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These policies are arranged in the following manner:

e GA policies apply to all employees.

e GB policies apply to teachers and other licensed staff covered by the
negotiated agreement.

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

Approved: KASB Recommendation - 2/98; 1/05; 4/07

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

All employees shall follow all applicable board policies, rules and
regulations.
All personnel handbooks shall be approved by the board and adopted, by

reference, as a part of these policies and rules.
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Approved: KASB Recommendation - 2/98; 4/07

GAAA Equal Employment Opportunity and Nondiscrimination GAAA

The board shall hire all employees on the basis of ability and the
district’s needs.

The district is an equal opportunity employer and shall not
discriminate in its employment practices and policies with respect to hiring,
compensation, terms, conditions, or privileges of employment because of an
individual’s race, color, religion, sex, age, disability or national origin.

Inquiries regarding compliance may be directed to Superintendent, PO
Box 648, Wellington, KS 67152-0648, phone: 620.326.4300 or to:

Equal Employment Opportunity Commission
400 State Ave., 9th Floor

Kansas City, KS 66101

(913) 551-5655

or

Kansas Human Rights Commission

900 SW Jackson, Suite 568-S

Topeka, KS 66612-1258

(785) 296-3206

or

United States Department of Education
Office for Civil Rights

8930 Ward Parkway, Suite 2037

Kansas City, Missouri 64114-3302

(816) 268-0550

Approved: KASB Recommendation - 2/98; 8/98; 6/06; 4/07

GAAB Complaints of Discrimination (See JDDC, JGECA and KN) GAAB

The district is committed to maintaining a working and learning
environment free from discrimination, insult, intimidation or harassment due to

race, color, religion, sex, age, national origin or disability. Any incident of
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discrimination in any form shall promptly be reported to an employee’s
immediate supervisor, the building principal or the district compliance
coordinator for investigation and corrective action by the building or district
compliance officer. Any employee who engages in discriminatory conduct
shall be subject to disciplinary action, up to and including termination.
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 1is

prohibited. (Position, address, phone number of the district compliance

coordinator) has been designated to coordinate compliance with
nondiscrimination requirements contained in Title VI and Title VII 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 building principal or 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 procedures.

Approved: KASB Recommendation - 2/98; 8/98; 4/07; 6/09

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
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basis of sex, including sexual harassment. Sexual harassment will not be
tolerated in the school district. Sexual harassment of employees or students of
the district by board members, administrators, certificated and support
personnel, students, vendors, and any others having business or other contact
with the school district 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 Acts Against Discrimination. AIll forms of sexual
harassment are prohibited at school, on school property, and at all school-
sponsored activities, programs or events. Sexual harassment against
individuals associated with the school is prohibited, whether or not the
harassment occurs on school grounds.

It shall be a violation of this policy for any student, employee or third
party (visitor, vendor, etc.) to sexually harass any student, employee, or other
individual associated with the school. 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. Violation of this policy by any employee shall
result in disciplinary action, up to and including termination.

Sexual harassment shall include, but not be limited to, unwelcome
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GAAC Sexual Harassment GAAC-2

sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature when: (1) submission to such conduct is made
eitherexplicitly or implicitly a term or condition of an individual’s
employment; (2) submission to or rejection of such conduct by an individual is
used as the basis for employment decisions affecting such individual; or (3)
such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile or offensive
working environment.

Sexual harassment may result from verbal or physical conduct or writ-
ten or graphic material. Sexual harassment may include, but is not limited to:
verbal harassment or abuse; pressure for sexual activity; repeated remarks to a
person, with sexual or demeaning implication; unwelcome touching; or sug-
gesting 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.

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, 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
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GAAC Sexual Harassment GAAC-3

this meeting may file a formal complaint under the district’s discrimination
complaint procedure. (See KN)

Complaints received will be investigated to determine whether, under
the totality of the circumstances, the alleged behavior constitutes sexual har-
assment 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.

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 the building principal. Employees who fail to report complaints
or incidents of sexual 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 sexual harassment
may also face disciplinary action.

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 against any person who has filed a
complaint or testified, assisted, or participated in an investigation of a sexual
harassment complaint is prohibited. Any person who retaliates is sub
ject to immediate disciplinary action, up to and including termination of

employment.

©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.



GAAC Sexual Harassment GAAC-4

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.

False or malicious complaints of sexual harassment may result in
corrective or disciplinary action against the complainant.

A summary of this policy and related materials shall be posted in each
district facility. The policy shall also be published in student, parent and
employee handbooks 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: KASB Recommendation - 2/98; 8/98; 7/03; 6/04; 4/07

GAACA Racial Harassment: Employees (See GAF, JGECA and KN)GAACA

The board of education is committed to providing a positive and
productive working and Ilearning environment, free from discrimination,
including harassment, on the basis of race, color or national origin. Racial
harassment will not be tolerated in the school district. Racial harassment of
employees or students of the district by board members, administrators,
certified and support personnel, students, vendors, and any others having
business or other contact with the school district is strictly prohibited.

Racial harassment is unlawful discrimination on the basis of race,
color or national origin under Titles VI and VII Civil Rights Act of 1964, and

the Kansas Acts Against Discrimination. AIll forms of racial harassment are
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prohibited at school, on school property, and at all school-sponsored activities,
programs or events. Racial harassment against individuals associated with the
school is prohibited, whether or not the harassment occurs on school grounds.
It shall be a violation of this policy for any student, employee or
third party (visitor, vendor, etc.) to racially harass any student, employee, or
other individual associated with the school. 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.
Racial Harassment is racially motivated conduct which:
1. Affords an employee different treatment, solely on the basis of
race, color or national origin, 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;
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GAACA Racial Harassment: Employees GAACA-2

2. Is sufficiently severe, pervasive or persistent so as to have the
purpose or effect of creating a hostile working environment;

3. 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 harassment may result from verbal or physical conduct or

written or graphic material.

The district encourages all victims of racial harassment and persons
with knowledge of such harassment to report the harassment immediately.
Complaints of racial harassment will be promptly investigated and resolved.

Employees who believe they have been subjected to racial
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. (See KN)

Complaints received will be investigated to determine whether,
under the totality of the circumstances, the alleged behavior constitutes racial
harassment under the definition outlined above. Unacceptable conduct may or
may not constitute racial 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.

Any employee who witnesses an act of racial harassment or receives
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GAACA Racial Harassment: Employees GAACA-3

a complaint of 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 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 harassment may also face disciplinary action.

Initiation of a complaint of racial 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 against any person who has filed a
complaint or testified, assisted, or participated in an investigation of a racial
harassment complaint is prohibited. Any person who retaliates is subject to
immediate disciplinary action, up to termination of 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.

False or malicious complaints of racial harassment may result in
corrective or disciplinary action against the complainant.

A summary of this policy and related materials shall be posted in
each district facility. The policy shall also be published in student, parent and
employee handbooks 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: KASB Recommendation - 8/98; 7/03; 4/07
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GAAF Emergency Safety Interventions (See JRB, JQ, JQA, and KN) GAAF

The board of education is committed to limiting the use of Emergency Safety Interventions
(“ESI”), such as seclusion and restraint, with all students. 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.

Definitions (See K.A.R. 91-42-1)

“Emergency Safety Intervention” is the use of seclusion or physical restraint when a student
presents an immediate danger to self or others. Violent action that is destructive of property may

necessitate the use of an emergency safety intervention.

“Seclusion” requires all three of the following conditions to be 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 the student will be prevented from

leaving, the enclosed area.

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

behavior or restrict a student’s freedom of movement.

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

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

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

learning activity without being confined.
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GAAF Emergency Safety Interventions GAAF-2

Prohibited Types of Restraint

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

e Using face-down (prone) physical restraint;
e Using face-up (supine) physical restraint;
e Using physical restraint that obstructs the student’s airway;
e Using physical restraint that impacts a student’s primary mode of communication;
e Using chemical restraint, except as prescribed by a licensed healthcare professional for
treatment of a medical or psychiatric condition; and
e Use of mechanical restraint, except:
o Protective or stabilizing devices required by law or used in accordance with an
order from a licensed healthcare professional;
o Any device used by law enforcement officers to carry out law enforcement duties;
or

o Seatbelts and other safety equipment used to secure students during transportation.

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 the use of emergency safety interventions. 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 classified 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.
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Each school building shall maintain documentation regarding the training that was provided and

a list of participants.

GAAF Emergency Safety Interventions GAAF-3

Documentation

The principal or designee shall provide written notification to the student’s parents any time that

ESI is used with a student. Such notification must be provided within two (2) school days.

In addition, each building shall maintain documentation any time ESI is used with a student.

Such documentation must include all of the following:

e Date and time of the intervention,
e Type of intervention,
e Length of time the intervention was used, and
e School personnel who participated in or supervised the intervention.
All such documentation shall be provided to the building principal, who shall be responsible for
providing copies of such documentation to the superintendent 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.

Local Dispute Resolution Process

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
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the board. 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.

GAAF Emergency Safety Interventions GAAF-4

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.

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 the findings and

recommended action 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 30™ day after receipt of the
written complaint, the board shall adopt a report containing written findings of fact and, if necessary,
appropriate corrective action. A copy of the report adopted by the board shall be provided to the

parents, the school, and the state board of education.

Approved: KASB Recommendation — 6/13

©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.



EMERGENCY SAFETY INTERVENTION DOCUMENTATION

Date:

Dear:

The purpose of this letter is to inform you that on , at
(a.m./p.m.)

(date) (time)

the need for the use of an Emergency Safety Intervention was required for

(name of student)

K.A.R. 91-42-1(c) defines Emergency Safety Interventions (ESI) as “the use of
seclusion or physical restraint when a student presents an immediate danger to self
or others. Violent action that is destructive of property may necessitate the use of an
ESI.” Whenever an ESl is used, the parent(s)/quardian(s) must be informed within (2)
school days.

Type of Emergency Safety Intervention Used: Seclusion Restraint
Duration of Seclusion/Restraint: (minutes)  Location:
Name of Staff Member: Witnesses:
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Description of Incident:

Please contact the building principal if you have any questions regarding this use of ESI.

(Signature of person completing report) (Date)
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*Parent(s)/guardian(s) notified of this incident on by

(Date) (Name of staff member)

*QOriginal provided to Building Principal

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

GACA Positions (See CD and GACB) GACA
Employment positions shall be authorized by the board. The

superintendent shall prepare for board approval a comprehensive list of all

positions, together with the qualifications, duties and responsibilities.

Approved: KASB Recommendation - 2/98; 4/07

GACB Job Descriptions (See CD and GACA) GACB

The superintendent shall develop a job description for each category of
employee. Job descriptions shall be filed with the clerk and may be published

in handbooks.

Approved: KASB Recommendation - 2/98; 4/07

GACC Recruitment and Hiring GACC

Recruitment

The board delegates recruiting authority to the superintendent. In
carrying out this responsibility, the superintendent may involve administrators
and other employees.

Hiring

The board shall approve the hiring of all employees. No staff member’s
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employment is official until the contract or other document is signed by the
candidate and approved by the board.

Hiring sequence

e Conditional offer of employment is extended to the candidate subject to
revocation or, if provisional employment has already begun, termination
of employment based upon unsatisfactory results of any reference and/or
background checks performed;

e Acceptance by the candidate is received;

e Contract or other appropriate document sent to the candidate and
candidate’s acceptance signified by a signed document returned to the

superintendent; and

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

Approved: KASB Recommendation — 2/98; 6/00; 6/01; 4/07; 6/14

GACCA Nepotism GACCA

The superintendent shall make reasonable efforts to determine whether a candidate for
employment is related to a board member or an administrator of the district. If a candidate is related

to a board member or administrator, the superintendent will make this fact known to the board.

Except in an emergency, the board will not employ anyone who is the father, mother, brother,
sister, spouse, son, daughter, step-son, step-daughter, son-in-law, or daughter-in-law of any board

member.

This provision shall not apply to any person who has been regularly employed by the board
prior to the adoption of this policy or to any person who has been regularly employed by the board
prior to the election or appointment of a new board member to whom the person is related.

©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.



Supervision Limitations

No employee shall directly supervise or be responsible for any portion of the evaluation of his
or her father, mother, brother, sister, spouse, son, daughter, step-son, step-daughter, son-in-law, or

daughter-in-law.

Approved: KASB Recommendation - 2/98; 6/07; 4/13

GACD Employment Eligibility Verification (Form 1-9)(See GAK) GACD

All district employees, 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: KASB Recommendation - 2/98; 4/07; 6/08

Remove from Policy and File with the Clerk for reference

Documents That Establish Identity (Policy GACD)
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http://www.uscis.gov/files/nativedocuments/m-274.pdf

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 of 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 of
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 (Rev. 11/01/2007)

School record or report card

Clinic, doctor or hospital record

Day-care or nursery school record
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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 by board of education:

GACE Assignment and Transfer GACE

The board reserves the right to assign, reassign or transfer all

employees.

Approved: KASB Recommendation - 2/98; 4/07

GAD Employee Development Opportunities GAD

All plans for self-improvement involving expenditure of district funds,
or which require time away from the employee’s assigned responsibilities shall

be approved in advance by the board.

Approved: KASB Recommendation - 2/98; 4/07

GAE Complaints GAE
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Any employee may file a complaint with their supervisor concerning a
school rule, regulation, policy or decision that affects the employee. The
complaint shall be in writing, filed within ten (10) days following the event
complained of and shall specify the basis of the complaint. The supervisor
shall meet with the employee and provide a written response within ten (10)
days. If the employee disagrees with the decision, employee may appeal to the
superintendent. The superintendent’s decision shall be final. Employees
covered by the negotiated agreement shall follow procedures outlined in that

document.

Approved: KASB Recommendation - 2/98; 4/07

GAF Staff-Student Relations GAF
(See GAAC, GAACA JGEC, JGECA and KN)

Staff members shall maintain professional relationships with students,
which are conducive to an effective educational environment. Staff members
shall not submit students to sexual harassment or racial harassment. Staff
members shall not have any interaction of a sexual nature with any student at

any time regardless of the student’s age or status or consent.

Approved: KASB Recommendation — 2/98; 7/03; 4/07; 6/10

GAG Conflict of Interest GAG

District employees are prohibited from engaging in any activity which
may conflict with or detract 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 may directly or indirectly

©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.



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: KASB Recommendation - 2/98; 4/07

GAH Participation in Community Activities GAH

Prior permission must be obtained from the superintendent for
participation in any non-school community activity which takes place during

duty hours.

Approved: KASB Recommendation - 2/98; 4/07

GAHB Political Activities (See GBRK and GCRK) GAHB

Staff members elected or appointed to a public office which restricts
the employee’s ability to complete contractual obligations may be required to
take unpaid leave for a period of time determined by the board or may be
terminated.

Staff members holding a public office, which in the judgment of the
board is less than full-time, shall request unpaid leave from the superintendent
at least one week in advance.

An employee who must be absent from school to carry out the duties of
a public office must take a leave of absence without pay for the duration of the

public office.

Approved: KASB Recommendation - 2/98; 4/07

GAH Participation in Community Activities GAH
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Prior permission must be obtained from the superintendent for
participation in any non-school community activity which takes place during

duty hours.

Approved: KASB Recommendation - 2/98; 4/07

GAHB Political Activities (See GBRK and GCRK) GAHB

Staff members elected or appointed to a public office which restricts
the employee’s ability to complete contractual obligations may be required to
take unpaid leave for a period of time determined by the board or may be
terminated.

Staff members holding a public office, which in the judgment of the
board is less than full-time, shall request unpaid leave from the superintendent
at least one week in advance.

An employee who must be absent from school to carry out the duties of
a public office must take a leave of absence without pay for the duration of the

public office.

Approved: KASB Recommendation - 2/98; 4/07

GBH Supervision GBH
The superintendent and other administrators designated by the

superintendent have the right to supervise certified staff. The responsibility

for the immediate supervision of certified staff rests with each building

principal.

Approved: KASB Recommendation — 2/98; 4/07
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GBIl Evaluation (See GAK) 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 whose
supervision the teacher works, and others authorized by law.

Evaluation Criteria

Evaluation criteria shall be established by the board.

Approved: KASB Recommendation — 2/98; 7/03; 4/07

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 administrator; the filing of a complaint against the
employee with any civil or criminal authority; the alleged commission of an
offense involving moral turpitude; or other good cause.

If a suspension without pay is imposed on an 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.
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Approved: KASB Recommendation — 2/98; 4/07; 6/08

GBN Nonrenewal and Termination GBN

Nonrenewal or termination shall be in accordance with Kansas law.

Approved: KASB Recommendation — 2/98; 4/07
GBO Resignation GBO

The board shall consider any certified employee’s resignation which is
submitted to the board in writing. The board may accept resignations from
employees under contract when the resignation will be in the best interests of
the district.

A certified employee who has signed a contract and accepted a teaching
position in the district for the coming year or who has not resigned by the
continuing contract notice deadline shall not be released from that contract to
accept another position until a suitable replacement has been employed.

If the certified employee terminates employment in the district without
complying with board policy, the board may petition the State Board of
Education to have the teacher’s certificate or license suspended.

Exit Interviews

Exit interviews may be conducted after an employee resigns.

See the negotiated agreement for additional details.

Approved:

GBQA Reduction of Teaching Staff GBQA
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If the board decides that the size of the teaching staff must be
reduced, guidelines in the following rule or the negotiated agreement, if
applicable, shall be followed. Insofar as possible reduction of staff shall be
accomplished by attrition due to resignations and retirement.

The following steps will be utilized by the district's administrative
staff to reduce the teaching staff:

The number of teaching positions to be reduced shall be in
accordance with the educational goals established by the board. 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 in
determining which teachers will be nonrenewed due to reduction in force.

The educational goals and needs of the district, individual
certifications, qualifications, training, skills, evaluations, and interests shall
be considered.

If all of the teachers in the area identified for reduction have
similar certifications, qualifications, training, skills, evaluations and interests,
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 certified 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. Certified 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 he/she deems qualified and able to serve the best interests of the
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GBQA Reduction of Teaching Staff GBQA-2

district. The board shall not be required to consider reinstatement of any

teacher after a period of one year from the date of nonrenewal.

Approved: KASB Recommendation — 2/98; 4/07; 6/14

GBR Work 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: KASB Recommendation — 2/98; 9/00; 11/04; 4/07

GBRC Professional Development (See GAN and GBRH) GBRC
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There shall be a program of professional development for employees,
which meets minimum statutory and State Board of Education requirements.
The program shall promote:

e continuous professional development;

e improving academic achievement for all students;

o diversification in academic foundations or subject knowledge; and

e 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: KASB Recommendation — 2/98; 7/03; 4/07

GBRD Staff Meetings GBRD

Staff meetings for certified personnel shall be called by the

administration. Also see the negotiated agreement.

Approved:

GBRE Additional Duty GBRE

The board may establish other educational assignments that may

extend beyond the school day or time class is in session.

Approved: KASB Recommendation — 2/98; 4/07

GBRG Non-School Employment GBRG

©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.



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 engage in outside employment which

interferes with their duties.

Approved: KASB Recommendation — 2/98; 4/07

GBRGA Consulting GBRGA
Licensed employees may request to be excused from regular duty by

the board to serve as paid or unpaid consultants to other districts, government

agencies or private industry. If the employee takes paid leave to perform

consulting services, any fee and/or honorarium paid to the employee shall be

returned to the district.

Approved: KASB Recommendation — 2/98; 4/07

GBRGB Tutoring for Pay GBRGB

See the negotiated agreement.

Approved:

GBRH Leaves and Absences (See GBRC) GBRH

Paid Leave See the negotiated agreement.

Unpaid Leave See the negotiated agreement.

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. The board shall not be required to pay any salary or benefits during

periods of unpaid leave except as may be required by law.
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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:

GBRIBA Disability Leave GBRIBA

The board may grant leave of absence for disability with or

without pay. Also see the negotiated agreement.

Approved:

GBRJ Substitute Teaching GBRJ

Qualified substitute teachers shall be secured for the district.

The superintendent (shall/may) meet with potential substitutes before
the start of each school year.

The superintendent and principals shall compile a list of available
substitute teachers, and each principal shall have a current copy.

Principals (or other designated employees) shall be responsible for
obtaining substitute teachers from the list and employing them as needed.

The superintendent shall be responsible for developing a substitute’s
handbook.

The board shall establish the rate of pay for substitute teachers each

(fill in month).

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.
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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 TA), suggestions for working with
students, a statement of expectations the district has for substitutes, a list of
tasks the substitute must complete before leaving for the day and a sample

report form for reporting incidents that may take place during the day.
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GBRJ Substitute Teaching GBRJ-2

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.

Each principal shall file a report with the superintendent listing the
substitutes used in the building during each pay period.

The superintendent shall meet with principals and review the

performance of substitutes.

Approved: KASB Recommendation - 9/97; 2/98; 4/07

GBRK Political Activities (See GAHB) GBRK

Certified 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: KASB Recommendation — 2/98; 4/07

GBU Ethics (See IA and IKB) GBU

An educator in the performance of assigned duties shall:

e actively support and pursue the district’s educational mission.

recognize the basic dignity of all individuals;

e maintain professional integrity;

e avoid accepting anything of substantial value offered by another
which is known to be or which may appear to influence judgment or
the performance of duties;

e accurately represent professional qualifications; and
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e be responsible to present any subject matter in a fair and accurate

manner

Approved: KASB Recommendation — 2/98; 4/07

GCA Compensation and Work Assignments (See GAN) 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
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GCA Compensation and Work Assignments GCA-2

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

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 (name of town) 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: KASB Recommendation — 2/98; 9/00; 11/04; 4/07

GCIl Classified Employee Evaluation (See GAK) GClI

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.

Classified employees shall be evaluated by the supervisor to whom
they are assigned. Classified employees shall be evaluated on their personal
qgualities, their commitment to duty and work skills related to their job

description. A copy of the completed evaluation will be given to the employee
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after it is signed by the employee and the evaluator and will be placed in the

employee's personnel file.

Approved: KASB Recommendation — 2/98; 4/07

GCIA Evaluation of Coaches and Sponsors GCIA

All employees contracted to coach or sponsor an activity shall be
evaluated {at least once a year/on a schedule approved by the board}.
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: KASB recommendation 6/09

SAMPLE CLASSIFIED PERSONNEL EVALUATION

EMPLOYEE: DATE:
EVALUATOR: BUILDING:
Commendable | Acceptable Improvement | N/A
Needed
Performance
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. PERSONAL QUALITIES

1. Punctual

2. Uses time wisely

3. Neat and well groomed

4. Gets along with other personnel

5. Relations with the public

6. Relations with students

7. General attitude

8. Supportive of administrative decisions

9. Self-motivated

Il. WORK-RELATED SKILLS

1. Add criteria from employee’s job
description here.

2.
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*Specific indicators from each employee’s
job description should be inserted here.

il. COMMITMENT TO DUTY

1. Loyalty

2. Strives for self-improvement

3. Trustworthy

4. Dependable

5. Uses wise judgment

6. Accepts criticism

7. Keeps information confidential
concerning school records and school
operations as it pertains to students,
parents and school personnel

EVALUATOR’S COMMENTS ON STRENGTHS AND WEAKNESSES

1. Personal Qualities
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2. Work Related Skills

3. Commitment to Duty

4. Employee’s Comments
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Employee

Evaluator

Date

Date

This evaluation was signed by the employee after it was reviewed by the evaluator.

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: KASB Recommendation — 2/98; 4/07; 6/08

GCRF Non-School Employment GCRF
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Classified employees shall not be excused during their regularly

assigned time schedule to perform outside employment. Classified employees

shall not engage in outside employment which interferes with their duties.

Approved: KASB Recommendation — 2/98; 4/07

GCRG Leaves and Absences (See GBRH) GCRG

Paid Leave

Full-time employees will be credited with 10 days of paid leave on the
first day of the fiscal year. Unused leave will be accumulated to a maximum of
90 days. The annual credit of 10 days will be first applied to employee
absences. The maximum number of days available in any fiscal year is 100
days.

The paid leave may be used as sick leave, bereavement leave or
personal leave.

Sick leave is available for the personal illness of the employee or the
illness of the employee’s spouse, child, grandchild, parent or the parent or child
of the employee’s spouse. The superintendent shall have the right to receive
verification of any illness or disability.

Bereavement leave is paid leave in the event of the death of a member
of the family covered by sick leave. Bereavement leave is limited to three days
per occurrence. Bereavement leave will be deducted from available paid leave.

Personal leave is for the purpose of conducting personal activities that
may not be completed outside the workday. Personal leave is limited to two

days per fiscal year and will be deducted from paid leave allowed. Requests for
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personal leave must be given to the employee’s supervisor at least one week in
advance of the period of leave.
If the employee leaves the employment of the district for any reason, no

payment will be made for unused sick leave.

GCRG Leaves and Absences GCRG-2

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. 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: 4/07

GCRH Vacations GCRH
Full-time classified employees may be granted a paid vacation each

year.

Approved: KASB Recommendation — 2/98; 4/07

GCRI1 Paid Holidays GCRI

Paid holiday leave may be granted to classified employees. See the

classified handbook for a list of holidays.
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Approved:

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: KASB Recommendation — 2/98; 4/07
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