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CA Goals and Objectives CA

The goal of school administratiois to create an environment in whicgtudents
can learn more effectively. All administrativeduties and functions should be
evaluatedrelative to the contributions made to improve instruction, increase
studentlearning, anddevelop worthwhile citizens. Theadministrationshould
select staff who will develop student abilities.

The superintendergshouldpossesdeadership qualitiesvhich motivate allstaff
members toimprove theeducational program and attain theard’s goals and
objectives. The superintendemnwjth the board’s direction, shalmobilize and
coordinate allavailableresources talevelop an educationgrogramdesigned to
stimulate the best effort in all students.

Approved:

CB Ethics CB

An administrator'professionabehavior mustonform to an ethicatode. The
code must bdoth idealistic angbractical, sahat it can apply to aladministrators.
The administratoracknowledges thaschoolsbelong to the public and that they
must provide educationabpportunities taall. An administrator'sactions will be
viewed andappraised by thecommunity, his professionalassociates, and the
students. Therefore, the administrator subscribes to the following standards:

The administrator makes thewell-being of students the basis fadecision
making and action;

Fulfills professional responsibilitiesith honesty and integrity;

Supports thegrinciple of dueprocess asequired by law and protects the civil
and human rights of all individuals;

Obeyslocal, state andhationallaws;



CB Ethics CB-2

Implements théoard’spolicies, rules andegulations;

Pursuesappropriate measures tmrrect thosdaws, policies and regulations
that are not consistent with sound educational goals;

Avoids using a positiorfor personabgain;

Acceptsacademiaegrees oprofessionatertificates onlyfrom duly accredited
institutions;

Seeks tamprove theprofessionthrough research andontinuirg professional
development; and

Honorsemploymenicontracts untifulfillment or release.

Approved:

CD Line and Staff Relations CD

Line andstaff administrators are thosemployeesresponsible fordischarging
various functions athe building level, (See CCQrganizationalChartg, and who
are concerned with thenanagement o&uxiliary activities and who serve as an
advisory or consulting capacity to the superintendent.

Both line andstaff administrators arealtimately responsible to theoard for the
conduct of their official duties. Line administratorshave direct supervisory
responsibilitiesover subordinatestaff menbers. Staff administrators shall act as
advisors andesourcepersons to alline administrators but mat the discretion
of the superintendent oroard, exert direct administrativecontrol over line
administrators.

Approved:



CD-R Line and Staff Relations CD-R
The superintendent'sdministrativesubordinateshave authority to administer
district programsassigned tahem by thesuperintendent. Theseresponsibilities
may include directsupervision ofline administratorsjine administrators may be
required to report directly to the superintendent's designated representative.
Appropriate jobdescriptions shall bdeveloped by thedministration foreach
line and staff position and filed with the clerk.

Approved:

CE Superintendent of Schools CE

The superintendenshall be thechief administrativehead of theschool system
and shall have, under the direction of théoard, generalsupervision of all the
schools. Thesuperintendent isesponsible fomanagement of thechoolsunder
board policies and is accountable to the board.

The superintendent magielegate toother school personnel the exercise of any
powers and the dischargd any dutiesimposed upon theuperintendent by these
policies or by theboard. Thedelegation of power oduty, however, shall not
relieve the superintendent afesponsibility for theaction taken undersuch
delegation.

Approved:

CEA Qualifications CEA

The superintendenshall have or beeligible for a Kansassuperintendent's
certificate.

Approved:



CEB Duties CEB

Theresponsibility of thesuperintenderghall be:

To serve asadministrativehead of thaistrict;

To keep theboard informed on therogress andondition of theschools;

To administer thedevelopment andnaintenance of areducational program
designed taneet thecommunity’sneeds, tastudy recent educational developments
and to recommend changes in programs;

To carry out theboard’spolicies andrules;

To monitor educationgbolicies and taecommendieededcchanges to the board;

To recommendpositions required to provide adequatepersonnel for the
operation of education programs;

To nominate forappointmentassignment, transfer aermination and to define
the duties of all personnel, subject to approval of the board;

To supervise thg@reparation of theannual budget and tcecommend it to the
board for consideration;

To advise andecommend irbusinessadministration matters;

To study the schoolsheeds and t&eep thepublic informedconcerning these
needs;

To assurdhat thedistrict finances are properlgnanaged.

Approved:

CEC Recruitment CEC
The superintendent searghresents theéboard with an opportunity to recruit
individuals who will implement theboard's goals. The board shall recruit
candidates who cabestaccomplishthis objective. Theboardshall consideionly
candidates whoneetboth state andbcal qualifications and whalisplay the ability

to successfully carry out the superintendent's duties.



CEC Recruitment CEC-2
The board maysolicit applicationdrom qualified members of thestaff and may

list the vacancy with placement offices.

Approved:

CED Appointment CED
The board mayoffer acontract not taeexceedhree years ihength.

Approved:

CED-R  Appointment CED-R

The superintendent’sontractshall beconsidered forenewal on omefore the
statutory date for nonrenewal.

Approved:

CEE Compensation and Benefits (See KB) CEE

The board shall annually determine the superintendent’'scompensation andbenefits.
Compensation shall be based mtentperformance and theuperintendent’sbility to carry out
board policy.

Approved: July 28, 2003



CEF Expense Reimbursement CEF

The superintendent’s use afdistrict motorvehicle and alistrict credit cardshall beconfined to
necessary schoblusiness. Theoard shall annually prescribienits andrestrictions on the use of
credit cards andshall monitor receipts and reimbursemerpenses deast once anonth. Credit
card use shall be reported monthly to bward. Expenses fodistrict travel in persnal vehicles or
extendedravelincurred in the performance offi-cial duties shall be reimbursea accordance ith
the provisions of GAN.

Approved: - 6/01

CEG Staff Development Opportunities CEG

The superintenderghall keep updated onew educationabractices by: study,
visiting other dstricts, attending educationalkconferences and othemeans
approved by the board.

Approved:

CEl Evaluation CEl

The board shall evaluate thesuperintendent iraccordancewith the minimum
statutory requirements for thefirst four years of employment andannually
thereafter, using thappraisalinstrument. Theappraisal istrument may be used
by the superintendent asself-evaluationnstrumentprior to thisevaluation by the
board.

Eachindividual boardmembershall complete andsubmitappraisal forms to the
board president. Thepresident shallformulate asummary of theindividual
responses andllow time for necessarndiscussion. Thesummaryshall use the
sameformat as thendividual boardmember’sappraisaform. Theboard president

shall sign the summary as the board’s agent and as the evaluator.



CEl Evaluation CEIl-2

The board shall review the summarywith the superintendent iran executive
session. lfwritten comments areeeded, the president dre superintendent may
seek additional clarificatiofrom individual boardmember(s).After the evaluation
is complete, the individual appraisal fornshall be destroyed; and ttimmary
and any response shall be maintained in the superintendent’s personnel file.

The superintendent’svaluationshall be confidential and bemade available
only to the board, the superintendent and others as provided by law.

The evaluation instrumerghall be on fileat the district office with the clerk.

Approved:

CEI-R Evaluation (See GBI) CEI-R

SuperintendenEvaluation

The evaluation of thesuperintendent by the boardhall accomplish the
following:

Provide an opportunity for thboard and superintendent to periodicatheet
and discuss the superintendent’s performance and the district’'s management;

Review, clarify anddiscuss themmediate andong-termgoals for thedistrict
and the superintendent;

Establishclarify anddiscuss the major functionsgesponsibilities andoles of
the superintendent and the board;

Encourage a goodworking relationship between the board and the
superintendent;

Encourage andecognize goo@ddministrativeperformance;

Improve thesuperintendent’seadershipperformance andnanagement of the
district by suggestingreas otresponsibility andoperating techniques that may be

strengthened; and



CEI-R Evaluation (See GBI) CEI-R-2
Establishreasonablstandards focontinuedemployment of thesuperintendent.
The following proceduresshall be used toevaluate thesuperintendent’s

performance:

The boardshall schedule arexecutivework session ateast twotimes during
the year for thg@urpose of amid-year evaluation and aend-of-yearevaluation of
the superintendent’s performance. THestrict’s evaluation formshall beused.

Additional informal executivesessions may becheduled during thgear to
discuss the status of theuperintendent’'sperformance and thedistrict's
management.

The superintendenshall make amid-year and arend-of-yeargoal progress
report as well as periodic reports to the board on the districtis operation.

The superintendent’@erformance evaluatioshall bebased on the following:

Established criteriavhich are applicable to aldministrators;

Responsibilitiesdefined in thesuperintendent’s job description; and

Board/superintendenteveloped performanagals and objectives.

The board and thesuperintendenshall develop an evaluation form thatill
provide thebasis for the twdormal evaluations and any informaliscussions on
the superintendent’s performance.

After the board hasdeveloped a compositeating on the evaluation form
reflecting theboard’s consensus dhe superintendent’performanceevaluation,
the board shall give a copy to andmeet with the superintendent inexecutive
session to discuss the districttmanagement and theatings on theevaluation
form. During the end-of-year evaluation, theuperintendenshall take informal
noteswhich will be reviewed with theboard presidenprior to the preparation of a

letter to the superintendent summarizing the evaluation.



CEI-R Evaluation (See GBI) CEI-R-3
The boardshall provide official copies of theeompletedend-of-yearevaluation
form and coverletter for the superintendent and fdine district to file as a

permanent record.

Approved:

CEJ Separation CEJ
Theboard mayelect not to renew thsuperintendent'sontract.

Approved:

CEK Resignation CEK

The superintendent masubmit aresignation to the board president at a regular
or special meeting. The board will consider theceptance of theesignation in
light of the needs of the district.

Approved:

CF Board-Superintendent Relations CF
The board delegates to theuperintendent athdministrativeduties. While the
boardreserves to itself thelltimate decision in allmatters concerning policy or
expenditures ofunds, itwill normally proceed irthose areas onlgfter receiving

recommendations from the superintendent.

Approved:



CG Administrative Personnel (See also KB) CG
Theboard shalemployadministrative prsonnehs needed.
Compensation Guides and Contracts
Administrative rsonnelshall be compensated fdaheir services wh a contraced salary
determined by théoard. Administrative contracts shall be revieweahnually. The boardhall
determine the termand length ofeachcontract. Theboard’sattorney may develop and review
administrator contracts. (See KB)
Qualifications and Duties
The superintendent shatlevelop appropriate jodescriptions foreachadministrativeposition.
When adopted by thieoard, jobdescriptionsshall befiled in the centrabffice and may bgublished
in the appropriate handbook.
Recruitment
The board delegates to thesuperintendent the authorityo identify and recommend the
appointment ofndividuals to fill vacantadministrativepositions. Thesuperintendent shall screen all
applicants and may use other staff members assist.  The superintendent shalimake
recommendations to th@oard. Thedistrict maypay preapprove@éxpensesncurred by cadidates
interviewed for an administrative position.
Assignment
The board shallsolicit the superintendent’'s ecommenda&bins in appointmentassignment,
transfer, demotion, termination or non-renewal of any administrative personnel.
, ,
The superintendent shadbnduct an appropriagdministrative orientatioprogram.
-
The superintendent shall blesponsible for supeising all administrativepersonnel.
mini . m
The board may establish, bycontract with an approved adnistrator traininginstitution, an

administrative intern program.



CG Administrative Personnel (See also KB) CG-2
Travel Expense and Reimbursement
Travelexpense foadministrative staff shabe provided inaccordancevith CEF andGAN.

Approved: July 28, 2003

CG-R Administrative Personnel CG-R
The board will solicit the recommendations of thesuperintendent in
appointmentassignmentiransfer,demotion, termination, onon-renewal of any
administrative personnel.
Recruitment
All applicantsshall bescreened by theuperintendent, who mayse otherstaff
members to assist, before recommendations are made to the board.
Expenses incurred by candidateterviewed for aradministrativeposition may
be paid by the district.
Compensation Guides and Contracts
Centralstaff administrativecontracts shall beeviewedannually. Theterm of
eachadministrative contracthall bedetermined by théoard. Contractforms for
administrators shall be drawn by the board’s attorney.
Qualifications and Duties
Referenced to thappropriate joldescription andhandbook.

Approved:



CGIl Evaluation (See CEI, GBI) CaGl

Administrativepersonnel shall bevaluated inwriting by the superintendent in
accordancewith the minimum statutoryrequirements for thdirst four years of
employment and aleastannually thereafter. Administrative personnelfiles and
evaluationsshall beavailable only to théboard, theappropriateadministrator, the
superintendent and others authorized by law.

Theboard'sproceduresoncerning evaluation afistrict administrators shall be
onfile in the central officewith the clerk and may be published in the appropriate
handbook.

Approved:

CJ Consultants (See BBG) CJ
The administration mayuse professionatonsultants. Consultants shall be
approved by the board in advance.

Approved:

CK Professional Development Opportunities CK

The board may requiredministrators tattendsummersessionsconferences,
workshopsor other activitieswhich will directly benefit theschools. Expenses
may be paid by the district to attend meetings approved by the superintendent.

Approved:

CL Councils, Cabinets and Committees CL
The board advocates the administratiteam concept ofschool administration
and hereby establishes an administrative council.
Method of Appointment

All administrators arautomaticallymembers of thedministrativecouncil.



CL Councils, Cabinets and Committees CL-2
Organization
The superintendenshall serve as thehair of the administrativeouncil and,
with the recommendations of the council, will determine the councils organization.
Resources
The administrative councilshall have at itsdisposal all of the personnel
resources of the districhormally used by the professionataff. With board
approval, thecouncil may utilizeoutside consultants angsources tamplement
the councils activities.
Material
The administrative council maytilize material purchased by thealistrict to
implement the councils activities.
Einancial
The superintendent magecommend d&udget to the board for the administrative
council.
Reporting
All district committeereports to théoardshall first come to theadministrative
council. Reports shoulgbertain to the activities of theouncil and the council may
take the form of recommendations to the board.

Approved:



CL-R Councils, Cabinets and Committees CL-R
Administrative council meetingshall beheld at timesdeemedappropriate by
the chair.
Einancial
Funds for theadministrative councilbudgetshall beincluded in thedistricts
general fund.

Approved:

CM Policy Implementation CM

Failure of any administrativemployee to implemenrtoard policies mayesult
in suspensiongemotion,probation,nonrenewal or termination agmployment in
accordance with procedures set forth in these policies and rules. (See BD et seq.

Approved:

CMA Administrative Rules CMA

The board delegates tthe superintendent theéesponsibility for developing
recommendations, and fadesigning any necessamrrangements taarry out
board policy and to operate thkstrict’s schools. Theserules andarrangements
shall constitute thedministrativeregulationsgoverning theschools and shall be
considered for approval, modification or disapproval by the board.

Staff Involvement

In developingrules,regulations ancgirrangements for thdistrict’s operation,
the superintendenshall include at the planningstage representatives of those
employees who will be affected.

The superintenderghall developprocedures utilizing certified and noncertified
employees for the exchange ofleas and feelings regarding thdistrict’s

operation. The advice given by employees, especially that given by groups



CMA Administrative Rules CMA-2
designated toepresentarge segments of thetaff, shall be considered. THmoard
shall beinformed ofsuch counselwhenreports andecommendations ammade to
the board. (See also GAC)
Community Involvement
The superintendent may involwdistrict patrons orcommittees oistudy groups
whenever necessary.
Student Involvement
The superintendent isncouraged toonsiderstudents’opinionsconcerning the
rules which affect them. (See also JCB)
Rules Adoption
The superintenderghallreview all proposedrules before theyare submitted to
the board. All administrativerules recommended by theuperintendenshall be
reviewed bythe administrativestaff before being submitted tthe board for their
consideration.
Rules Dissemination
Copies of administrativeules shall beyiven to all employeesvho play arole
in enforcing the rules or who will be affected by any rule changes.
Rules Review
Administrativerulesadopted bythe boardshall be subjecto frequentreview by
the board and the administrative staff.
Administration in Policy Absence
In an emergency whemction must be taken whetbe board has provided no
guides foradministrativeaction, thesuperintendenshall have the power tact,
but any decisionshall be subjectto board review at the nextmeeting. The
superintendent should recommend any policy needs the incident has created.

Approved:



CMA-R Administrative Rules CMA-R

No administrative ruleshall be inconflict with boardpolicy.

Rules Drafting

All proposedules shall besubmitted to the board attorney olK&ASB attorney

before being submitted to the board for final approval.
Staff Involvement

The superintendent and principalsay appoint committees forfunctions not
being performed by existing groups or persons.

Each staff or community committeeshall act in an advisoryapacity to the
administrativeofficer responsible for theommittee’sarea. All committeesshall
terminate ndater than one yeaafter theirestablishmentunlessre-established by
the board. (See GAQC)

Student Involvement

The useof student input in théormation ofpolicies andrules shallnormally be

restricted to areas pertaining to attendance center administration.
Administration in Policy Absence

If the superintendent is forced to act in thbsence ofegular board policy or
guidelines andeelsthat policy isneeded, a proposdmbard policy may bealrafted,
together with appropriate rules, to be presented at the next board meeting.

Approved:

CN Records CN
The boardshall designate &reedom ofinformation Officer with the authority
to establish andnaintain asystem ofrecords inaccordancevith the KansasOpen
Records Act and mayssignanother district employee tohandle requests for
records and serve dise custodian of theecords. Thesustodianshall prominently

display and distribute or otherwise make available to the public a brochure in the



CN Records CN-2
form prescribed by the local Freedom of Information Officer.
Types

A public record means anyrecorded information, regardless oform or
characteristicsvhich is mademaintained or kept byr is in the possession of the
district, including thoseexhibited at public boardheetings. Thisexcludesrecords
copyrighted bypersons or groupsther than thedistrict and other exceptions
according to current statute.

Central Office Records

Recordamaintained by thesuperintendenshall include, but not bémited to,
the following: financial, employee personnelproperty (both reabhnd personal)
owned by the district.

Recordamaintained by théuilding principalsshall include, but not bémited
to, thefollowing: activity fund andstudent recordécumulative, confidential and
attendance). (See JR s&q.) Nopersonnel records will benaintained in the
building.

Public Use

All recordsexceptthosedeemedconfidential byKansasOpenRecords Actshall
be open toinspection by thegeneral publicduring regular officehours of any
school or the centrabffice. Whenever theschool centraloffice is closed on
schoolvacationdayswhich are normabusinessdays, thetelephonenumber of an
availableschool administrator who wikhccept aequest for acces® records shall
be posted at the centralffice. (See JR eseq.) Copies of operrecords shall be
available on written request.

Requests for access tmpenrecords shall benade inwriting to an official

custodian of district records. The official custodian shall examine each request to



CN Records CN-3
determinewhether therecord requested is aopenrecord or is subject to an
exception by théKkansasOpen Records Act. The custodiashall either grant or
deny the request.

If the custodian does not grant trequest, thegperson requesting the record
shallreceive awritten explanation of theeason for thalenial within threedays of
the request, if anexplanation isrequested. If theequester disagreesith the
explanation, the Freedom of Information Officer shall settle the dispute.

To the extentpossible,requests foraccess torecords shall beacted on
immediately. If therequest is noacted onmmediately, thecustodiarnshall inform
the requester ofwhen and where the opeamrcord will be made available. The
record shall bemade availablewithin three businessdays of therequest. Each
custodiarshall file all requests and thedlispositions in theappropriate office and
make reports as requested by the superintendent or the board.

Theboardshallannually set a fee for copies anelcords. Advancepayment of
the expense of copying opeacords shall bdorne by theindividual requesting
the copy. Under no circumstanceshall thedocuments be allowed our dheir
usual building location without approval of the official custodian.

Revenue frontopying operrecords will bedeposited in thalistrict’s general
fund.

All central officerecordsshall bekept for theminimum length oftime required
by law.

Approved:



CN-1 Records CN-1

Theclerk is designated ake official custodian ofall boardrecordsmaintained
by the district. The superintendent is designated afficial custodian of all
district office recordsmaintained by thedistrict. Each building principal is
designated asfficial custodian of allrecords established andaintained at the
building level. In addition tothose recordsequired bylaw, the clerk shall be
responsible fompreparing andkeepingother records necessary for thdistrict’s
efficient operation.

District employeesshall follow the guidelines found inthe student records
policies. (See JR and JRB)

Approved: KASB recommendation - 6/00

CN-R Records CN-R

The superintendent is designated the official custodian ofall central office
recordsmaintained by thalistrict. Eachbuilding principal isdesignated aefficial
custodian of all records established and maintained at the building level.

In addition to those recordsequired bylaw, the superintendentshall be
responsible fompreparing andkeeping other records necessary fdahe efficient
operation of the district.

Employees of theadistrict shall follow the guidelines found in the policies
covering student records. Student records are not public records.

Public Use

Requests for access tmpenrecords shall benade inwriting to an official
custodian oUistrictrecords. Theofficial custodianshall examine eachequest to
determinewhether therecord requested is aspenrecord or subject t@xemption
by the KansasOpenRecords Act. Theustodian’sdecision shall benadewithin

three days of receipt ahe request as provided byaw. If access is not granted



immediately, thecustodianshall give a detailed explanation of theelay, and the
time and place the record will be available.

If the custodian does not grant thequest, thgerson requestinghall, within
three days of the request, receive a written explanation.

Eachcustodianshall file all requests and thedtispositions in theappropriate
office and make reports as requested by the superintendent or the board.

Advancepayment of theexpense of copying operecords shall béorne by the
individual requesting theopy, but theexpenseshall notexceed theactualcost of
making copies includingan employee’stime. Under nocircumstanceshall the
recorddocuments be allowed out dfieir usual buildng location without approval
of the official custodian.

Revenue frontopying operrecords will bedeposited in thalistrict’s general
fund.

Record Listings

Employees argrohibitedfrom giving or selling lists of anyschool records to
any person except as authorized by law or board policy.

Each principal or the superintendent isesponsible for the destruction of
records according to current law.

Approved:



CN-R  Records CN-R-3
UNIFIED SCHOOL DISTRICT NO. 289
WELLSVILLE, KANSAS
PUBLIC REQUEST
FOR
SCHOOL RECORDS

Person requesting records

Address of person requesting records

Date and time the request was made

Specific records being requested:
NOTE: Description must be specific enough to ensure that the records requested
are the records provided.

Approval to release records
Denial to release records

Delayed release of records

Reason for denial or reason for delay:

Custodian/
Freedom of Ilormation Officer Date

Approved:



co Reports cO
Theboard may requireeportsfrom thestaff.
Types

The superintendenshall submit to the board an annuaportsummarizing the
districtis operations for theprecedingschool year. The superintendeshall
present amonthly budget report to theboard. Theboard delegates to the
superintendent the authority to request reports from any staff member.

Dissemination (See JR et seq.)

The board, upon request,shall receivecopies of allreportssubmitted to the
superintendent. Copies ofstaff reports may beent tostaff members fortheir
confidential use if the superintendaeaqpproves. Staff reporthall bemadepublic
only with board approval.

Approved:

CO-R Reports CO-R
Types

The superintendent’annualreport may besubmitted to the boar80 days after
the endof theschool year. If the superintendamsigns oreaves thalistrict, the
annual report may besubmitted to the boardprior to final payment of
compensation under the employment contract.

The superintendent’snonthly budgetreport shall beincluded in theboardis
agenda andmay include each account, the originalappropriation, theamount
expended tadate, theamount encumbered tdate, and theemaining balance in
each account.

Approved:



