
©KASB. This material may be reproduced for use in the district.  It may not be reproduced, either in whole or in part, in any form whatsoever, to 

be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 

TABLE OF CONTENTS 

E--BUSINESS MANAGEMENT 

 

 

EA ................................. Goals and Objectives  

EB ................................. Buildings and Grounds Management 

EBA ............................... Insurance Program 

  Liability Other Than For Vehicles 

EBAA............................. Workers' Compensation (See KFD) 

  Choice of Physician 

EBB ............................... Safety (See JBH) 

  Safety Rules   

  Safety Unit 

  Warning System 

  Safety Inspections 

  Heating and Lighting 

EBBA ............................. Hazardous Waste Inspection and Disposal 

  Inspection 

  Disposal 

  Rules 

EBBD ............................. Evacuations and Emergencies (See EBBF and JBH) 

  School-Closing Announcements 



©KASB. This material may be reproduced for use in the district.  It may not be reproduced, either in whole or in part, in any form whatsoever, to 

be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 

  Bomb Threats 

  Planning for Emergencies 

EBBE ............................. Emergency Drills 

EBBF ............................. Crisis Planning (See EBBD) 

EBC ............................... Security and Safety (JCAC, JCDBB, JDD, JDDB, JDDC and KGD) 

  Reporting Crimes at School to Law Enforcement 

  Reporting Certain Students to Administrators and Staff 

  Annual Reports 

  Staff Immunity 

  Sample Form, Report to Local Law Enforcement 

  Sample Form, Report to Staff member



 

©KASB. This material may be reproduced for use in the district.  It may not be reproduced, either in whole or in part, in any form whatsoever, 

to be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 

EBCA ............................. Vandalism 

  Vandalism Protection 

  Restitution for Damages 

  Return of School Property   

  Offering a Reward 

EBE ............................... Cleaning and Maintenance Program  

  Sanitation 

EBI ................................ Long-Range Maintenance Program 

EBJ ................................ Records 

EC ................................. Equipment and Supplies Management 

  Receiving 

ECA ............................... HIPAA Policy (See BCBK, BE, CN, CYA, IDAE and JR et seq.) 

  Staff Training Required 

  Compliance Required 

  Form, Notice of Privacy Practices 

  Form, Health Records, Request for Amendment 

ECH ............................... Printing and Duplicating Services (See IIBG and KBA) 

  Copyright Regulations and “fair use” rules for educators 

ED ................................. Student Transportation Management (See EDDA and JGG) 

EDAA ............................ School Vehicles (District-Owned Buses) (See ED, JBCA and JGG) 

  Liability 



 

©KASB. This material may be reproduced for use in the district.  It may not be reproduced, either in whole or in part, in any form whatsoever, 

to be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 

  Safety 

  Speed Limits 

  Safety Inspection 

  Scheduling and Routing 

  Records 

  Licensing of Drivers 

  Housing of School Vehicles 

EDDA ............................ Special Use of School Buses (See ED) 

EE.................................. Food Services Management 

  Sanitation Inspections 

  Records 

  Meal Prices 

EF Data Management 

  Data Dissemination 

  To Education Agencies 

E A Go a l s  a n d  O b jec t iv es  E A 

 Th e  d i s t r i c t ' s  b u s i nes s  a f f a i r s  sha l l  b e  m ana ged  in  t h e  m o s t  eco no m ica l  

and  e f f i c i en t  m a nn er  p o ss ib l e .  

 Th e  sup e r in t end e n t  h a s  a u t ho r i ty  t o  m anage  t he  d i s t r i c t ' s  b us i ne ss  a f f a i r s .  

 

Ap p ro ved :   0 4 /07  

EB  B u i ld in g s  a n d  Gro u n d s  Ma na g emen t  EB  
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 Al l  d i s t r i c t  b u i ld i ngs  and  p ro p e r ty  sha l l  b e  m a in t a i ned  and  i nsp ec t ed  o n  a  

r eg u la r  b as i s .  

 Th e  sup e r in t end e n t  sh a l l  d ev e lo p  a  co m p rehen s i ve  p ro gram  w hic h  w i l l  

ens ur e  p ro p e r  m a in t e na nce  o f  a l l  d i s t r i c t -o wned  p ro p e r ty .  

 

Ap p ro ved :  0 4 /07  

EB A In su ra n ce  P ro g ra m  EB A 

 Al l  d i s t r i c t -o w ned  p ro p e r ty ,  r ea l  a nd  p e r so na l ,  wi l l  b e  i ns ur ed  to  co ve r  

l o s ses  f ro m  na t u r a l  c au se s ,  f i r e ,  vand a l i sm  a nd  o the r  ca su a l t i e s .   I ns ura nc e  

sha l l  a l so  co ve r  t he f t  o f  d i s t r i c t  m o nies .  

 L i ab i l i t y  O t he r  Th an  Fo r  V e h ic l e s  

 To  th e  ex t en t  p e rm i t t ed  b y  l a w,  t he  b o a rd  m ay  ins ur e  a l l  em p lo yees  

aga in s t  l e ga l  a c t io n  a r i s in g  o u t  o f  t he  p e r f o rm ance  o f  any  au t ho r i z ed  d u t i e s .   

Th e  b o a rd  m ay  au tho r i z e  t he  d i s t r i c t  t o  j o in  a  g ro up - f und ed  p o o l  t o  p ro v id e  

ins u ra nc e  co ve ra ge  f o r  t he  d i s t r i c t .  

 Th e  d i s t r i c t  m a y  d es ig na te  o ne  o r  m o re  insu ran ce  age n t s  o f  r eco rd .   

Th e  sup e r in t end e n t  m ay  wo rk  w i t h  the  i ns ura nc e  ag en t  o f  r eco rd  o r  g ro up -

f und ed  p oo l  t o  d eve lo p  ad eq ua te  i nsu ra nce  p ro g ram s  and /o r  p ro p o sa l s  co ve r in g  

the  d i s t r i c t ' s  em p lo ye es  a nd  p ro p e r ty .  

 

Ap p ro ved :   0 4 /07  

 

EB A A W o rker s  C o m p en sa t io n  (S ee  K F D)  EB A A 

 Th e  d i s t r i c t  wi l l  p a r t i c ip a t e  i n  w o rke r s  co m p en sa t io n  a s  r eq u i r ed  b y  

cur r en t  s t a tu t e .   T he  co m b ined  wo rke r s ’  co m p ensa t io n  b en e f i t s  and  sa l a r y  
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r ec e iv ed  und er  a l l o wed  s i ck  l ea ve ,  o r  o the r  a va i l ab l e  l ea ve ,  s ha l l  n o t  ex ceed  

o ne  f u l l  d ay ' s  p ay .  

 Al l  em p lo yees  o f  t he  d i s t r i c t  sha l l  b e  co ve red  b y  wo rk e r s  

co m p ens a t io n .   W o rk e r s  co m p ens a t io n  co v e r age  i s  p ro v id ed  f o r  a l l  em p lo yees  

r eg a r d l e s s  o f  a s s ig nm en t ,  l e ng th  o f  a s s i gnm e nt ,  a nd /o r  ho u r s  wo rk ed  p e r  d ay .   

B ene f i t s  a r e  f o r  p e r so na l  i n ju r y  f r o m  acc id en t  o r  i nd us t r i a l  d i se as es  a r i s in g  o u t  

o f  and  in  t he  co ur s e  o f  em p lo ym ent  i n  t he  d i s t r i c t .  

 Th e  wo rke r s  co m p ensa t io n  p l a n  w i l l  p ro v id e  co ve ra ge  f o r  m ed ica l  

ex p ense s  a nd  w age s  to  t he  ex t e n t  r eq u i r ed  b y  s t a t u t e  t o  t ho s e  em p lo yee s  who  

q ua l i f y ;  ho w ev er ,  t he  am o u nt  o f  wo rke r s  co m p ens a t io n  b en e f i t s  and  s i c k  l ea v e  

b ene f i t s  s ha l l  no t  ex ce ed  a  r eg u l a r  d a i ly  r a t e  o f  p ay .   An  em p lo yee  us i ng  s i c k  

l ea ve ,  o r  o t he r  a va i l ab l e  l e ave ,  i n  co m b ina t io n  wi th  wo rk e r s  co m p ens a t io n  wi l l  

b e  ch a r ged  f o r  o ne  f u l l  o r  p a r t i a l  d ay  o f  s i c k  l ea ve ,  a s  p ro v id ed  f o r  i n  t he  s i c k  

l ea ve  p o l i c y  o r  t he  ne go t i a t ed  a g reem e nt ,  f o r  ea ch  d a y  o f  ab sen ce  un t i l  t he  

em p lo yee ’ s  s i c k  l e av e  i s  ex h au s t ed .  

 An y  em p lo yee  who  i s  o f f  wo rk  an d  d rawing  wo rk e r s  co m p ens a t io n  

sha l l  b e  r eq u i r ed  to  p ro v id e  the  c l e r k  o f  t he  b o a rd  wi th  a  wr i t t e n  d o c to r ’ s  

r e l e as e  b e f o re  t h e  em p lo ye e  i s  a l l o wed  to  r e t u r n  to  wo r k .   I n  ad d i t i o n ,  sho u ld  

the  em p lo yee  b e  r e l ea sed  to  r e t u r n  to  wo rk  b y  a  d o c to r  a nd  f a i l  t o  d o  so ,  a l l  

b ene f i t s  u nd e r  s i ck  l e av e  sha l l  b e  end ed  and  tho se  b ene f i t s  und e r  wo rke r s  

co m p ens a t io n  s ha l l  b e  r e s t r i c t ed  a s  p ro v id ed  b y  c ur r en t  s t a tu t e .
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EB A A W o rker s  C o m p en sa t io n  EB A A -2  

 C ho ice  o f  P hys i c i a n  

 Th e  b o a rd  s ha l l  h av e  the  r i gh t  t o  cho o se  a  d e s i gna ted  hea l t h  c a r e  

p ro v id e r  t o  p ro v id e  m ed ic a l  a s s i s t anc e  to  an y  em p lo ye e  who  s u f f e r s  an  in ju r y  

whi l e  p e r f o rm ing  t he i r  j o b .  

 E m p lo yees  in  t he  b a r ga in i ng  u n i t  a r e  a l so  r e f e r en ced  to  t h e  

nego t i a t ed  agr e em e nt .  

 

Ap p ro ved :   0 4 /07  

 

EB B  S af e ty  (S ee  J B H )  EB B  

 Th e  d i s t r i c t  s ha l l  m ak e  r ea so nab le  e f f o r t s  t o  p ro v id e  a  sa f e  en v i ro nm ent  

f o r  s tud en t s  a nd  em p lo yees .  

 Sa f e t y  R u le s  

 Th e  s up e r i n t e nd en t  and  s t a f f  sha l l  d eve lo p  nec ess a r y  r u l e s  a nd  

r eg u la t io ns  f o r  s tud e n t  sa f e t y  in  sc ho o l  and  a t  s cho o l  ac t iv i t i e s .  

 Sa f e t y  U ni t  

 Tea ch e r s  who  i ns t ru c t  i n  h az a rd o us  cu r r i cu l um  a re as  w i l l  t e ac h  a  un i t  

eac h  y ea r  o r  s em es te r  d ed ica t ed  to  sa f e t y  r u l e s  i nh e re n t  i n  t h e  p a r t i c u l a r  

sub je c t  m a t t e r .  

 Ap p ro p r i a t e  s a f e ty  s i gn s ,  s lo g an s ,  o r  o the r  sa f e t y  i t em s  sh a l l  b e  p o s t ed  

o n  o r  i n  t he  n ea r  v i c in i ty  o f  p o ten t i a l l y  d ang ero u s  d ev ic es  o r  m ac h in e ry .  

 N o  s tud en t  w i l l  b e  p e rm i t t ed  to  p a r t i c ip a t e  i n  t he  c l a s s  u n t i l  s a t i s f ac t o ry  

kno wl ed ge  o f  t he  s a f e ty  ru l e s  a r e  d em o ns t r a t ed  to  t he  t ea ch e r .  T ea che r s  wi l l  

co nd uc t  p e r io d ic  r ev i ew s  o f  sa f e ty  ru l e s  d ur i ng  t he  s cho o l  ye a r .  
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 W arn i ng  Sy s t em  

 Th e  b o a rd  wi l l  s ee k  to  co o p era t e  w i th  l o c a l  go v e r nm en t  o f f i c i a l s ,  

em erg en cy  p rep a r ed nes s  au t ho r i t i e s ,  and  o th e r  r e l a t ed  s t a t e  a g enc ies  t o  

m a in t a in  ad eq ua t e  d i sas t e r  w a rn i ng  sys t em s .  

 Sa f e t y  Insp e c t io n s  

 Th e  sup e r in t end e n t ,  b u i ld in g  p r inc ip a l s ,  and  m a in t e nan ce  p e r so nn e l  wi l l  

r eg u la r l y  i n sp ec t  ea ch  a t t end a nce  cen te r ,  p l a yg ro und  a nd  p l ay gro u nd  eq u ip -  

m en t ,  b o i l e r s ,  b l ea che r s ,  and  o the r  ap p ro p r i a t e  a r e as  t o  see  t ha t  t he y  a r e  

ad eq ua te ly  m a i n t a in ed .   W r i t t e n  r eco rd s  o f  t hese  i nsp e c t io n s  sha l l  b e  

m a in t a in ed .
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EB B  S af e ty  EB B -2  

 I f  r ep a i r s  a r e  nec es sa r y ,  t he  i nd iv id ua l  co nd u c t i ng  th e  i nv es t ig a t io n  

sha l l  im m ed ia t e l y  i n f o rm  the  b u i l d ing  p r in c ip a l ,  s up e r i n t e nd en t ,  o r  im m ed ia t e  

sup e r v i so r  i n  w r i t i ng .   N ec ess a r y  s t ep s  e i t he r  t o  r ep a i r  o r  t o  r em o ve  t he  d e f ec t  

wi l l  b e  t ak en  a s  so o n  as  p o ss ib l e .   D ef ec t s  r eq u i r i ng  ex p end i tu r e  o f  m o ney  { in  

ex ces s  o f  $ __ __ _ }  wi l l  b e  r ep o r t e d  to  t he  b o a rd .   An y  d e f ec t s  no t  i m m ed ia t e l y  

r em o ved ,  r ep a i r ed ,  o r  o the r wi s e  e l im ina ted  sha l l  b e  b lo cked  o f f  wi th  f ences  o r  

o the r  r e s t r a i n in g  d ev i ce s .  

 H ea t i ng  a nd  L ig h t i ng  

 Al l  f u r na ce s ,  b o i l e r s ,  a nd  l i g h t i ng  f ix tu res  wi l l  b e  i n sp ec t ed  an nua l l y  t o  

ens ur e  sa f e t y  f o r  s tud en t s ,  d i s t r i c t  em p lo yees ,  a nd  p a t ro ns .   T he se  d ev ice s  sh a l l  

m ee t  m in im um  s t a t e  a nd  f ed e ra l  s t a nd a rd s .  

 Th e  u se  o f  sp ac e  h ea t e r s  i n  d i s t r i c t  b u i ld in gs  i s  p e rm i t t ed  so  lo n g  a s  a l l  

hea t e r s  a r e :  U L l i s t ed  and  ap p ro ved ;  p lugg ed  d i r ec t l y  i n to  t he  w a l l  o u t l e t  a nd  

no t  used  w i th  an  ex te ns io n  co r d ;  and  hav e  a  3  f oo t  c l ea ra nc e  f ro m any  

co m b us t ib l e  i t em s  t ha t  m ay  c a t c h  f i r e .   C o m b us t ib l e  i t em s  i nc lud e ,  b u t  a r e  no t  

l im i t ed  to ,  p ap e r  p ro d uc t s ,  c lo th in g ,  and  b l a nk e t s .   S t a f f  m em b ers  w ho  wi sh  to  

b r ing  t he i r  o w n sp ac e  h ea t e r  s ha l l  f i r s t  g e t  t he  ap p ro va l  o f  t he i r  i m m ed ia t e  

sup e r v i so r .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n – 7 /96 ;  04 /0 7 ;  6 /14  

 

EB B A H a za rd ou s  W a ste  In sp e c t io n  a n d D i sp o sa l  EB B A 

 I nsp e c t io n  
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 R egu l a r  i nsp e c t io n  o f  d i s t r i c t  f ac i l i t i e s  f o r  haz a rd o us  wa s t e  sh a l l  b e  

co nd uc t ed  b y  The  D i re c to r  o f  M ain te na nc e  and  G ro und s .   W r i t t en  r eco rd s  o f  

t he se  i nsp ec t io ns  s ha l l  b e  m a i n t a i n ed .  

 D i sp o sa l  

 W hen  ha za rd o us  w as t e  m a te r i a l  i s  p ro d uced  in  a  c l a s s ,  o r  o the rw i s e  

lo ca t ed  i n  t he  d i s t r i c t ,  i t s  d i sp o sa l  sha l l  b e  i n  acco rd a nc e  w i t h  s t a t e  a nd  f e d e ra l  

ru l e s  a nd  r eg u la t io ns ,  o r  cu r r e n t  l a w.  

 Th e  sup e r in t end e n t  s ha l l  d ev e lo p  wr i t t e n  ru l e s  and  p ro ced ure s  f o r  

no t i f y in g  d i s t r i c t  ad m in i s t r a to r s  t ha t  haz a rd o us  w as t e  ha s  b een  d i sco ver ed  

and /o r  p ro d uced  and  ru l e s  f o r  r ep o r t ing  t he  p ro p e r  d i sp o sa l  o f  was t e .   The se  

ru l e s  and  r e gu la t io ns  sh a l l  b e  d i s t r i b u te d  to  a l l  s t a f f  m em b ers  i n  c l a s s i f i ed  and  

ce r t i f i ed  hand b o o ks .  

R u les  

Th e  sup e r i n t end e n t  sh a l l  d ev e lo p  wr i t t e n  ru l e s  a nd  p ro ced ures  fo r  

no t i f y in g  d i s t r i c t  ad m in i s t r a to r s  t ha t  ha za rd o us  wa s t e  has  b een  

d i sco ver ed  and /o r  p ro d uced  and  ru l e s  f o r  r ep o r t ing  th e  p ro p e r  d i sp o sa l  o f  

wa s t e .   Th es e  ru l e s  a nd  r eg u la t i o ns  sha l l  b e  d i s t r i b u ted  to  a l l  s t a f f  

m em b ers  i n  c l a s s i f i ed  and  ce r t i f i ed  hand b o o ks .  

 

Ap p ro ved :   0 4 /07  

 

EB B D E va cu a t io n s  an d  E m erg en c ies  (S e e  E B B F  a nd  JB H )  EB B D 

 I f  a n  em er ge nc y  i n t e r f e re s  wi t h  t h e  no rm a l  co n d u c t  o f  sc ho o l  a f f a i r s ,  

s t ud e n t s  m ay  b e  d i sm is sed  f ro m  s cho o l  o n ly  b y  t he  sup e r in t e nd en t  (o r_ _ __ _ ) .   

A  p l a n  f o r  em er ge ncy  d i sm is sa l  o f  s tud en t s  d ur i ng  th e  s cho o l  d a y  s ha l l  b e  
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d eve lo p ed  b y  t he  sup e r in t e nd en t  a nd  ap p ro ved  b y  t he  b o a rd .   A  co p y  s ha l l  b e  

f i l ed  wi th  th e  c l e rk  and  p ro ced ure s  f o r  d i sm issa l  s ha l l  b e  g i ve n  to  p a re n t s  and  

s tud e n t s  a t  t h e  b eg i nn i ng  o f  each  s cho o l  yea r .  

 Scho o l  wi l l  no t  b e  d i sm iss ed  ea r l y  b eca us e  o f  an  em erg en cy  w he n  

the  s a f e ty  o f  s tud en t s  a nd  t eac he r s  i s  b e t t e r  s e rved  b y  r em a in i ng  a t  s c ho o l .  

 D ur in g  an  em e rge nc y  p e r io d  wh e n  t he r e  i s  i n su f f i c i e n t  w arn in g  

t im e ,  t h e  d i s t r i c t  wi l l  ke ep  a l l  s t ud e n t s  und er  sc ho o l  j u r i sd i c t io n  a nd  

sup e r v i s io n .   Th e  s t a f f  sha l l  r em a in  o n  d u ty  to  s up e rv i se  s t ud en t s  d ur i ng  t h i s  

t im e .   P a r en t s  m ay  co m e  to  s cho o l  and  p i ck  up  t he i r  ch i ld ren .  S t ud en t s  s ha l l  b e  

r e l e as ed  ac co rd ing  to  b o a rd  p o l i cy  f o r  r e l eas e  o f  s tud e n t s  d ur i ng  t he  sc ho o l  

d ay .  

 Scho o l -C lo s i ng  An no un cem e nt s  

 W hen  th e  sup e r in t end e n t  b e l i e v es  t he  sa f e ty  o f  s t ud en t s  i s  

t h r ea t en ed  b y  se ve r e  we a th e r  o r  o t he r  c i r cum s ta nc es ,  p a r en t s  a nd  s t u d en t s  sh a l l  

b e  

no t i f i ed  o f  scho o l  c lo s in gs  o r  c anc e l l a t i o n s  b y  a nno u nc em en t s  m ad e  o ve r  

r ad io /TV  s t a t io n( s )  a nd  in t e rn e t .  

 B o mb  Threa t s  

 I f  t h e re  i s  a  b o m b  th rea t  o r  s im i l a r  em erg enc y ,  t h e  p r inc ip a l  s ha l l  

s ee  t ha t  s tud e n t s  a r e  e sco r t ed  to  a  sa f e  p l ace .   T he  p r in c ip a l  s ha l l  no t i f y  l aw 

enf o rcem e nt  ag en c i es  o f  t he  th r ea t  and  r eq ue s t  a  t ho ro ugh  insp e c t io n  o f  t he  

b u i l d ing s  and  g ro u nd s .   O the r  co n t ing en c ie s  a s  no ted  in  t h e  c r i s i s  p l an  sh a l l  b e  

f o l lo wed .
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EB B D E va cu a t io n s  an d  E m erg en c ie s  EB B D -2  

 I f  i t  i s  d e t e rm in ed  th a t  no  d an ger  ex i s t s  t o  t h e  s tud e n t s ’  s a f e ty  a nd  

i f  t he re  i s  t im e  r em ai n in g  in  t he  sc ho o l  d ay ,  s cho o l  sha l l  b e  r e s um ed .  

 P l ann in g  f o r  E m ergenc i es  

 E ach  b u i ld in g  p r i nc ip a l  s ha l l  d eve lo p  ap p ro p r i a t e  em er ge nc y  

p ro ced ures  whi ch  s ha l l  b e  i nc l ud ed  in  t he  d i s t r i c t ’ s  c r i s i s  p l ans .   A s  

ap p ro p r i a t e ,  p o r t i o ns  o f  t he  c r i s i s  p l an  d e ve lo p ed  sh a l l  b e  he ld  in  s t r i c t  

co nf id ence  b y  s t a f f  m em b ers  ha v in g  d i r e c t  r e sp o ns ib i l i t y  f o r  im p lem ent i ng  t he  

p l an .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n – 7 /96 ;  4 /07  

 

EB B E E m erg en cy  D r i l l s  EB B E 

 B u i ld in g  p r i nc ip a l s  sh a l l  b e  r e sp o n s ib l e  f o r  s ch ed u l i ng  a nd  co nd uc t i n g 

em erg en cy  d r i l l s  a s  r eq u i r ed  b y  l a w and  f o r  ensu r in g  s t ud en t s  a r e  i n s t ru c t ed  in  

t he  p ro ced ur es  t o  f o l lo w d ur in g  the  em erg en cy  d r i l l  and  in  an  a c tu a l  

em erg en c y .  

 E ach  b u i ld i ng  p r i nc ip a l  sh a l l  d e v e lo p  a  wr i t t e n  p l an  f o r  sp ec i f i c  

em erg en cy  d r i l l s  r eq u i r ed  b y  l a w.   Th e  p l a n  sha l l  i n c l ud e  sp e c i f i c  a r r ang em e nt s  

f o r  t he  e vac ua t io n  o f  m o b i l i t y  im p a i r ed  a nd  o the r  i nd iv id ua l s  who  m ay  n eed  

a s s i s t an ce  f ro m  s t a f f  m emb ers  t o  sa f e ly  ex i t  t he  b u i ld i ng .  

 E ach  p r i nc ip a l  sh a l l  co nd uc t  b r i e f i ngs  wi th  t h e  s t a f f  co nce rn in g  t he  

em erg en cy  p l a n .  

 E ach  t ea che r  s ha l l  ex p la i n  t he  p l an  to  s tud e n t s  und e r  t he i r  

j u r i sd i c t io n  p r io r  t o  a  d a t e  e s t ab l i sh ed  b y  the  p r i nc ip a l .   W i th i n  o ne  we ek  
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t he re - a f t e r ,  t he  b u i ld i ng  p r inc ip a l  sh a l l  co nd uc t  a  s u rp r i se  d r i l l .   O the r  d r i l l s  

sha l l  b e  he ld  a t  t im es  d e t e rm i ned  b y  the  b u i ld i ng  p r in c ip a l .   H o wev er ,  a t  l e a s t  

o ne  o f  t he  th ree  to rn ad o  d r i l l s  r eq u i r ed  b y  l a w sh a l l  b e  h e ld  p r i o r  t o  t he  

to rnad o  se aso n  b e g in n i ng  e ac h  Ap r i l .  

 B u i ld in g  p r in c ip a l s  s ha l l  p ro v id e  p a re n t s  wi t h  a  co p y  o f  t he  

em erg en cy  p l a ns  a t  t he  b e g in n i ng  o f  each  s cho o l  yea r .   E ach  em er gen cy  d r i l l  

p l an  sh a l l  b e  r e v i ew ed  b y  the  s up e r in t e nd en t  and  f i l ed  wi t h  th e  c l e rk .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n – 7 /96 ;  4 /07  

EB B F  C r i s i s  P la n n ing   (S ee  EB B D ) EB B F  

 Th e  sup e r i n t end e n t ,  i n  co o p era t io n  wi t h  ea ch  b u i ld i ng  p r in c ip a l  a nd  

a s s i s t an t  s up e r i n t e nd en t ,  s ha l l  d eve lo p  a  p l a n  to  d e a l  wi th  c r i se s  i n  a n  

a t t e nd an ce  ce n t e r .   E ach  p l an  sh a l l  b e  ap p ro ved  b y  the  bo a rd  b ef o re  i t  i s  

im p lem ent ed .  

 A  co p y  o f  t he  p l a n  s ha l l  b e  o n  f i l e  i n  ea ch  b u i ld in g  a nd  wi th  t he  

c l e r k .  

 B u i ld in g  p r inc ip a l s  s ha l l  t r a in  s t a f f  t o  imp lem ent  t h e  b u i ld in g  p l an .   

As  n ec ess a r y ,  s tud e n t s  and  p a ren t s  wi l l  b e  i n f o rm ed  ab o u t  d e t a i l s  o f  the  p l an .  

 C r i s i s  p l a n s  s ha l l  b e  sub je c t  t o  r e gu l a r  r e v i e w b y  th e  

ad m in i s t r a t i o n .   I f  a  p l a n  i s  im p le m ented ,  t he  b o a rd  sh a l l  r e ce i ve  a  r ep o r t  o n  

ho w w e l l  t he  p l a n  wo r ked .   I f  n ece ssa ry ,  t h e  r ep o r t  s ha l l  i n c l ud e  r e co m m end ed  

cha ng es .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n – 7 /96 ;  4 /07  

EB C S ecu r i t y  a n d  S af e ty  EB C 

 (Se e  J C AC ,  J CD B B,  JD D ,  J DD B ,  JD D C  and  KG D )  
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 Sec ur i ty  d e v i ces  m ay  b e  in s t a l l ed  a t  d i s t r i c t  a t t e nd anc e  c en te r s .   O t he r  

m eas ure s  m ay  b e  t a ke n  to  p reve n t  i n t r us io ns  o r  d i s tu rb an ces  f ro m  o ccur r in g  in  

scho o l  b u i ld ing s  o r  t r e sp as s i ng  o n  scho o l  g ro und s .   The  d i s t r i c t  wi l l  co op era t e  

wi t h  l aw enf o rcem e nt  i n  sec ur i ty  m a t t e r s  a nd  sh a l l ,  a s  r eq u i r ed  b y  l aw,  r ep o r t  

f e lo n ies  and  m isd em e ano r s  co m m i t t ed  a t  s c ho o l ,  o n  scho o l  p ro p e r ty  o r  a t  

s cho o l - sp o nso red  a c t i v i t i e s .  

 R ep o r t ing  C r im e s  a t  S cho o l  t o  La w  E nf o rcem ent  

 An y  d i s t r i c t  em p lo ye e  who  kno ws  o r  has  r ea so n  to  b e l i eve  a ny  o f  t he  

f o l lo wing  ha s  o ccu r red  a t  s cho o l ,  o n  scho o l  p ro p e r ty  o r  a t  a  s cho o l - sp o nso red  

ac t i v i t y  s ha l l  im m ed ia t e l y  r ep o r t  t h i s  i n f o rm a t io n  to  l o ca l  l aw enf o rc em ent :   a n  

ac t  whi ch  c o ns t i t u t e s  t h e  co m m iss io n  o f  a  f e lo ny  o r  a  m i sd em ea no r ;  o r  an  ac t  

whi ch  in vo lve s  t he  p o sse ss io n ,  us e  o r  d i sp o sa l  o f  ex p lo s ives ,  f i r ea rm s  o r  o the r  

we ap o ns  a s  d e f ined  in  c u r r en t  l a w.  

 I t  i s  r eco m m end ed  the  b u i ld ing  ad m in i s t r a to r  a l so  b e  no t i f i ed .  

 R ep o r t ing  C er t a i n  S t ud en t s  t o  Ad m in i s t r a to r s  a nd  S ta f f  

 Ad m in i s t r a t i ve ,  p ro f es s io na l  o r  p a rap ro f e s s io na l  em p lo yee s  o f  a  sc h o o l  

who  h av e  i n f o rm a t io n  t ha t  a  p up i l  has  en ga ged  i n  t he  f o l lo wi ng  sh a l l  r ep o r t  t h e  

i n f o rm a t io n  a nd  the  id en t i t y  o f  t he  p up i l  t o  t he  sup e r in t en d e n t .   T he  

sup e r i n t end e n t  s ha l l  i n ve s t i ga t e  t h e  m a t t e r  a nd  i f  i t  i s  d e t e rm i ned  t he  s tud en t  

has  b ee n  in vo lved  in  t he  f o l lo wing ,  t he  s up e r i n t e nd en t  sh a l l  p ro v id e  

in f o rm a t io n ,  and  th e  id en t i t y  o f  t he  s tud en t  t o  a l l  em p lo yee s  w ho  a re  i nvo lv ed   
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EB C S ecu r i t y  a n d  S af e ty  EB C -2   

o r  l i k e ly  to  b e  d i r ec t ly  i nvo lv ed  in  t ea ch i ng  o r  p ro v id in g  r e l a t ed  s e rv i ce s  t o  

p up i l :  

 

  An y p up i l  who  h as  b ee n  ex p e l l ed  f o r  co nd uc t  w hic h  end a ng er s  t he  sa f e ty  o f  

o the r s .  

 

  An y s t ud en t  who  ha s  b een  ex p e l l ed  f o r  com m iss io n  o f  f e lo ny  typ e  o f f ens es ;  

 

  An y s t ud en t  who  ha s  b een  ex p e l l ed  f o r  p o ssess io n  o f  a  weap o n ;  

 

  An y s t ud en t  who  ha s  b een  ad jud ge d  to  b e  a  j uve n i l e  o f f end e r  and  wh o se  o f -

f ense ,  i f  co m m i t t ed  b y  an  ad u l t ,  w o u ld  co ns t i t u t e  a  f e lo ny ,  e x cep t  a  f e lo ny  

the f t  o f f ense  invo l v in g  no  d i r ec t  t h rea t  t o  h um an  l i f e ;  

 

  An y s t ud en t  who  ha s  b een  t r i ed  a n d  co nv ic t ed  a s  an  ad u l t  o f  any  f e lo ny ,  ex -

cep t  t h e f t  i nvo lv in g  no  d i r ec t  t h r ea t  t o  hum an  l i f e .  

 

 An nu a l  R ep o r t s  

 Th e  p r in c ip a l  o f  ea ch  b u i ld in g  s ha l l  p r ep a r e  a l l  r ep o r t s  r eq u i r ed  b y  l aw 

and  p rese n t  t h em  to  the  b o a rd  and  the  s t a t e  b o a rd  o f  ed uca t io n  an nu a l ly .   R e -

p o r t s  sha l l  no t  i nc lud e  a ny  p e r so n a l ly  i d e n t i f i ab l e  i n f o rm a t io n  ab o u t  s tud en t s .   

Th ese  r ep o r t s  a nd  th i s  p o l i cy  m ay  b e  m ad e  ava i l ab l e  up o n  r eq ues t  t o  p a ren t s ,  

p a t ro ns ,  s t ud en t s ,  and  em p lo yee s  a nd  o th e r s  who  r eq u es t  t he  i n f o rm a t io n .  

 S t a f f  Im m u ni t y  

 N o  b o ard  o f  ed uca t io n ,  b o a rd  m em b er ,  sup e r i n t e nd en t  o f  scho o l s  o r  

scho o l  em p lo yee  s ha l l  b e  l i ab l e  f o r  d am ages  i n  a  c i v i l  ac t io n  r e s u l t i n g  f ro m a  

p e r so n ' s  go o d  f a i th  ac t s  o r  o m iss io n  in  co m p ly i ng  w i t h  the  r e q u i r em e nt s  o r  

p ro v i s io ns  o f  t he  K ans as  s cho o l  sa f e ty  a nd  sec ur i ty  a c t .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n -7 /9 6 ;  6 /9 8 ;  6 /9 9 ;  7 /0 3 ;  4 /07  
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–  Sa mple  F or m –  
 

R e typ e  to  su i t  l o ca l  need s ,  r em o v e  f ro m  p o l i cy  b oo k  and  f i l e  wi t h  t h e  c l e r k  a nd  

p r inc ip a l s .   Fo rm  co u ld  a l so  b e  inc lud ed  in  s t a f f  o r  s tud en t  ha nd b o o ks.  

 

Report to Local Law Enforcement  

USD 353  

P ur su an t  t o  K . S . A.  7 2 -8 9 b 03 ,  t he  a d m in i s t r a to r  o r  o th e r  sc ho o l  em p lo yee  w ho se  

s ig na t u r e  ap p ea r s  b e lo w i s  r ep o r t i n g  the  f o l lo wi ng  c r im es .  

{B r i e f ly  d es c r ib e  e ac h  in c id en t  and  the  p e r so n / s  i nvo lv ed  in  f e lo n ie s ,  m i s -

d em eano r s  a nd  we ap o ns}  

Date  School /L ocat ion  Stu dent / s  or  Person/ s  

Inv olved  

Br ie f  Descr ipt ion  

 

 

1 .  

 

 

   

 

2 .  

 

 

   

 

3 .  

 

 

   

 

4 .  

 

 

   

 

5 .  

 

 

   

 

 

Scho o l  D i s t r i c t s  a r e  r eq u i r ed  b y  F e d e ra l  La w a nd  K . S . A.  7 2 -6 21 4  to  p ro t ec t  t he  

p r ivac y  r i gh t s  o f  s tud en t s  und e r  t h e  age  o f  1 8 .  

 

S ig ned :_ _ _ _ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ ___ __ __ __ _  

 Ad m in i s t r a to r  o r  o the r  sc ho o l  em p lo yee .  

 

cc :  Sup er in t end e n t  o f  Scho o l s ,  U SD  3 53    S tud en t / s  f i l e  
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–  Sam ple  Form  –  
 

R e t yp e  to  su i t  l o ca l  n eed s ,  r em o ve  f ro m  p o l i cy  b o o k  a nd  f i l e  wi th  t h e  c l e rk  a n d  

p r in c ip a l s .   Fo rm  co u ld  a l so  b e  in clu d ed  in  s ta f f  o r  s tu d en t  ha nd bo o ks .  

 

Report to  Staff  Member USD 353  

 

Pu rsu a n t  t o  K . S .A .  72 -8 9b 03 ,  ad min i s t ra t i ve ,  p ro f e s s io n a l  o r  p a ra p ro fe s s io n a l  

em p lo yees  o f  a  sch o o l  wh o  ha ve  in fo rm a t ion  tha t  a  p up i l  ha s  en gag ed  in  th e  

fo l lo win g  sh a l l  r ep o r t  t h e  i n fo rma t io n  a nd  th e  id en t i t y  o f  t h e  s tud en t  t o  t h e  su -

p er in t en d en t .   Th e  su p er in t en d en t  sh a l l  i n ves t ig a te  t h e  m a t t e r  a n d  i f  i t  i s  d e -

t e rm in ed  th e  s tu d en t  h a s  b een  invo lved  in  t h e  fo l lo win g ,  t h e  su p er in t en d en t  

sh a l l  p ro v id e  in fo rm a t io n ,  an d  the  id en t i t y  o f  t h e  p u p i l  t o  a l l  em p lo yees  wh o  

a re  in vo lved ,  o r  l i ke l y  t o  b e  d i rec t l y  i n vo lved ,  i n  t ea ch in g  o r  p ro v id in g  re la t ed  

ser v i c es  t o  p u p i l :  

 

1 .   A n y  s tu d en t  wh o  ha s  b een  exp e l l ed  fo r  co n du c t  wh i ch  en d a n g ers  t h e  sa f e t y  

o f  o th ers ;  

2 .   A n y  s tu d en t  wh o  ha s  b een  exp e l l ed  fo r  co m m iss io n  o f  f e lo n y  t yp e  o f f en se s ;  

3 .   A n y  s tu d en t  wh o  ha s  b een  exp e l l ed  fo r  p o ssess io n  o f  a  wea p o n ;  

4 .   A n y  s tu d en t  wh o  ha s  b een  a d judg ed  to  b e  a  ju ven i l e  o f f en d er  a n d  wh o se  o f -

f en se ,  i f  co m m i t t ed  b y  a n  ad u l t ,  wo u ld  con s t i t u t e  a  f e lo n y ,  e xcep t  a  f e lo n y  

th e f t  o f f en se  in vo lv in g  no  d i rec t  t h rea t  t o  h u ma n  l i f e ;  

5 .   A n y  s tu d en t  wh o  ha s  b een  t r i ed  a nd  co n v ic t ed  a s  an  ad u l t  o f  an y  f e lo n y ,  

exc ep t  t h e f t  i n vo lv in g  n o  d i rec t  t h r ea t  t o  hu m an  l i f e .  

 

Yo u  a re  n o t i f i ed  th a t  __ __ __ __ __ __ __ __ __ ,  wi th in  th e  p a s t  3 65  d a ys ,  h a s  

b een  exp e l l ed ,  a d ju dg ed  o r  co n v ic t ed  fo r  a n  a c t i v i t y  l i s t ed  a bo ve .  
 

School  Di s t r i c t  s ta f f  are  requi red  by  bo th  Federa l  Law and  K.S .A .  72 -

6214  to  pro tec t  the  r ight  o f  pr ivacy  o f  any  s tudent  under  the  age  o f  18  

and  the  s tudent ' s  fami ly  regarding  personal l y  i dent i f i able  records ,  f i l e s ,  

da ta  and  inform at ion d i rec t ly  re la t ed  to  the  s tudent  and  hi s /h er  fam il y .    

I  acknowledge  th i s  re spons ib i l i ty  and  agree  tha t  I  w i l l  d i sc lose  the  above 

inform at ion only  t o  other  USD _____  em ployees  and  o f f ic ia l s .  Vio la t ion  

o f  these  pr ivacy  r ight s  could inc lude  sanc t ions  up  to  and  inc lud ing  t e r -

mina t ion.  

 

 

S ig n ed :__ __ __ __ ___ __ __ __ __ __ ___ __ __ __ __ __ __ __ __ __ __ __ __ __ ___ __ __ _  

 S ch oo l  em p lo yee  wh o  rece i ves  t h e  rep o r t  

 

 

S ig n ed :__ __ __ __ ___ __ __ __ __ __ ___ __ __ __ __ __ __ __ __ __ __ __ __ __ ___ __ __ _  

 A d m in i s t ra to r  o r  sch oo l  em p lo yee  m a k in g  repo r t  

EB C A V a nd a l i sm  EB C A 
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 V and a l i sm  P ro tec t io n  

 Al l  s cho o l  p e r so n ne l  sha l l  r ep o r t  an y  va nd a l i sm  to  the i r  im m ed ia t e  

sup e r v i so r .   Scho o l  p e r so nn e l  a r e  ex p ec ted  to  l o ck  o r  o the rwi se  s ecu re  a ny  

f i l e s ,  r eco rd s ,  s a f e s  o r  s im i l a r  co m p ar tm en t s  a t  t he  c lo se  o f  each  s cho o l  d ay .  

 I n  t h e  e ve n t  o f  vand a l i sm ,  t he  b o a rd  m ay  o f f e r  a  r e ward  ac co rd ing  t o  

l aw.  

 R es t i t u t io n  f o r  D am age s  

 Th e  b o a rd  sha l l  s e ek  r e s t i t u t io n  ac co rd ing  to  l aw f o r  l o s s  and  d am ag e  

sus t a i ned  b y  the  d i s t r i c t .  

 Th e  p r inc ip a l  sha l l  no t i f y  t h e  sup e r in t end e n t  o f  any  lo s s  o f ,  o r  d a m age  

to ,  d i s t r i c t  p ro p e r t y .   Th e  s up e r i n t end e n t  s ha l l  i n ve s t i ga t e  t he  i nc id en t .   T he  

co s t  i n vo lv ed  in  r ep a i r in g  th e  d am ag e  and /o r  r ep l ac in g  eq u ip m en t  wi l l  b e  

d e t e rm in ed  a f t e r  co ns u l t a t i o n  wi t h  ap p ro p r i a t e  p e r so nn e l .  

 W hen  a  j uv en i l e  i s  i nvo lv ed ,  t he  sup e r i n t end en t  sh a l l  co n t ac t  t h e  

p a ren t s  and  ex p la i n  t he i r  l eg a l  r e s p o ns ib i l i t y .   T he  p a re n t s  s ha l l  b e  no t i f i ed  in  

wr i t i n g  o f  t h e  d o l l a r  am o u nt  o f  l o s s  o r  d am a ge .   R o u t in e  p ro ced u r es  wi l l  b e  

f o l lo wed  f o r  any  nec es sa r y  f o l lo w -up  to  secur e  r e s t i t u t io n  f ro m  the  r e sp o ns ib l e  

p a r ty .  

 R es t i t u t io n  p aym e nt s  s ha l l  b e  m ad e  b y  ju ven i l e s  o r  t h e i r  p a re n t s  t o  t he  

b us in ess  o f f i ce ,  and  acco u n t s  sh a l l  b e  kep t .   P e r so ns  o f  l ega l  a ge  s ha l l  b e  he ld  

r e sp o ns ib l e  f o r  t he i r  o wn  p a ym en t s .   I f  nec es sa r y ,  p ro v i s io n s  m ay  b e  m ad e  f o r  

i ns t a l lm en t  p a ym en t s .  
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EB C A V a nd a l i sm  EB C A -2  

 Ac co un t s  no t  p a id  in  f u l l  wi t h i n  t he  sp ec i f i ed  t im e  m ay  b e  p ro cesse d  

f o r  l ega l  ac t io n .  

 R e tu r n  o f  Scho o l  P rop e r ty  

 Scho o l  p ro p e r ty  m us t  b e  r e t u r ned  b y  s tud e n t s .   I f  a  s t ud en t  d o es  no t  

r e t u rn  d i s t r i c t  p ro p e r ty ,  t h e  sup e r i n t e nd en t  m a y  t a ke  a c t io n  a l lo w ed  by  l a w.  

 O f f e r ing  a  R ewa rd  

 Th e  b o a rd  m ay  o f f e r  a  r ewa rd  fo r  i n f o rm a t io n  l ead in g  to  t he  d i sco v e r y ,  

a r r e s t  a nd  co nv i c t io n  o f  p e r so ns  c o m m i t t i ng  a c t s  o f  vand a l i sm .   Th e  o f f e r  wi l l  

co nf o rm  to  s t a t e  l a w and  th e  p o l i cy  ad o p ted  b y  the  b o a rd .  

 W hen  t he  b o a rd  d ec id es  t o  o f f e r  a  r ewa rd ,  t he  no t i c e  t o  b e  p ub l i she d  

b y  the  s up e r i n t e nd en t  sh a l l  co nf o rm  to  the  f o l lo wing :  

Th e  b o a rd  o f  ed uca t io n ,  a s  a u t ho r i zed  b y  K . S . A.  1 2 -

1 67 2 a ,  he reb y  o f f e r s  a  $ 50 0  r ew ard  to  any  p e r so n  w ho  

f i r s t  p ro v id es  i n f o rm a t io n  l e ad ing  to  t he  d i s co ve r y ,  a r r e s t  

and  co nv i c t io n  o f  t he  p e r so n  o r  p e r s o ns  r e sp o ns ib l e  f o r  

ac t s  o f  va nd a l i sm  o n  p ro p e r ty ,  r e a l  o r  p e r so na l ,  o wned  b y  

the  s cho o l  d i s t r i c t  o r  r i gh t f u l ly  l o ca t ed  o n  scho o l  d i s t r i c t  

p rem ise s  b y  i t s  em p lo ye es  o r  s t ud e n t s .  

 

P e r so ns  ha v in g  a ny  kno wled g e  a r e  u r ged  to  co n t ac t  t h e  

sup e r i n t end e n t  o f  scho o l s  a t  2 21  S .  W ash in g to n ,  

W el l i ng to n ,  K S 6 7 1 52 ,  t e l ep ho ne  6 2 0 -32 6 -43 00 .   The  

b o a rd  r e se rv es  t he  r i g h t  t o  d e t e rm i ne  t he  d es e rv in g  

r ec ip i en t s  o f  t he  r ew ard  in  t h e  ev e n t  o f  co r rob o ra t ing  a nd  

sup p lem en ta r y  i n f o rm a t io n .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n  –  1 2 /00 ;  4 /07  

EB E C lea n in g  a nd  Ma in ten a n ce  P rog ra m s  EB E 

 Th e  sup e r i n t end e n t  sh a l l  d ev e lo p  b u i ld ing  and  g ro u nd s  c l e an in g  and  

m a in t en anc e  p ro gr am s  f o r  b o a rd  a p p ro va l .   Af t e r  ap p ro va l  t h e  p l a n s  s ha l l  b e  

sha red  wi th  t he  ap p ro p r i a t e  ad m in i s t r a to r s  a nd  c l a s s i f i ed  s t a f f .  
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 San i t a t i o n  

 Th e  s up e r i n t end en t  sha l l  d e ve lo p  c l ean in g  sch ed u l es  t o  se e  t ha t  a l l  

a t t e nd an ce  c en t e r s  and  g ro u nd s  a r e  f r ee  f ro m  l i t t e r  and  r e f us e .  

 C lean in g ,  s a n i t a t i o n  and  ro u t i ne  m a in t en an ce  p l a ns  sha l l  b e  d ev e lo p ed  

b y  the  sup e r in t e nd en t  and  m a y  b e  p ub l i she d  i n  t he  ap p ro p r i a t e  h an d b o o k( s )  o r  

j o b  d esc r ip t io ns  and /o r  em p lo ym en t  co n t r a c t s  a f t e r  b o a rd  ap p ro va l .    

 

Ap p ro ved :   4 /0 7  

EB I  L o ng -R an g e  Ma in ten a n ce  P rog ram  EB I  

 Th e  sup e r in t end e n t  s ha l l  d eve lo p  ann ua l ly  p r io r i t y  l i s t s  o u t l i n i ng  lo ng -

ran ge  m a i n t ena nc e  o f  s cho o l  p rop e r ty ,  b u i ld in gs  a nd  g ro u nd s .  

 Th e  sup e r i n t end e n t  sh a l l  p r e s en t  a  r ep o r t  t o  t he  bo a rd  annua l l y  

co nce rn i ng  th e  d i s t r i c t ' s  m a i n t e na n ce  p r io r i t i e s .   A  co s t  a na ly s i s  r ep o r t  s ha l l  b e  

a t t a ch ed  to  t he  r ep o r t .  

 

Ap p ro ved :   4 /0 7  

EB J R eco rd s  EB J  

 Al l  r e co rd s  p e r t a i n in g  to  d i s t r i c t - wid e  m a in t en an ce  co s t s  s ha l l  b e  f i l ed  

in  t he  ce n t r a l  o f f i ce .   W he n  p rac t i ca l ,  a  co s t  an a ly s i s  o f  ex i s t i n g  a nd  p ro po sed  

m a in t en anc e  p ro gram s  sha l l  b e  d ev e lo p ed  b y  the  sup e r i n t end e n t .  

 

Ap p ro ved :   4 /0 7  

E C E q u ip m en t  a nd  Su pp l i e s  M a n a g em en t  E C 

 Th e  s up e r i n t end e n t  sh a l l  k eep  up - to -d a t e  i n ve n to ry  r e co rd s  o n  a l l  

eq u i p m ent  a nd  sup p l i e s .  
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 R ece i v in g  

 Al l  p ack in g  l i s t s  wi l l  b e  ch eck ed  aga in s t  a l l  i n vo ice s  f o r  ac cu rac y  b y  t he  

sup e r i n t end e n t  o r  p e r so n  r e sp o ns ib l e  f o r  r ece i v in g  s up p l i e s .  

 A  q ua n t i t y  co n t ro l  s ys t em  i s  need ed  in  o rd e r  t o  p re ve n t  sho r t ag es  o r  

m i sm an agem ent  o f  d i s t r i c t -o wned  eq u ip m ent  o r  s up p l i e s .   The  s ys t e m  sh a l l  b e  

kep t  up - to -d a t e  a nd  b e  a cc ura t e  eno ug h  to  p ro v id e  i n f o rm a t io n  f o r  b ud ge t  

p rep a r a t io n  eac h  y ea r .  

 U p o n  ve r i f i ca t io n  b y  th e  p ur ch as i n g  a ge n t  t ha t  r ec e iv ab les  a r e  i n  o rd e r ,  

t he  m er ch and i s e  sh a l l  b e  se n t  t o  t he  ap p ro p r i a t e  l o ca t io n  a s  so o n  as  p o ss ib l e .   

E ach  b u i ld in g  p r i nc ip a l  s ha l l  b e  r e sp o ns ib l e  f o r  t he  a l l o c a t io n  o r  s to rage   o f  a l l  

sup p l i e s   a nd  eq u ip m e nt .   I f  t h e  i t em s  ca nn o t  b e  d e l i ve r ed  to  t he  p ro p e r  

d es t i n a t io n ,  t he y  wi l l  b e  s to red  in  an  ap p ro p r i a t e  s to rag e  a r ea .  

 B ack  o rd e r s  sh a l l  b e  f i l ed  w i th  th e  invo ic e  a nd  a t t a ch ed  to  t he  p u r ch a se  

o rd e r .   P e r io d ic  chec ks  sh a l l  b e  m ad e  to  d e t e rm in e  w he t he r  b ack  o rd e r s  ha ve  

b een  f i l l ed  and  d e l i ve r ed .  

 

Ap p ro ved :  4 /0 7  

E C A H IP A A  P o l i cy  E C A 

 (S ee  B CB K ,  B E ,  C N ,  C Y A ,  ID E A  a n d J R e t  seq . )  

 

 Th e  d i s t r i c t  s ha l l  co m p ly  w i t h  a l l  ap p l i cab le  H ea l th  Insu ra nce  

P o r t ab i l i t y  a nd  Ac co un tab i l i t y  Ac t  (H IP AA )  p ro v i s io n s  en sur i ng  th e  

co nf id en t i a l i t y  o f  p r o t ec t ed  he a l t h  i n f o rm a t io n .    

 S t a f f  Tra i n i ng  R eq u i r ed  

 Th e  d i s t r i c t  sh a l l  p ro v id e  ap p ro p r i a t e  and  t im e l y  p ro f es s io na l  

d eve lo p m ent  a c t i v i t i e s  r eg a rd in g  H IP AA r eq u i r em e nt s .  
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 C o mp l i anc e  R eq u i r ed  

 Al l  s t a f f  sha l l  ab id e  b y  H IP AA r eq u i r em e nt s  a nd  m a in t a in  t he  

co nf i d en t i a l i t y  o f  p ro t ec t ed  he a l t h  i n f o rm a t io n .   Th e  d i s t r i c t  s ha l l  p ro v id e  

no t i ce  t o  s t a f f  and  s tud en t s  a s  r eq u i r ed  b y  l aw.   

 

Ap p ro ved :   K ASB  R eco m m end a t io n  –  7 /0 3 ;  4 /0 7  
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A da pt  regulat ion f or  l oca l  use ,  r emove  from pol i cy  boo k  

an d di s tr i bute  as  ne c essary .  

 

NOTICE OF PRIVACY PRACTICES 

 

___ District ______________, HEALTH INSURANCE PLAN 

(referred to as the “Group Health Plan”, “We” “Our” or “Us” in this document) 

 

 

This notice describes how Protected Health Information (PHI) about You may be used 

and how You can get access to the information. 

PLEASE READ IT CAREFULLY. 

 

PHI is individually identifiable information about You.  All of the following are examples of PHI: 

 demographic information:  Your name, address, social security number and date of birth; or 

 medical information:  relating to Your past, present or future physical or mental health that is 
collected/created/received from You, a health care provider, a health plan, employer or health 
care clearinghouse; or 

 the providing of health care; or 

 the past, present or future payment for providing health care to You. 
 

 

OUR LEGAL DUTY 

 We are required by applicable federal and state laws to maintain the privacy of Your PHI.  We 

are also required to give You this notice about Our privacy practices, Our legal duties, and Your rights 

concerning Your PHI.  We must follow the privacy practices that are described in this notice while it is in 

effect.  This notice takes effect on April 14, 2004 or the date coverage became effective for You, 

whichever is later, and will remain in effect until We replace it. 

 We reserve the right to change Our privacy practices and the terms of this notice at any time, 

provided such changes are permitted by applicable law.  We reserve the right to make the changes in 

Our privacy practices and the new terms of Our notice effective for all PHI that We maintain, including 

PHI We created or received before We made the changes.  Before We make a significant change in Our 

privacy practices, We will change this notice and send the new notice to Our health plan subscribers at 

the time of the change. 
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 You may request a copy of Our notice at any time.  For more information about Our privacy 

practices, or for additional copies of this notice, please contact Us using the information listed at the end 

of this notice. 

 

USES AND DISCLOSURES OF YOUR PHI 

 We use and disclose PHI about You for treatment, payment and health care operations.  For 

example: 

 Treatment:  We may disclose Your PHI to a doctor, hospital or other health care provider on 
request when necessary to assist in Your treatment.  For example, We might disclose Your PHI 
to assist in case managements or precertification activities. 

 Payment:  We may use and disclose Your PHI to pay claims from doctors, hospitals and other 
providers for services delivered to You that are covered by Your health plan.  For example, We 
might disclose Your PHI to determine Your eligibility for benefits, to coordinate benefits, to 
examine medical necessity and to issue explanations of benefits to the person who subscribes 
to the health plan in which You participate.  We may disclose Your PHI to a health care provider 
or entity subject to the federal Privacy Rules so they can obtain payment or engage in these 
payment activities. 

 Health Care Operations:  We may use and disclose Your PHI in connection with Our health care 
operations.  Health care operations include: 

o Rating Our risk and determining contributions for Your health plan; 
o Quality assessment and improvement activities; 
o Reviewing the competence or qualifications of health care professionals, evaluating 

practitioner and provider performance, conducting training programs, accreditation, 
certification, licensing or credentialing activities 

o Medical review, legal services and auditing, including fraud and abuse detection and 
compliance; 

o Business planning and development; and 
o Business management and general administrative activities, including management 

activities relating to privacy, customer service, resolution of internal grievances, and 
creating de-indentified PHI or a limited data set. 

 

 

We may disclose Your PHI to another entity which has a relationship with You and is subject 

to the federal Privacy Rules, for their health care operations relating to quality assessment 

and improvement activities, reviewing the competence or qualifications of health care 

professionals, or detecting or preventing health care fraud and abuse. 

 

ON YOUR AUTHORIZATION:  You may give a written authorization to use Your PHI to disclose it to 

anyone for any purpose.  If You give Us an authorization, You may revoke it in writing at any time.  Your 

revocation will not affect any use or disclosure permitted by Your authorization while it was in effect.  

Unless You give Us a written authorization, We cannot use or disclose Your PHI for any reason except 

those described in this notice. 
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TO YOUR FAMILY AND FRIENDS:  We may disclose Your PHI to a family member, friend or other 

person to the extent necessary to help with Your health care or with payment for Your health care.  We 

may use or disclose Your name, location and general condition or death to notify or assist in the 

notification of (including identifying or locating) a person involved in Your care.  Before We disclose Your 

PHI to a person involved in Your health care or payment for Your health care, We will provide You with 

an opportunity to object to such uses or disclosures.  If You are not present, or in the event of Your 

incapacity or an emergency, We will disclose Your PHI based on Our professional judgment of whether 

the disclosure would be in Your best interest. 

 

UNDERWRITING:  We may receive Your PHI for underwriting, premium rating or other activities relating 

to the creation, renewal or replacement of a contract of health insurance or health benefits.  We will not 

use or further disclose this PHI for any other purpose, except as required by law, unless the contract of 

health insurance or health benefits is placed with Us.  In that case, Our use and Disclosure of Your PHI 

will only be as described in this notice. 

 

DISASTER RELIEF:  We may use or disclose Your PHI to a public or private entity authorized by law or 

by its charter to assist in disaster relief efforts. 

 

PUBLIC BENEFIT:  We may use or disclose Your PHI as authorized by law for the following purposes 

deemed to be in the public interest or benefit: 

 As required by law; 

 For public health activities, including disease and vital statistics reporting, child abuse reporting, 
FDA oversight, and to employers regarding work-related illness or injury; 

 To report adult abuse, neglect or domestic violence; 

 To health oversight agencies; 

 In response to court and administrative orders and other lawful processes; 

 To law enforcement officials pursuant to subpoenas and other lawful processes, concerning 
crime victims, suspicious deaths, crimes on Our premises, reporting crimes in emergencies and 
for purposes of identifying or locating a suspect or other person; 

 To coroners, medical examiners and funeral directors; 

 To organ procurement organizations; 

 To avert a serious threat to health or safety; 

 In connection with certain research activities; 

 To the military and to federal officials for lawful intelligence, counterintelligence and national 
security activities; 

 To correctional institutions regarding inmates; and 

 As authorized by state workers compensation laws. 
 

HEALTH RELATED SERVICES:  We may use Your PHI to contact You with information about health-

related benefits and services or about treatment alternatives that may be of interest to You.  We may 

disclose Your PHI to a business associate to assist Us in these activities.  We may use or disclose Your 

PHI to encourage You to purchase or use a product or service by face-to-face communication or to 

provide You with promotional gifts. 
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INDIVIDUAL RIGHTS 

 Access:  You have the right to look at or get copies of Your PHI, with limited exceptions.  You 
may request that We provide copies in a format other than photocopies.  We will use the format 
You request unless We cannot practicably do so.  You must make a request in writing to obtain 
access to Your PHI when You make the request as an exercise of Your HIPAA Privacy rights.  
Many records are available without making the request as an exercise of HIPAA Privacy rights.  
You may obtain a form to request access by using the contact information listed at the end of 
this notice.  If You request copies, We will charge You a fee for the costs of copying, other 
supplies and postage if You want the copies mailed to You and staff time associated with Your 
request.  For information maintained off-site in archival warehouses or that is not reasonably 
identifi-able and accessible, We will charge the actual cost of the time and other resources 
required to make the information available.  If You request an alternative format, We will charge 
a cost-based fee for providing Your PHI in that format.  If You prefer, We will prepare a 
summary or an explanation of Your PHI for a fee.  Contact Us using the information listed at the 
end of this notice for a full explanation of Our fee structure. 

 Disclosure Accounting:  You have the right to receive a list of instances in which We or Our 
business associates disclosed Your PHI for purposes other than for treatment, payment, health 
care operations, as authorized by You, and for certain other activities since April 14, 2004 or the 
date coverage became effective for You, whichever is later.  For example, We would account for 
Your PHI or demographic information We disclose during an audit by a government oversight 
agency or pursuant to a court order.  You must make Your request in writing.  We will provide 
You with the date on which We made a disclosure, the name of the person or entity to whom 
We disclosed Your PHI, a description of the PHI We disclosed, the reason for the disclosure and 
certain other information.  If You request this accounting more than once in a 12-month period, 
We may charge You a reasonable, Cost-based, fee for responding to these additional requests.  
Contact Us using the information listed at the end of this notice for a full explanation of Our fee 
structure and how to make Your request. 

 Restriction:  You have the right to request that We place additional restrictions on Our use or 
disclosure of Your PHI.  You must make a request in writing if You wish to request additional 
restrictions.  You may obtain a form to request additional restriction by using the contact 
information listed at the end of this notice.  We are not required to agree to these additional 
restrictions, but if We do, We will abide by Our agreement (except in an emergency).  Both Your 
request and any agreement to additional restrictions must be in writing signed by the person 
making the request and (for Our agreement) by a person authorized to make such an 
agreement on Our behalf.  We will not be bound unless Our agreement is so stated in writing. 

 Confidential Communications:  You have the right to request that We communicate with You 
about Your PHI by alternative means or to an alternative location.  You must make Your request 
in writing, and You must state that the information could endanger You if it is not communicated 
in confidence as You request.  We must accommodate Your request if it is reasonable, specifies 
that alternative means or location and continues to permit Us to collect premiums and pay 
claims under Your health plan, including issuance of explanations of benefits to the subscriber 
of the health plan in which You participate.  An explanation of benefits issued to the subscriber 
for health care that You received for which You did not request confidential communications or 
about the subscriber or others covered by the health plan in which You participate may contain 
sufficient information to reveal that You obtained health care, even though You requested that 
We communicate with You about that health care in confidence.  Other transactions under the 
membership may also detract from the level of confidentiality You might obtain from an alternate 
communication or address. 

 Amendment:  You have the right to request that We amend Your PHI.  Your request must be in 
writing, and it must explain why the information should be amended.  If You need information 
about making a request or amendment, contact Us using the contact information listed at the 
end of this notice.  We may deny Your request if We did not create the information You want 
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amended and the originator remains available or for certain other reasons.  If We deny Your 
request, We will provide You a written explanation.  You may respond with a statement of 
disagreement to be appended to the information You wanted amended.  If We accept Your 
request to amend the information, We will make reasonable efforts to inform others, including 
giving people Your name, of the amendment and to include the changes in any future 
disclosures of that information. 

 Electronic Notice:  If You receive this notice on Our web site or by electronic mail (e-mail), You 
are entitled to receive this notice in written form.  Please contact Us using the information listed 
at the end of this notice to obtain this notice in written form. 

 

QUESTIONS AND COMPLAINTS 

If You want more information about Our privacy practices or have questions or concerns, please 

contact Us using the information listed below.  If You are concerned that We may have violated Your 

privacy rights, or You disagree with a decision We made about access to Your PHI or in response to 

a request You made to amend or restrict the use or disclosure of Your PHI or to have Us 

communicate with You by alternative means or at an alternative location, You may complain to Us 

using the contact information listed below.  You also may submit a written complaint to the U.S. 

Department of Health and Human Services.  We will provide You with the address to file Your 

complaint with the U.S. Department of Health and Human Services upon request.  We support Your 

right to the privacy of Your PHI.  We will not retaliate in any way if You choose to file a complaint 

with Us or with the U.S. Department of Health and Human Services. 
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HEALTH RECORDS 

(Request for Amendment Form) 

 

 

To: ______________________________, the ( ______________ District) privacy official. 

 

From:  ___________________________ 

 

Date:  ____________________________ 

 

I request that the district make the following amendment to protected health information: 

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

__________________ 

I would like the amendment made for the following reason(s): 

 

 

 

 

 

* * * * * * * 

  

Note:  The reader is encouraged to review policies and/or procedures for related information 

in this administrative area. 
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Implemented:  (adopt, date)        (Revise Date) 

 

 (______________ District) 

 

A da pt  regulat ion f or  l oca l  use ,  r emove  from pol i cy  boo k  

an d di s tr i bute  as  ne c essary .  

E C H P r in t in g  an d  D u p l i ca t in g  S erv ic e s  (S ee  I IB G a n d  K B A )  E C H 

 Th e  co p yr i gh t  l aw s  o f  t h e  U ni t ed  S t a t e s  m a ke  i t  i l l eg a l  f o r  a nyo n e  to  

d up l i ca t e  co p yr i gh ted  m a t e r i a l s  wi t ho u t  p e rm iss io n .   S ev e re  p en a l t i e s  a r e  

p ro v id ed  fo r  una u tho r i zed  co p y i n g  o f  a l l  m a te r i a l s  co ve r ed  b y  th e  ac t  un le s s  

t he  co p y i ng  f a l l s  wi th i n  th e  b o und s  o f  t he  " f a i r  u se "  d o c t r ine .  

 An y  d up l i c a t io n  o f  co p yr ig h t ed  m a te r i a l s  b y  d i s t r i c t  em p lo yee s  m u s t  b e 

d o ne  wi t h  p e rm is s io n  o f  t he  co p yr i gh t  ho ld e r  o r  wi t h in  th e  b o un d s  o f  " f a i r  

use . "  

 Th e  l ega l  o r  i n su r an ce  p ro t e c t io n  o f  t he  d i s t r i c t  sh a l l  no t  b e  ex t e nd ed  to  

scho o l  em p lo yee s  w ho  v io l a t e  an y  p ro v i s io ns  o f  t he  co p yr ig h t  l aw s .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n  –  7 /0 2 ;  7 /0 3 ;  4 /07  
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Copyright Regulations and “fair use” rules for educators. 

Suggested Handbook Language 
 

 In accordance with school board policy ECH, the following regulations will be observed to 

comply with the copyright laws of the United States. 

 Under the “fair use” doctrine, unauthorized reproduction of copyrighted materials is 

permissible for such purposes as criticism, comment, news reporting, teaching, scholarship or research.  

If duplicating or altering a product is to fall within the bounds of fair use, these four standards must be 

met for any of the purposes: 

 The Purpose and Character of the Use 

 The use must be for such purposes as teaching or scholarship and must be nonprofit.  Fair use 

would probably allow teachers acting on their own to copy small portions of work for the classroom 

but would not allow a school system or an institution to do so. 

 The Nature of the Copyrighted Work 

 Copying portions of a news article may fall under fair use but not copying from a workbook 

designed for a course of study. 

 The Amount and Substantiality of the Portion Used 

 Copying the whole of a work cannot be considered fair use; copying a small portion may be.  At 

the same time, however, extracting a short sequence from a 16mm film may be far different from a 

short excerpt from a textbook, because two or three minutes out of a 20-minute film might be the very 

essence of that production and thus outside fair use.  Under normal circumstances, extracting small 

amounts out of an entire work would be fair use, but a quantitative test alone does not suffice. 

 The Effect of the Use Upon the Potential Market for or 

 Value of the Copyrighted Work 

 If resulting economic loss to the copyright holder can be shown, even making a single copy of 

certain materials is an infringement, and making multiple copies can result in greater penalties. 



 

©KASB. This material may be reproduced for use in the district.  It may not be reproduced, either in whole or in part, in any form whatsoever, 

to be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 

 Prohibited Practice 

 No one may make multiple copies of a work for classroom use if it has already been copied for 

another class in the same institution; make multiple copies of a short poem, article, story, or essay 

from the same author more than once in a class term or make multiple copies from the same collective 

work or periodical issue more than three times a term; make multiple copies of works more than nine 

times in the same class term; make a copy of works to take the place of an anthology; and may not 

make a copy of “consumable” materials, such as workbooks. 

 Permitted Practice 

 A teacher may make--for use in scholarly research, in teaching or in preparation for teaching a 

class--a single copy of the following:  a chapter from a book; an article from a periodical or newspaper; 

a short story, short essay or short poem (whether or not from a collected work); a chart, graph, 

diagram, drawing, cartoons or picture from a book, periodical or newspaper; may make (for classroom 

use only and not to exceed one per student in a class) multiple copies of the following:  a complete 

poem (if it has fewer than 250 words and is printed on not more than two pages), an excerpt from a 

prose work (if the excerpt has fewer than 1,000 words or 10 percent of the work, whichever is less) and 

one chart, graph, diagram, cartoon or picture per book or periodical. 

 A library may, for interlibrary-loan purposes, make up to six copies a year of a periodical 

published within the last five years, make up to six copies a year of small excerpts from longer works, 

make copies of unpublished works for purposes of preservation and security and make copies of out-

of-print works that cannot be obtained at a fair price. 

 Guidelines for Off-Air Recording of Broadcast 

 Programming for Education Purposes 

 A broadcast program may be recorded off-air simultaneously with broadcast transmission 

(including simultaneous cable retransmission) and retained for a period not to exceed the first 45 

consecutive calendar days after date of recording.  Upon conclusion of such retention period, all off-air 

recordings must be erased or destroyed immediately. 

 Off-air recordings may be used once by individual teachers in the course of relevant teaching 

activities and repeated once, only when instructional reinforcement is necessary, in classrooms and 
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similar places devoted to instruction within a single building, cluster or campus, as well as in the homes 

of students receiving formalized home instruction, during the first 10 consecutive school days in the 45 

calendar day retention period.  “School days” are school session days--not counting weekends, 

holidays, vacations, examination periods or other scheduled interruptions--within the 45 calendar day 

retention period. 

 Off-air recordings may be made only at the request of and used by individual teachers and may 

not be regularly recorded in anticipation of requests.  No broadcast program may be recorded off-air 

more than once at the request of the same teacher, regardless of the number of times the program 

may be broadcast. 

 A limited number of copies may be reproduced from each off-air recording to meet the 

legitimate needs of teachers under these guidelines.  Each such additional copy shall be subject to all 

provisions governing the original recordings. 

 After the first 10 consecutive school days, off-air recordings may be used up to the end of the 

45 calendar day retention period only for evaluation purposes by the teacher, i.e., to determine 

whether or not to include the broad-cast program in the teaching curriculum.  They may not be used 

for student exhibition or any other nonevaluation purpose without authorization. 

 Off-air recordings need not be used in their entirety, but the recorded programs may not be 

altered from their original content.  Off-air recordings may not be physically or electronically combined 

or merged to constitute teaching anthologies or compilations. 

 All copies of off-air recordings must include the copyright notice on the broadcast programs as 

recorded. 

 Computer Software 

 District employees may make a back-up copy of computer programs as permitted by current 

Federal Law.  Back-up copies may be used for archival purposes only and all archival copies shall be 

destroyed in the event that continued possession of the computer program should cease to be rightful. 

 When software is used on a disk-sharing system, efforts shall be made to secure this software 

from copying. 
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 Illegal copies of copyrighted programs shall not be made or used on school equipment. 

 

Approved by Board of Education:  ________ Date 

 

E D S tu d en t  T ran sp o rta t io n  M an ag em en t  (S ee  E D D A  an d  J GG)  E D 

 U se  o f  b uses  b y  t he  d i s t r i c t  sh a l l  co nf o rm  to  cu r r en t  s t a t e  l aw.   A t  t im es  

i t  m ay  b e  ex p ed ien t  t o  p ay  m i l e a ge  to  p a re n t s  w ho  t r an sp o r t  t h e i r  ch i ld  t o  a  

sp ec i f i ed  p o in t  t o  m ee t  t he  b us ,  o r  t o  p ro v id e  p r iva t e  t r a nsp o r t a t io n  in  l i eu  o f  

p ro v id ing  b us  s e rv i c e .   M i l ea ge  p aym e nt s  t o  p a re n t s  m a y  b e  m ad e  o n ly  w i t h  

b o a rd  a pp ro va l .  

 E x cep t  a s  m ay  b e  p e rm i t t ed  e l s ew her e  in  p o l i c y ,  d i s t r i c t  b us es  s ha l l  no t  

b e  ava i l ab l e  f o r  use  b y  o u t s id e  g ro up s .  

{ A d d ad d i t io na l  l o ca l  l a ng ua g e  h ere  a s  n eed ed . }  

Ap p ro ved :   K ASB  R eco m m end a t io n – 7 /96 ;  4 /07 ;  6 /1 0  

E D A A S ch o o l  V eh ic l e s  (D i s tr i c t -O wn ed  B u ses )  E D A A 

 (Se e  E D ,  JB C A,  and  J GG )  

 Scho o l  b us es  and  o th e r  scho o l  v e h ic l e s  wi l l  no t  b e  lo an ed ,  l ea sed  o r  

sub co n t r ac t ed  to  any  p e r so n ,  g ro up s  o f  p e r so ns  o r  o rgan iz a t io n s  ex cep t  a s  

a l l o w ed  b y  l aw s ub jec t  t o  b o a rd  a pp ro va l .  

 L i ab i l i t y  

 Al l  s cho o l  ve h ic l e s  wi l l  b e  ad eq ua t e ly  i ns ured .  

 Sa f e t y  

 E ve ry  scho o l  ve h i c l e  d r i ve r  sh a l l  hav e  a u tho r i ty  a nd  r e sp o ns ib i l i t y  f o r  

t he  p as se nge r s  r i d ing  i n  sc ho o l  veh ic l e s .  
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 S tud e n t s  o r  o the r  p e r so ns  r id in g  s cho o l  b uses  w ho  v io l a t e  d i s t r i c t  b us  

p asse ng er  ru l e s  wi l l  b e  r ep o r t ed  to  t he  p rop e r  ad m in i s t r a t i v e  o f f i c i a l .   

V io l a t io ns  o f  t hese  ru l e s  m a y  r e s u l t  i n  d i sc ip l i na ry  a c t io n  b y  s cho o l  o f f i c i a l s .  

 Sp eed  L im i t s  

 Th e  b o a rd  m ay  se t  sp eed  l im i t s  f o r  d i s t r i c t  b use s ,  w hic h  m a y  b e  lo we r  

t ha n  s t a t e - a l lo wed  m ax im um  sp eed  l im i t s .  

 Sa f e t y  Insp e c t io n  

 Th e  s up e r i n t e nd en t  s ha l l  b e  r e sp o ns ib l e  f o r  b us  and  o th e r  

t r a nsp o r t a t io n  insp e c t io n s .  

 D ef ec t s  f o und  in  sc ho o l  veh ic l e s  s ha l l  b e  r ep a i r ed  a s  so o n  a s  p o ss ib l e .   

Th e  d i r e c to r  o f  t r an sp o r t a t io n  sha l l  b e  r e sp o ns ib l e  f o r  keep i ng  sc ho o l  ve h ic l e s  

i n  go o d  op e ra t in g  co nd i t i o n .  

 



 

©KASB. This material may be reproduced for use in the district.  It may not be reproduced, either in whole or in part, in any form whatsoever, 

to be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 

E D A A S ch o o l  V eh ic l e s  E D A A -2  

 Sch ed u l i ng  and  R o ut in g  

 Sch ed u l i ng  and  ro u t i ng  sha l l  b e  t he  r e sp o ns ib i l i t y  o f  t he  

sup e r i n t e nd e n t .  

 B us  and  t r a nsp o r t a t io n  sc hed u l es  and  ro u t ing  m ap s  w i l l  b e  up d a t ed  

ann ua l ly  p r io r  t o  t he  o p en i ng  o f  scho o l .   { In s er t  l o ca l  l a n g ua ge  h ere  a s  

a p p rop r ia te . }   

 R eco rd s  

 E ve ry  b u s  o r  o the r  d r i ve r  o f  scho o l  veh ic l e s  wi l l  ke ep  acc ur a t e  r eco rd s  

p e r t a i n in g  to  ea ch  a s s ig ned  v eh i c l e .   Th e  typ e s  o f  r eco rd s  sha l l  b e  d eve lo p ed  

b y  the  s up e r i n t e nd en t .  

 An y  r e co rd  d eve lo p ed  b y  the  d i s t r i c t  f o r  t he  p u rp o se  o f  mo ni to r in g  

veh ic l e  u se  wi l l  i n c l ud e  b u t  w i l l  no t  b e  l im i t ed  to  t he  f o l lo win g  i n f o rm a t io n :   

m i l e s  d r iv en  ea ch  t r i p ,  g as  a nd  o i l  us ag e ,  p urp o se  o f  t h e  t r i p ,  d es t i na t io n ,  t im e  

o f  d ep a r tu r e  and  t im e  o f  r e tu rn .   S uch  r e co rd s  wi l l  b e  s ig ned  b y  ea ch  d r ive r  a t  

t he  co nc l us io n  o f  eac h  t r i p  and  sub m i t t ed  to  t h e  p e r so n  r e sp o ns ib l e  f o r  

co l l ec t i o n  o f  t h ese  r e co rd s .   An  ann ua l  s um m ar y  r ep o r t  w i l l  b e  u sed  in  t he  

co m p i l a t io n  o f  t he  d i s t r i c t ' s  b ud ge t .   A  co p y  o f  t he  an nua l  r ep o r t  m a y  b e  g iv en  

to  t he  b o a rd  o n  o r  b e fo re  t he  r eg u l a r  b o a rd  m ee t in g  in  J un e  o r  up o n  r eq ues t .  

 L i c en s in g  o f  D r ive r s  

 I t  s ha l l  b e  t h e  r e sp o ns ib i l i t y  o f  a l l  s c ho o l  b us  d r ive r s  t o  r eg i s t e r  wi th  

t he  s up e r i n t e nd en t  an nu a l l y  t he  va l id i ty  o f  l i cens e  ce r t i f i c a t io n  b y  t he  K an sas  

D ep ar tm en t  o f  R even ue .   I f  a  s cho o l  b us  d r i ve r ' s  l i ce ns e  i s  s us p end ed  o r  

r evo k ed  a t  a ny  t im e ,  t he  su sp ens io n  o r  r evo c a t io n  sh a l l  b e  r ep o r t ed  to  t he  

sup e r i n t end e n t  a nd  th e  em p lo ye e  s ha l l  im m ed ia t e l y  c eas e  d r i v in g  a  s cho o l  b us .   



 

©KASB. This material may be reproduced for use in the district.  It may not be reproduced, either in whole or in part, in any form whatsoever, 

to be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 

E D A A S ch o o l  V eh ic l e s  E D A A -3  

Scho o l  b u s  d r i ve r s  sh a l l  r e ce ive  a  co p y  o f  t h i s  p o l i c y  an nua l ly  o n  r eg i s t e r in g  

the i r  d r iv i ng  ce r t i f i ca t io n  w i th  t he  sup e r i n t end e n t .  

 H o us ing  o f  Scho o l  V eh i c l e s  

 Al l  s c ho o l  veh ic l e s  s ha l l  b e  h o used  in  a r e as  d es ig na t ed  b y  the  

sup e r i n t end e n t .   B us es  m a y  b e  ho used  i n  t he  d i s t r i c t ' s  cen t r a l  s to r a ge  a re a  o r  

a s s i gn ed  to  a  d es ign a t ed  d r ive r  wh o  m ay  then  ho use  t he  b u s  a s  d i r e c t ed .  

 I f  d i s t r i c t  ca r s  o r  van s  a r e  a s s i gned  to  d es ign a ted  em p lo yee s ,  t he  

em p lo yee  sh a l l  b e  r e sp o ns ib l e  f o r  t he  p ro p e r  ca re ,  m a i n t e na nc e  and  ho us i ng  o f  

t he  v eh ic l e  e i t he r  a t  a  d i s t r i c t -o w n ed  s i t e  o r  a t  t he  em p lo ye e ' s  r e s id en ce .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n  –  7 /0 3 ;  4 /0 7 ;  6 /10  

 

E D D A S p ec ia l  U se  o f  S ch oo l  B u ses  (S ee  E D )  E D D A 

 Th e  b o a rd  m ay  a l lo w f o r  sp ec i a l  us es  o f  d i s t r i c t  b uses  u s i ng  g u id e l i ne s  

e s t ab l i sh ed  in  t h i s  p o l i cy .   Tr an sp o r t a t io n  f e es  m a y  b e  ch a r ged  to  o f f se t  t o t a l l y  

o r  i n  p a r t  t h e  co s t  o f  ap p ro v ed  sp ec i a l  t r i p s .   R ev en ues  r ece iv ed  b y  th e  b o a rd  

und er  t h e  p ro v i s io n s  o f  t h i s  p o l i cy  sh a l l  no t  b e  co n s id e r ed  a  r ed uc t io n  o f  

o p e ra t in g  ex p ens es  o f  t he  s cho o l  d i s t r i c t .   G ro up s  a l lo w ed  us e  o f  buse s  u nd er  

t h i s  p o l i c y  a re  r e sp o ns ib l e  f o r  t he  ca re  a nd  c l ea n in g  o f  t he  b uses ,  a nd  fo r  t he  

sup e r v i s io n  o f  p assen ge r s .   Th e  t yp es  o f  g ro up s  a l lo wed ,  a nd  th e  r e s t r i c t i o ns  

p l aced  o n  t he  ac t i v i t i e s  t h ese  g ro up s  m a y  sp o nso r  w hi l e  u s i n g  d i s t r i c t  

t r a nsp o r t a t io n ,  s ha l l  b e  ap p ro ved  by  the  b o a rd  and  f i l ed  wi t h  th e  c l e r k .   G ro up s  

a l lo w ed  use  o f  d i s t r i c t  b us es  m a y  n o t  t r ave l  o u t s id e  K a ns as .  

 Sp ec i a l  u ses  wi l l  no t  b e  ap p ro ved  wi t ho u t  i nsu ra nc e  co ve r ag e .    
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 Th e  b o a rd  m ay  a l lo w t he  f o l lo wi ng  sp e c i a l  us es  f o r  d i s t r i c t  o w ne d  

b uses :  

  P aren t s  a nd /o r  o the r  ad u l t s  whe n  t r ave l in g  to  o r  f ro m s cho o l - r e l a t ed   

f unc t io n s  o r  ac t i v i t i e s ;  

 

  Stud e n t s  t r ave l in g  to  o r  f ro m  f unc t io n s  o r  ac t i v i t i e s  sp o nso red  b y  

o rgan iz a t io ns ,  t h e  m em b ersh ip  o f  whi ch  i s  p r inc ip a l ly  co m p o sed  o f  ch i ld re n  

o f  scho o l  age ;  

 

  P er so ns  en ga ged  i n  f i e ld  t r i p s  r e l a t ed  to  an  ad u l t  ed u ca t io n  p ro gram  

m ai n t a in ed  b y  the  d i s t r i c t ;  

 

  G o vern i ng  b o d ies  o f  t o wns h ip s ,  c i t y  o r  co un ty  w ho  t r an sp o r t  i nd i v id ua l s ,   

g ro up s  o r  o rgan iz a t io ns ;  

 

  N o np ub l i c  scho o l  s tud e n t s  wh en  t r av e l i ng  to  o r  f rom  in t e r s ch o o l  o r  

i n t r a s cho o l  f unc t io n s  o r  ac t iv i t i e s ;  

 

  C o m m uni ty  co l l e ge  s tud en t s  e n ro l l ed  in  t he  co m m un i t y  co l l e ge  to  o r  f ro m 

a t t e nd an ce  a t  c l a s s  a t  t he  co m m u ni t y  co l l eg e  o r  t o  and  f ro m  f unc t io ns  o r  

ac t i v i t i e s  o f  t he  co m m uni ty  co l l eg e .  
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E D D A S p ec ia l  U se  o f  S ch oo l  B u ses  E D D A -2  

  A f o ur -ye a r  co l l eg e  o r  un i ve r s i t y ,  a r e a  vo c a t io na l  s cho o l ,  o r  a r ea  vo c a t io n a l -

t ec hn i ca l  s c ho o l  fo r  t r an sp o r t a t io n  o f  s tud en t s  t o  o r  f ro m a t t end a nce  a t  c l a s s  

a t  t h e  f o ur -ye a r  co l l ege  o r  u n i ve r s i t y ,  a r e a  vo ca t io na l  s c ho o l  o r  a r ea  

vo ca t io n a l - t ec hn ic a l  s c ho o l ,  o r  fo r  t r ansp o r t a t io n  o f  s tud en t s ,  a l um ni  a nd  

o the r  m em b ers  o f  t he  p ub l i c  t o  o r  f ro m  f unc t io n s  o r  ac t iv i t i e s  o f  t hes e  

o rgan iz a t io ns ;  

 

  P ub l i c  r e c re a t io n  co m m iss io n s ,  i f  t r av e l  i s  t o  o r  f ro m  an  ac t iv i ty  r e l a t ed  to  t he  

o p e ra t io n  o f  t he  co m m iss io n ;  

 

  Ano th e r  s cho o l  d i s t r i c t  i f  t he re  i s  a  co o p era t ive  an d  sh a red - co s t  a r r ang em e nt  

wi t h  t h a t  d i s t r i c t .  

 

 

Ap p ro ved :   K ASB  R eco m m end a t io n – 7 /96 ;  9 /97 ;  4 /0 7  

 

 


