatement of any teacher after a period of one year from the date of nonrenewal.  

Licensed employees who may be eligible for reemployment are required to notify the 

district of their current address.  The superintendent will recommend to the board 

reinstatement of any teacher deemed qualified and able to serve the best interests of 

the district. 

Approved: April 1998 

 

  



 

GBR Working Schedule (See JGFB)         GBR 

 Licensed personnel must be at their assigned area during each duty day.  Any 

teacher who finds it necessary to leave while supervising students shall first secure 

approval from the principal.  Building and playground assignments shall be made by 

the principal. 

 Work Schedules 

 The minimum length of the school day for licensed and professional staff shall 

be defined in the negotiated agreement.  Work schedules for other employees shall be 

defined by the superintendent consistent with the Fair Labor Standards Act (FLSA) 

and the provisions of this policy. 

 Attendance Required 

 Regular attendance is required of all employees subject to leave provisions in 

district policy or the negotiated agreement, as appropriate.  Excessive absences or 

tardiness, unauthorized leave or unexcused absences may result in disciplinary action 

including termination of employment. 

 

Approved:  February 2005 

 

 

GBRC Professional Development  (See GAN and GBRH)   GBRC 

 There shall be a program of professional development for employees, which 

meets minimum statutory and State Board of Education requirements.  The program 

shall promote: 

· continuous professional development; 

· improving academic achievement for all students; 

· diversification in academic foundations or subject knowledge; and 

· improved job effectiveness and enhanced skills. 

When appropriate, the superintendent shall consult with the staff about 

professional development activities. 

 All appropriate employees shall attend professional development sessions 

unless excused by the superintendent.  Professional development programs may use 

all or a portion of the workday. 

 

Approved:  April 2004 

 



 

GBRD Staff Meetings                  GBRD 

  S ta f f  meet ings  f o r  l i c ensed  personne l  sha l l  be  ca l l ed  by  the  

admin i s t rat i on .  

 

Approved :   Oc tober  2019  

KASB Recommendat i on  –  2/98 ;  4/07;  6/19  

 

GBRE Addi t iona l  Duty  GBRE 

 The  board  may estab l i sh  other  educat iona l  ass ignments  tha t  may 

ex t end  beyond the  schoo l  day  or  t ime c lass  i s  in  sess i on .   Compensat i on  

f o r  such  ass i gnments ,  i f  any ,  w i l l  be  as  spec i f i ed  in  the  neg ot i a t ed  

ag reement .  

 

Approved :   Oc tober  2016  

KASB Recommendat i on  –  2/98 ;  4/07;  6/16  

 

GBRF Student and Parent Conferences  GBRF 

 Teachers  shal l  be  avai lable  fo r  s tudent  and/or parent 

conferences at  mutual ly  convenient t imes .   The  principal  may 

schedule  indiv idual  or  bui lding -wide  parent- teacher  conferences as  

necessary .  

 

Approved:   October  2016  

KASB Recommendation –  12/15 

 

GBRG Non-School Employment                GBRG 

 The board reserves the right of exclusive access to the professional services 

of licensed employees in accordance with the terms of the contract.  

 Licensed employees shall not be permitted to engage in outside employment 

which impairs the effectiveness of their instructional service. 

 

Approved:  August 1993  

 

 

GBRGA  Consulting                GBRGA 



 

  Licensed employees may be excused from regular duty by the board to 

perform technical or instructional services as consultants to other districts, 

government agencies or private industry. 

 

Approved:  August 1993 

 

 

GBRGA-R Consulting            GBRGA-R 

  Requests for approval to serve as a consultant shall be submitted in 

writing to the superintendent. 

 

Approved:  August 1993 

 

 

GBRH Leaves and Absences                 GBRH 

 L i censed  employees  w i l l  be  prov ided  w i th  pa id  and unpa id  l eave  in  

accordance  wi th  app l i cab l e  l aw  and the  negot i a t ed  agreement .  The board  

r eserv es  the  r i ght  to  g ran t  add i t i ona l  l eave .  

 

Approved :   Oc tober  2019  

KASB Recommendat i on  –  7/03 ;  4/07;  6/19  

 

GBRI Personal Leaves and Absences      GBRI 

 Licensed personnel may be granted personal leaves and absences. 

 Emergency and Legal 

 Emergency leaves, including legal leave without pay, may be granted by the 

superintendent.  Emergency leave, including legal leave with pay, may be granted at 

the discretion of the board. 

 Illness (Sick Leave) 

 Licensed employees may be provided with leaves of absence with pay  for 

illness. 

 Religious 

 Leaves of absence without pay may be granted for participating in religious 

activities. 

 Bereavement 



 

 Bereavement leave with pay may be granted for death within the immediate 

family. 

  

Approved:  June 1997 

 

GBRI-R Personal Leaves and Absences             GBRI-R 

 Emergency and Legal 

 To the extent possible, employees should give advance notice in requesting 

emergency leaves.  Whenever an employee takes an emergency leave without prior 

consent, the employee shall notify the principal or immediate supervisor at the earliest 

possible time.  When the employee is unable to give such notice, arrangements should 

be made for some other person to notify the employee’s principal or immediate 

supervisor of the emergency leave. 

 If the employee desires not to have a salary deduction made for the 

emergency leave, an application shall be made to the board by filing a request with the 

superintendent within ten days following the return from the emergency leave which 

shall explain in full the nature of the leave and the reasons why the employee is of the 

opinion no salary deduction should be made.  The request shall be considered at the 

next regular board meeting; however, filing the request in no way guarantees that the 

request shall be granted by the board. 

 Legal Leave 

 Legal leave shall mean time away from the job for the purpose of prosecuting 

or defending a legal action or for testifying in either a court of law or before an 

administrative body.  If the teacher is a plaintiff in an action against the district, this 

rule shall not apply.  Time away from the job for any action shall be taken as provided 

in policy and covered by other leave provisions as allowed by the district. 

 

 

 

 Jury Duty 

 An employee called to jury duty may be paid regular school wages if the 

employee endorses over to the district all jury duty pay, except reimbursement for 

mileage and subsistence. 

 Religious 



 

 Requests for religious leave without pay must be made to the 

superintendent at least five school days prior to the first day of the requested leave.  

The leave may be granted by the superintendent, but the leave shall not exceed two 

school days per employee per school year.  The request for religious leave shall be in 

writing and shall fully explain the time, date and reasons of the leave. 

  Bereavement 

 Employees desiring bereavement leave shall contact their immediate 

supervisor.  The leave shall be granted only when the deceased was related to the 

employee as a spouse, grandparent, parent, child, brother, sister or grandchild.  

Bereavement leave may also be granted when the deceased was residing with the 

employee at the time of death.  Other bereavement leave may be granted at the 

discretion of the superintendent.  The length of each bereavement leave shall be 

determined by the superintendent, but no leave shall exceed three consecutive school 

days.  The leave shall be granted with pay.  

 

Approved:  June 1997 

 

Legal Leave – Handbook Language 

 

Legal leave shall mean time away from the job for prosecuting or defending a legal 

action or for testifying either in a court of law or before an administrative body.  If a 

teacher is a plaintiff in an action against the district, this rule shall not apply.  Time 

away from the job shall be taken as provided in policy and covered by other leave 

district provisions.  Appropriate employees should reference the negotiated agreement.



 

GBRIBA Disability Leave             GBRIBA 

 The board may grant leave of absence for disability with or without pay.  

Disability is a temporary suspension of duties subject to the board’s policies/rules 

generally.  (See GBN, GBN-R, GBRI) 

 

Approved:  August 1993 

 

GBRIBA-R Disability Leave          GBRIBA-R 

  Any teacher who becomes disabled due to illness or injury or anticipates 

becoming disabled for reasons including, but not limited to, surgery, hospital 

confinement, medical treatment, confinement at home by order of the teacher’s 

physician or pregnancy may become eligible for a leave of absence based upon said 

disability upon compliance with the rules hereinafter set forth.  Specific rules for 

pregnancy leave are in the negotiated agreement. 

  Anticipating Disability 

  Any teacher who reasonably anticipates becoming disabled because of 

any of the reasons set forth above shall give written notice to the superintendent of the 

condition expected to result in disability as soon as the condition is known to the 

teacher.  In addition, such notice shall contain a statement from the teacher specifying 

the date on which the teacher wishes to commence disability leave and the expected 

date on which the teacher wishes to resume duty following recovery from said 

disability along with a statement from the teacher’s physician concerning the teacher’s 

present general health and physical capacity to work. 

  When a teacher desires to continue in the performance of duty during 

the period of time from the date of giving notice to the superintendent, as set forth 

above, to the date of disability, the teacher shall be permitted to do so only when the 

teacher’s physician statement indicates that said teacher is physically capable of 

continuing to perform assigned duties.  Such statement shall establish the time 

period, in the opinion of said physician, during which the teacher is expected to be 

capable of performing said duties. 

 

   After consultation with the teacher, the teacher’s immediate supervisor, 

if any, and principal, the superintendent shall determine whether or not the teacher is 

capable of performing assigned duties up to the date requested by the teacher. 



 

  In no event shall board be obligated to permit a teacher anticipating a 

state of disability to continue in the performance of duty where the performance of 

said teacher has substantially declined from that performance shown by the teacher 

prior to consultation with the superintendent provided in the paragraph immediately 

preceding. 

  The statement of the teacher’s physician concerning the teacher’s general 

health and physical capacity to work shall be submitted for board consideration 

together with the recommendation of the superintendent concerning the teacher’s 

continued performance of assigned duties.  The board will consider both the 

recommendation of the superintendent and the physician’s statement when acting to 

allow said teacher’s continued performance of assigned duties after notification of the 

anticipated disability.  The board reserves the right to have the teacher examined by a 

physician of the board’s choice at district expense. 

  Failure or refusal of the teacher to furnish a physician’s report or to be 

examined by the board’s physician shall preclude the teacher from receiving any sick 

leave benefits for any disability and effect a waiver of said eligibility to resume 

assigned duties. 

  If the teacher does not agree to the findings of the superintendent, the 

teacher may request a hearing before the board to state reasons for continuance of 

assigned duties.  The hearing must be requested by the teacher in writing within a 

reasonable period of time prior to the regular board meeting when said teacher’s 

future employment status will be determined.  Said request will be delivered to the 

superintendent or the clerk of the board. 

  The board will make its decision within a reasonable period of time after 

hearing all of the evidence presented by the teacher, the superintendent and the 

teacher’s physician.  Said decision will be based on the evidence presented at the 

hearing. 

  Whenever, in the opinion of the board, the dates for the commencement 

of an anticipated disability leave and/or the dates for the resumption of duties would 

substantially interfere with the administration of the school or with the education of 

students, the requested dates may be changed by the board.  The teacher shall 

resume assigned duties no later than the first day of the school year following the date 

that the teacher was declared eligible for resumption of duties.  Failure to appear for 

resumption of duties shall be deemed a resignation by the teacher. 



 

  When it is mutually agreed to between the teacher and the board that the 

teacher will not resume contracted duties for the school year in which the teacher 

would be eligible to resume duty, the teacher shall be separated from employment as 

provided by law (See GBN and GBN-R).  The board will have discharged its 

responsibility after offering to allow the teacher to resume duty in the first vacancy for 

which the teacher is licensed that occurs after the teacher has been declared eligible 

for resumption of duty. 

  Returning to Duty 

  The teacher who submits a written physician’s report that the teacher is 

physically fit for full-time employment may be declared eligible for resumption of 

duties.   

  If the superintendent or the teacher’s immediate supervisor has a good 

faith doubt that the teacher is capable of resuming regular classroom duties, the 

superintendent shall conduct an inquiry to determine whether the teacher is capable 

of resuming regular classroom duties.  The findings and conclusions of the 

superintendent’s inquiry will be given to the teacher in writing at the conclusion of the 

investigation.  If the findings and conclusions are contrary to the opinion of the 

teacher and the teacher’s physician, the teacher may request a hearing before the 

board to resolve the matter.  The request for said hearing shall be given to the clerk of 

the board in writing within a reasonable period of time after receipt of the 

superintendent’s report.  The board will hold the hearing at its next regularly 

scheduled board meeting. 

  If the board has a good faith doubt that an employee, not returning to 

duty after a disability, is unable to resume contracted duties, the board may request 

that the employee be examined by a physician of the board’s choice at district 

expense.  If the physician’s report is that the employee is able to resume work, the 

board may require the  

employee to do so or to be placed on unpaid leave and possible suspension.  The 

employee may request a hearing to resolve the matter before the board as herein 

provided previously. 

  Extensions or Reductions of Leave 

  Where disability leaves have been approved, the beginning or ending 

dates thereof may be further extended or reduced for medical reasons upon 

application by the teacher to the board.  Such extensions or reductions may be 

granted by the board for additional reasonable periods of time provided, however, that 



 

the board may alter the requested dates upon a finding that such extension or 

reduction would substantially interfere with the administration of the school and/or 

with the education of the students and provided further that such change by the 

board is supported by reasonable evidence. 

  The provision of this regulation shall not be deemed to impose on the 

board any obligations to grant or extend a leave of absence to any nontenured teacher 

beyond the end of the contract school year in which the leave is obtained. 

  Leave Benefits 

  All personnel benefits accrued by the teacher at the date the disability 

leave begins will be retained during disability leave unless the person concerned shall 

have severed the employment relationship by resignation.  No additional personnel 

benefits will accrue during the period of disability leave except as expressly provided 

by law. 

  The provisions of this policy and regulation shall not be applicable and 

shall be of no force nor effect during any period of time not covered by a contract of 

employment with the teacher. 

  A leave of absence due to a disability may be chargeable to the sick leave 

of the teacher.  (See GBRI and GBRI-R) 

  District disability or sick leave benefits shall be reduced by any 

duplicating monetary benefit received by the employee under any plan, including a 

plan established by law, toward which the board contributes or for which the board 

pays.  The board will retroactively adjust the district benefits provided by the board 

under one plan when granted prior to the notice that the employee has elected to file 

for benefits under another plan provided in full or in part by the board, e.g., an 

employee’s utilizing paid sick leave for a disability and filing for benefits under 

workmen’s compensation which would be paid, duplicate all or part of the benefit 

provided earlier and increase the employer’s contribution rate because of the loss-

experience record. 

  Such retroactive adjustment may involve a prorated deduction in wages 

to compensate for duplication of benefits or an endorsing all or part of the benefit over 

to the district.  In either case, a proration of sick leave taken earlier will be reinstated 

to the employee’s accrued accumulated sick leave.  The adjustment will be conducted 

as group insurance companies coordinate benefits so that the employee receives that 

best adjustment of his full claim, but never more than the full amount of his claim.  



 

Such an adjustment shall not affect any personal insurance coverage carried by the 

employee in which the board is not a contributor. 

 

Approved:  August 1993 

 

GBRJ Substitute Teaching        GBRJ 

 Qualified substitute teachers shall be secured for the district. 

 The superintendent or the superintendent's designee may meet with potential 

substitutes before the start of each school year. 

 The principals shall compile a list of approved substitute teachers, and each 

building principal shall have a current list. 

 Principals or other designated employees shall be responsible for obtaining 

substitute teachers from the list and employing them as needed. 

 The board shall establish the rate of pay for substitute teachers annually. 

 Candidates will be given information regarding expectations in performance of 

their job duties. 

 Substitutes are encouraged to prepare, in advance for the subjects in which 

they are most likely to substitute in case lesson plans are not available. 

 

Approved:  October 2022 

KASB Recommendation – 6/22 

 

 

GBRJ-R Substitute Teaching              GBRJ-R 

  Candidates will receive a substitute’s handbook, an explanation of the 

substitute program, application forms, and necessary tax forms and other records to 

be completed. 

  The handbook shall include information on when and how candidates 

should apply to be substitutes, the rates of pay, the time of the morning or day that 

substitutes can expect to be called for duty, instructions on where to report for all 

district attendance centers, maps of the school district and of each attendance center, 

a current copy of the school calendar, a copy of the board’s educational philosophy 

(See IA), hints on working with students, a statement of expectations the district has 

for substitutes, a list of things the substitute must do before leaving for the day and a 

sample report form for reporting incidents that may take place during the day. 



 

  Substitutes are encouraged to prepare, in advance, for the subjects in which 

they are most likely to substitute in case lesson plans are not available as required in 

IKI. 

  Whenever a teacher is to be absent from teaching duties, the teacher shall 

notify the principal as early as possible or shall arrange to have some other person 

notify the principal. 

  Each principal shall file a report with the superintendent listing the 

substitutes used in the building during each pay period. 

  Each spring the superintendent shall meet with the principals and review 

the performance of the substitutes used throughout the school year. 

  The district will allow all substitute teachers who teach in the same position 

fifteen (15) consecutive days, or more, an additional 50 percent substitute pay per day. 

 

Approved:  August 1993 

 

GBRK Political Activities (See GAHB)       GBRK 

 Licensed staff members shall not use school time, school property or school 

equipment for the purpose of furthering the interests of any political party, the 

campaign of any political candidate or the advocacy of any political issue. 

 

Approved: March 1999 

 

DELETED – October 2015 because adopted GAHB October 2015 

 

GBU Ethics  (See  IA  and IKB)  GBU 

 An educator  in  the  per formance  o f  assigned duties  shal l :  

*  meet  and cont inuously  maintain  appl icable  ce rt i f i cat ion or  

l i censure  requi rements  as  de f ined by  s tate  and/or federal  law 

for  posi t ion  he ld ;  

*  act ive ly  support  and pursue the  d ist r ict ’ s  educat ional  mission;  

*   recognize  the  basic  digni ty  o f  al l  ind iv iduals ;  

*  mainta in  pro fessional  integri ty ;  

*  avoid  accept ing  anything  o f  substant ial  value  o f fe red by  

another  which is  known to  be  or  wh ich may appear  to  in f luence  

judgment  or  the  per formance  o f  dut ies ;  



 

*  accurate ly  represent  pro fessional  qual i f i cat ions ;  and  

*  be  responsible  to  present  any  subject  matte r  in  a  fai r  and 

accurate  manner.  

 

Approved:   October  2017  

KASB Recommendation –  2/98;  4/07;  12/16 

 

GCA Compensation and Work Assignments        GCA 

 Classified employees shall be paid according to pay rates established by the 

board.  Payment shall be made at the established pay date following the end of each 

pay period. 

 Work Assignments 

 Subject to board approval, the superintendent shall develop time schedules for 

all classified employees.  Work assignments for classified employees shall be made by 

the superintendent. 

 Attendance Required 

 Regular attendance is required of all employees subject to leave provisions in 

district policy, employee handbooks or other documents approved by the board.  

Excessive absences or tardiness, unauthorized leave or unexcused absences may 

result in disciplinary action including termination of employment. 

 Workweek 

 For the purposes of Fair Labor Standards Act (FLSA) compliance the workweek 

will be 12:00 a.m. Sunday until 11:59 p.m. Saturday. 

 Classification of Employees 

 For purposes of compliance with the Fair Labor Standards Act (FLSA), the 

superintendent shall ensure that all job positions are classified as exempt or 

nonexempt and that employees are made aware of such classifications. 

 Overtime 

 No non-exempt employee shall work more than 40 hours per week without the 

prior written permission of the appropriate supervisor.  Principals and supervisors 

shall monitor employees’ work to ensure that the overtime provisions of this policy and 

the Fair Labor Standards Act are followed.  All employees shall be compensated for 

overtime worked, at a rate of one and a half times their normal rate of pay for any 

hours worked over 40 in a workweek. 



 

 Nonexempt employees whose workweek is less than 40 hours will be paid at the 

regular rate of pay for time worked up to 40 hours.  Overtime pay will be provided only 

if an employee works more than 40 hours in a workweek. 

 Compensation for Out-of-Town/Overnight Trips (See GAN) 

 When classified personnel are required to be out of town on district business, 

they shall be compensated in the following manner: 

 Regular or overtime pay (or compensatory time) as appropriate for time away 

from Hoxie MINUS: 

 1.  Eight hours for sleep when overnight; 

 2.  Reasonable time for meals (normally one hour per meal); and 

 3.  Time used exclusively for pleasure or personal business. 

 

Approved:  February 2005 

 

 

GCBA  Job Descriptions        GCBA 

  A comprehensive job description for each category of non-licensed employees 

will be developed by the district’s administration.  Job description shall be filed with 

the clerk and may be published in the appropriate handbook. 

 

Approved:  August 1993 

 

 

GCC Recruitment           GCC 

 The superintendent will recruit nonlicensed personnel to fill existing or 

proposed vacancies and recommend that the board hire the best qualified candidate. 

 

Approved:  August 1993 

 

 

GCDA Teacher Aides and Paraprofessionals               GCDA 

 Teacher aides and paraprofessionals shall follow all applicable board policies, 

rules and regulations and shall be under the general supervision of the building 

principal. 

 



 

Approved:  August 1993 

 

 

GCE Assignment and Transfer           GCE 

 The board reserves the right to assign, reassign or transfer all nonlicensed 

employees. 

 

Approved:  August 1993 

 

GCH Supervision            GCH 

 The superintendent or his designee has the responsibility to supervise all non-

licensed employees not directly under the supervision of a building principal.  A 

building principal or the supervisor has the responsibility to supervise all non-licensed 

employees who are assigned to the building. 

 

Approved:  August 1993 

 

GCI Classified Employee Evaluation         GCI 

 All classified employees shall be evaluated twice during their first year of 

employment and at least once a year during subsequent years.  Evaluation documents 

will be on file with the clerk of the board. 

 

Approved:  August 1993 

 

Evaluation of Coaches and Sponsors  GCIA  

 All employees contracted to coach or sponsor an activity shall be evaluated 

annually. Evaluation documents will be on file with the clerk of the board.  

 Coaches and sponsors shall be evaluated by the supervisor to whom they are 

assigned. Evaluations shall be based on the employee’s personal qualities, their 

commitment to duty, their work skills, and other appropriate issues related to the 

activity sponsor/coach job description. A copy of the completed evaluation shall be 

given to the employee after it is signed by the employee and the evaluator and will be 

placed in the employee's personnel file.  

Approved: October  2022 

KASB recommendation - 6/22 



 

  



 

GCI-R  Classified Employee Evaluation      GCI-R 

  Classified employees shall be evaluated by the immediate supervisor to 

which they are assigned.  District-level classified employees shall be evaluated by the 

superintendent. 

  Classified employees shall be evaluated on their personal qualities, their 

commitment to duty and specific work-related skills which are directly related to their 

job description.  A copy of the completed evaluation will be given to each employee 

after it is signed by the employee and the evaluator.  A copy will also be placed in the 

employee’s personnel file at the district office. 

 

Approved:  August 1993 

 

GCK Suspension            GCK 

 The superintendent shall have the authority to suspend classified employees 

with or without pay.  If a suspension without pay is imposed on a classified employee, 

the employee is entitled to pay until the employee has been advised of the basis for 

suspension and has been given an opportunity to respond. 

 

Approved:  September 2008 

 

GCO Resignation            GCO 

 Nonlicensed employees may resign from their jobs in accordance with the 

employment agreement and board policies. 

 

Approved:  August 1993 

 

  



 

GCR Work Schedules           GCR 

 The board will make reasonable effort to establish and maintain adequate 

working conditions. 

 Time Schedules  

 The superintendent shall develop time schedules for all nonlicensed employees, 

subject to approval by the board. 

 Work Load 

 Work load assignments for nonlicensed personnel, i.e., clerical, aides, nurses, 

maintenance, custodial, food service and transportation, shall be made by the 

superintendent. 

 

Approved:  August 1993 

 

GCR-R Work Schedules               GCR-R 

  Time Schedules 

  Time schedules for nonlicensed employees will be assigned at the beginning 

of the employment term by the superintendent. 

  Work Load 

  The normal work load for nonlicensed personnel shall consist of 40 hours 

per week for full-time employment. 

 

Approved:  August 1993 

 

GCRF  Non-School Employment       GCRF 

  Nonlicensed employees shall not be excused during their regularly assigned 

time schedule to perform outside work.  Nonlicensed employees shall engage in no 

outside employment which impairs the effectiveness of their assigned duties. 

 

Approved:  August 1993 



 

Leaves   GCRG 

   Paid Leave  

 Full-time employees will be credited with paid leave in accordance with 

handbook language approved by the board. 

  Unpaid Leave  

 The board may grant a period of unpaid leave as determined by the board. The 

period of leave and reason for unpaid leave shall be determined by the board unless 

otherwise prescribed by law. The board shall not be required to pay any salary or 

benefits during periods of unpaid leave except as may be required by law.  

  Jury Leave  

 Any employee called to jury duty will be granted paid leave and such leave will 

not be deducted from the employee’s credited paid leave. 

 

Approved:  October 2022 

KASB Recommendation – 6/22 

 

GCRH  Vacations         GCRH 

  Full-time employees of the board may be granted a paid vacation each year. 

 

Approved:  August 1993 

 

GCRH-R Vacations              GCRH-R 

  Full-Time employees who work all year shall receive two weeks vacation 

after one year on the job.  Those working less than a year may be granted a portion of 

that two weeks by the superintendent.  Payment shall be made for a 40-hour week. 

  Vacation time must be taken during June or July and must be approved by 

the superintendent of maintenance and grounds and the superintendent. 

 

Approved:  August 1993 

 

  



 

GCRI  Paid Holidays                   GCRI 

  Full-time nonlicensed personnel shall be paid for the following holidays: 

  New Year’s Day    Labor Day 

  Memorial Day    Thanksgiving 

  Independence    Christmas 

 

Approved:  August 1993 

 

GCRK  Political Activities (See GAHB)      GCRK 

  Classified staff members shall not use school time, school property or school 

equipment for the purpose of furthering the interests of any political party, the 

campaign of any political candidate or the advocacy of any political issue. 

 

Approved: March 1999 


