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EA Goals and Objectives EA
The district's business affairshall bemanaged in theamost economical and
efficient manner possible.
The superintendent has authority mmanage thelistrict'sbusinessaffairs.

Approved:

EB Buildings and Grounds Management EB

All district buildings andproperty shall bemaintained andinspected on a
regular basis.

Approved:

EB-R Buildings and Grounds Management EB-R
The director of buildings andyrounds shallprepare for the superintendent a

comprehensive program whietill insure propermaintenance of allistrict owned

property.

Approved:

EBA lnsurance Program EBA

All district-ownedproperty,real andpersonalwill be insured tocover losses
from natural causesfire, vandalism andther casualties. Insurance shalblso
cover theft of district monies.

Liability Other Than For Vehicles

To the extent permitted byaw, the board mayinsure all employeesagainst
legal actionarising out of theperformance ofany authorizedduties. Theboard
may authorize thedistrict to join a group-fundedpool to provide insurance
coverage for the district.

Approved:



EBA-R lnsurance Program EBA-R

The district may designate one omore insurance agents ofecord. The
superintendent may work witthe insuranceagent ofrecord orgroup-funded pool
to develop adequateasurance programs and/proposalscovering thedistrict's
employees and property.

Approved:

EBAA Workers Compensation EBAA

The district will participate inworkers compensation asequired by current
statute. Thecombinedworkers’ compensatiorbenefits and salaryeceived under
allowed sick leave, or other available leave, shall not exceed one full day's pay.

Approved:

EBAA-R Workers Compensation EBAA-R

All employees of thedistrict shall be covered byworkers compensation.
Workers compensation coverage povided for all employeesregardless of
assignmentlength ofassignmentand/orhoursworked perday. Benefits are for
personal injuryfrom accident oindustrial diseases arising out afidin the course
of employment in the district.

Theworkerscompensation plawill provide coverage fomedicalexpenses and
wages to the extenequired by statute tthoseemployees whajualify; however,
the amount ofworkers compensatiorbenefits and sicdeave benefits shall not
exceed aregular daily rate ofpay. An employeeusing sick leave,or other
availableleave, incombinationwith workerscompensationvill be charged for one
full or partial day of sickleave, asprovided for inthe sick leave policy or the
negotiated agreement, feach day ofabsenceuntil the employee’ssick leave is

exhausted.



EBAA-R Workers Compensation EBAA-R-2
Any employee who is offwork and drawing workers compensatiorshall be
required to provide the clerk of the board with a writeoctor’'srelease before the
employee isallowed toreturn towork. In addition, should the employee be
released taeturn to work by a doctor and fatb do so, allbenefits undersick
leave shall be ended andthose benefitsunder workers compensationshall be

restricted as provided by current statute.
Choice of Physician
The boardshall have theright to choose a designatdukalth careprovider to
provide medical assistance to anyemployee who suffers an injury while
performing their job.
Approved:
EBB Safety EBB
The district shall make reasonablesfforts to provide a safeenvironment for
students and employees.
Safety Rules
The superintendent anstaff shall developnecessaryules andregulations for
student safety in school and at school activities.
Safety Unit
Teachers whanstruct inhazardougurriculumareas willteach aunit eachyear
or semester dedicated to safety rules inherent in the particular subject matter.
Appropriatesafetysigns,slogans oother safetyitems shall be posted on or in
the near vicinity of potentially dangerous devices or machinery.
No student will be permitted to participate in theclass until satisfactory
knowledge of thesafety rules aredemonstrated to theéeacher.Teacherswill

conduct periodic reviews of safety rules during the school year.



EBB Safety EBB-2
Warning System

The board will seek tocooperate with locagovernmentofficials, emergency
preparedness authorities and othretated state agencies tomaintain adequate
disaster warning systems.

Safety Inspections

The superintendent,building principals and maintenance personnel wiill
regularly inspeceachattendanceenter,playground and playgrounelquip- ment,
boilers, bleachers and other appropriate areassée that theyare adequately
maintained.

If repairs arenecessary, thandividual conductingthe investigation shall
immediatelyinform the buildingprincipal, superintendent oimmediatesupervisor
in writing. Necessarystepseither to repair or taemove thedefect will betaken
assoon agpossible. Defectsrequiring expenditure oimoney will be reported to
the board incompliancewith JG. Any defects noimmediatelyremoved, repaired
or otherwiseeliminated shall be blocked off with fences or othemestraining
devices.

. | Lighting

All furnacespoilers andlighting fixtures will be inspected annuallyo ensure
safety for students,district employees angatrons. Thesedevicesshall meet
minimum state and federal standards.

Approved: KASB Recommendation7/96



EBBA  Hazardous Waste Inspection and Disposal EBBA
Inspection
Regular inspection dfistrict facilities for hazardous \aste shall beonducted by thd®irector of
Building and Grounds. Written records of these inspections shall be maintained.
Disposal
When haardous wastenaterial is produced in a clasor otherwise located in thedistrict, its

disposal shall be in accordance with state and federal rules and regulations, or current law.

Approved:
EBBA-R Hazardous Waste Inspection and Disposal EBBA-R
Inspection and Disposal

The Director of Buildings and Grounds shalldevelop written rules and
procedures for notifyingdistrict administratorsthat hazardous waste hdmeen
discovered and/oproduced andules forreporting the propedisposal ofwaste.
Theserules andregulations shall be distributed to alftaff members inclassified
and certified handbooks.

Approved:

EBBD  Evacuations and Emergencies EBBD

If an emergencyinterfereswith the normal conduct okchoolaffairs, students
may be dismissedrom school only by the superintendent (@esignee). Alan for
emergencydismissal of studentduring the school day shall bedeveloped by the
superintendent andpproved by thdoard. Acopy shall be filedwith the clerk
and procedures for dismissashall be given to parents andstudents at the
beginning of each school year.

Approved: KASB Recommendation7/96



EBBD-R Evacuations and Emergencies EBBD-R

School will notbe dismissedearly because of aemmergency when theafety of
students and teachers is better served by remaining at school.

During an emergencyperiod when there is insufficient warning time, the
district will keep allstudentaunder schoojurisdiction andsupervision. The staff
shallremain onduty to supervise studentduring this time. Parents mayxome to
school andpick up their children. Students shall beeleased according to board
policy for release of students during the school day. (See JBH)

School-Closing Announcements

When thesuperintendent believes tkafety of students ithreatened by severe
weather orother circumstances, parents astudents shall baotified of school
closings or cancellations by announcements made over radio/TV station(s).

Bomb Threats

If there is abomb threat or similar emergency, tharincipal shall seethat
students arescorted to a safplace. Theprincipal shall notify law enforcement
agencies of the threat amgquest a thorough inspectiarf the buildings and
grounds. Other contingencies as noted in the crisis plan shall be followed.

If it is determinedthat no dangeexists to the studentsafety and ifthere is
time remaining in the school day, school shall be resumed.

Planning for Emergencies

Eachbuilding principalshall developappropriateemergencyproceduresvhich
shall beincluded in thedistricts crisis plans. (See EBBF) As appropriate,
portions ofthe crisis plan developedhall beheld in strict confidence bystaff
members having direct responsibility for implementing the plan.

Approved: KASB Recommendation7/96



EBBE Emergency Drills EBBE

Building principals shall be responsiblefor scheduling andconducting
emergencydrills asrequired by law and for ensuringfudents arénstructed in the
procedures to follow during the emergency drill and in an actual emergency.

Approved: KASB Recommendation 7/96

EBBE-R Emergency Drills EBBE-R

Each building principal shall develop awritten plan for specific emergency
drills required bylaw. The plan shall include specific arrangements for the
evacuation of mobility impaired andther individuals who mayneed assistance
from staff members to safely exit the building.

Each principal shall conductbriefings with the staff concerning theemergency
plan.

Eachteachershall explain the plan testudentaunder theijurisdiction prior to a
date established bythe principal. Within one weekthere-after, the building
principal shall conduct asurprisedrill. Other drills shall be held at times
determined by théuilding principal. However, ateast one of thehree tornado
drills required by law shall bdneld prior to the tornado seasonbeginning each
April.

Building principalsshall provide parentsvith a copy of the emergencylans at
the beginning okachschoolyear. Eachemergencyrill planshall bereviewed by
the superintendent and filed with the clerk.

Approved: KASB Recommendation 7/96



EBBF  Crisis Planning (See EBBD) EBBF

The superintendent, isooperation witreach buildingprincipal, shalldevelop a
plan to deal withcrises in amattendancesenter. Eachplan shall beapproved by
the board before it is implemented.

Approved: KASB Recommendation7/96

EBBF-R Crisis Planning EBBF-R

A copy of the plarshall be on file ineachbuilding and with theclerk.

Building principals shall train staff to implement the bilding plan. As
necessary, students and parents will be informed about details of the plan.

Crisisplans shall be subject to reguleaview by theadministration. If gplan
is implemented, théoardshall receive areport on howwell the planworked. If
necessary, the report shall include recommended changes.

Approved: KASB Recommendation7/96

EBC Security and Safety EBC

Security devices may be installed at district attendaeceers. Other measuresiay be taken to
preventintrusions ordisturbances from occurring in schoblildings or trespassing on school
grounds. Thalistrict will cooperate with lavenforcement in secuyi matters andhall, asrequired
by law, report felonies and misdemean@@mmitted atschool, onschool property or at school-
sponsored activities.

Reporting Crimes at School to Law Enforcement

Any district employee whé&nows or hageason tdelieve any of thdollowing has occurred at
school, onschool propertyor at a school-sponsoredctivity shall immediately report this
information tolocal law enforcement: an aavhich constitutes the commission of a felony or a
misdemeanor; or an aethich involves thepossession, use alisposal ofexplosives firearms or

other weapons as defined in current law.



EBC Security and Safety EBC-2

It is recommended thieuilding administrator also beotified.

Reporting Certain Students to Administrators and Staff

Administrative,professional or paraprofessional employees of a school kéve information

that apupil has engaged in thellowing shall report the information and the idiy of the pupil to

the superintendent. Theuperintendent shalivestigate thenatter and if it isdeterminedhe student

hasbeen involved in théollowing, thesuperintendent shall provideformation,and the identity of

the student to all employees who are involved liely to be directly involved in teaching or

providing related services to pupil:

Any pupil who has been expelled for conduct which endangers the safety of others.
Any student who has been expelled for commission of felony type offenses;
Any student who has been expelled for possession of a weapon;
Any studert who hasbeen adjudged to be a juvenidfender andvhose of-fense, itommitted
by an adult, woulctonstitute a fadny, except delony theft offenseinvolving no direct threat to
human life;
Any studert who hasbeen tried and convicted as an adult of &@lpny, ex-cept theftinvolving
no direct threat to human life.

Annual Reports

The principal ofeachbuilding shall prepare alleportsrequired by law and presetiiem to the

board and thestate board of educatioannually. Re-portsshall not includeany personally

identifiable infamation aboustudents. Thesereports andhis policy may bemade availableipon

request to parents, patrons, students, and employees and others who request the information.

Staff Immunity

No board of education, lmwd membersuperintendent a$chools or schoadmployee shall be

liable for damages in &ivil action resulting from aperson'sgood faith acts oromission in

complying with the requirements or provisions of the Kansas school safety and security act.

Approved: July 28, 2003



—Sample Form —

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

Report to Local Law Enforcement

uSD

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

Date School/Locationl Student/s oPerson/s$nvolved| BriefDescription

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

Signed:
Administrator or otheschool employee.

cc: Superintendent déchools, USD Student/§le



—Sample Form —

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

Report to Staff Member USD

Pursuant to K.S.A. 72-89b03, administrative, professional or paraprofessional employees of a
school who have information that a pupil has engaged in the following shall report the information
and the identity of the student to the superintendent. The superintendent shall investigate the matter
and if it is determined the student has been involved in the following, the superintendent shall
provide information, and the identity of the pupil to all employees who are involved, or likely to be
directly involved, in teaching or providing related services to pupil:

Any student who has been expelled for conduct which endangers the safety of others;

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

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

Any student who has been adjudged to be a juvenile offender and whose offense, if commit-
ted by an adult, would constitute a felony, except a felony theft offense involving no direct
threat to human life;

5. Any student who has been tried and convicted as an adult of any felony, except theft involving
no direct threat to human life.

PNPE

You are notified that , within the past 365 days, has been expelled, adjudged
or convicted for an activity listed above.

School District staff are required by both Federal Law and K.S.A. 72-6214 to protect the|right of
privacy of any student under the age of 18 and the student's family regarding personally|ident-
ifiable records, files, data and information directly related to the student and his/her family. |
acknowledge this responsibility and agree that | will disclose the above information only tp other
usD employees and officials. Violation of these privacy rights could include sanctjons up
to and including termination.

Signed:
Schoolemployee who receivakereport

Signed:
Administrator orschoolemployee makingeport




EBCA Vandalism EBCA
Vandalism Protection

All school personnel shall report amgndalism totheir immediatesupervisor.
School personnel amxpected to lock ootherwise secure arfjles, records, safes
or similar compartments at the close of each school day.

In the event ofvandalism, thdoard mayoffer areward according ttaw.

Restitution for Damages

The board mayseekrestitutionaccording to law foloss anddamagesustained
by the district.

The principal shall notify the superintendent of anjoss of, ordamage to,
district property. Thesuperintendenshall investigate theincident. The cost
involved in repairing thedamageand/or replacingequipmentwill be determined
after consultation with appropriate personnel.

When ajuvenile isinvolved, thesuperintendenshall contact theparents and
explaintheir legal responsibility. Theparents shall be notified in writing of the
dollar amount ofloss ordamage. Routingrocedures will be followed for any
necessary follow-up to secure restitution from the responsible party.

Restitutionpaymentsshall bemade byjuveniles or their parents to tHausiness
office, andaccountsshall bekept. Persons ofegal ageshall beheld responsible
for their own payments. I|hecessary, provisions may leade forinstallment
payments.

Accounts not paid ifull within the specifiedime may beprocessed fotegal

action.



EBCA Vandalism EBCA-2
Return of School Property
School propertymust bereturned bystudents. If astudent does not return
district property, thedistrict may refuse tdorward student recordaccording to
law.

Approved:

EBE Cleaning and Maintenance Programs EBE

The superintendentshall develop building and grounds cleaning and
maintenanceprograms for boardcapproval. After approval theplans shall be
shared with the appropriate administrators and classified staff.

L

The superintendenshall develop cleaningschedules to see that attendance

centers and grounds are free from litter and refuse.

Approved:

EBE-R Cleaning and Maintenance Programs EBE-R

Cleaning, sanitatiorand routine maintenanceplans shall bedeveloped by the
superintendent and may be published the appropriate handbook(s) or job
descriptions and/or employment contracts after board approval.

Approved:



EBH L easing and Renting EBH
lati t School Buildings

Schoolbuildings represent heavy investment téaxpayers of thdéocal school
district. It is thedesire of theboard thatmaximum use be made d&dcilities under
their jurisdiction for theeducational andecreationahctivities of thepatrons of the
local district. To extend theprivileges of using thefacilities, the board of
educatiorfinds it necessary to seedompliance to itsegulationsggoverning the use
of school buildings and facilities.

liscriminati

Personsrequesting use of facilities shall not lbscriminatedagainst based

upon age, sex, national origin, race, color, religion, or handicap.
I f Obtaini lity

A Request for Use of School Facilities form shall besubmitted to the building
administrator at least two weekwior to usagedate. Form are available at the
attendance centaffice. Building administratordetermine if thefacility request
is approved ordenied. Thebuilding administratoralso determines ifschool
equipment isapproved ordenied. Thebuilding administratoralso determines if
schoolequipment oisupplies can besed. Thegroup requesting the facility will be
notified by the building administrator regardingpproval, denial,fees, and
conditions of the use of school district facilities.

. E ibility
Schoolfacilities will only be available to organizedjroups inwhich one

individual agreesto assumeresponsibility for the facilitiesbeing used. This
includes thegpayment of any dangges done teschool property duringhe group’s
use. Theschooldistrict andit’s personnelccept naesponsibility for accidents.
USD 289 has the rightto requestadditional supervision. Allmaterials must be

picked up immediately following the use of the building.



EBH Leasing and Renting EBH-2
: | Closi ilities

Whenever aacility is used during non-schodiours, thebuilding shall be
opened andclosed by an administrative approved adslipervisor indirect
supervision (not participation). Aradministrative approvedupervisor shall
remain onduty for the duration of thevent. Custodial servicanust be performed
by schooldistrict personnel. Thgroup will pay custodial fees if custodial service
is deemed necessary by the administration.

Kitchen Use

Whenever thekitchen door is unlocked for useby a non-schoolgroup, the
group shall pay &itchenfee. Limited kitchen use(water, servingwindow, and
countertops) does not require a USD 289 food service worker toppesent.
However, full use of &itchendoes require a USD 28@®od service worker to be
present. In this case, tlggoup will beassessed a fee ttefray the cosof hiring
a food service employee.

Eee Adjustment

A group maysubmit a Request fowaiver of Feesform prior to usagedate if
they would likethe schooldistrict to considerreducing or waivinghe assessment
fees. Theform should besubmitted tothe building administrator. The final
decision will bemade by thduilding administrator in consultationith the central
office administration.

Written Guidelines

When afacility request is approvedhe group will be given acopy of the
Policy for the Use ofSchool Facilities by Non-SchoolGroups. USD 283does
reserve the right taliscontinue the use of a facility by a non-school group for

violating the written guidelines.



EBH Leasing and Renting EBH-3
Eee Assessment
The facility fee structure is approved by the USD 2B8ard of Education. The fee structure
shall be reviewed by the BOE periodically. Fplyment offees are due to theentral office no
more thanwveeksafter facility usage.During extended use of fdity, payment shall benade at least
eachthirty (30) days. If theestablished rates do not cover the cost of fmlity and custodial
charges, school district personnel may adjust the fees to cover actual expenses.
Deposit
USD 289 may require a group to pay a depogtior to the use of dacility.
The deposit would be usedto defray costs associated withdamage to the
equipment orfacilities. If no damagesoccurs, thedepositwould be returned in
full after all other fees have been paid.
Use of Facilities: Inclement Weather, Holidays, Emergencies, Sundays
If school is not inrsession due tonclementweather holidays, orbecause of an
unforeseenemergency,groups will not beallowed to usethe school district
facilities. If school is not insession,school district facilities are notavailable
(i.,e. Christmas break, Spring break).
il liqibil
Persondiving within the boundaries of USI289 are eligible to request school
facilities. Fifty percent ofthe group membership muslkive within the USD 289
boundaries. Thechooldistrict canrequire alist of organizationmembers and
addresses prior tapproving the facilityrequest. School facilities will not be
available for programs whichthe school would notsponsor. Except in an
emergencysituation, facilities will not be available toindividuals orgroups for
profit, personal gain, commercial interest, or political meetings without the

consent of USD 289 Board of Education.



EBH Leasing and Renting EBH-4
I ifications
A. Thefollowing groups areeducational in nature and are not charged for use

of facilities. However,they may be chargelbr weekend use dacilities
and weekdayvents involvingood.

Scouts BoosteClub 4-H
P.T.A ClassReunions FCA
WJIRC Alumni Assn. W.E.A.

B. Thefollowing groups areonsideredNot-for Profit Organizations:
Churches Civic Organizations Chamber ofCommerce
City Council Family Groups CollegeClasses

C. Thefollowing groups areonsideredProfit Organizations:
Local Businesses CommercialOrganizations Craft Shows
SportsTournaments Exercise/Danc&tudios

Approved:



Policy for the Use of School Facilities
By Non-School Groups
Wellsville School District USD 289

Introduction

Your group haseen grantegermission to use schodistrict facilities. Non-compliance
with the listed guidelines could result in forfeiture of use of the facilities. USD 289 assume no
responsibility in case of accidents. Members of your group should be made aware of these
guidelines to ensure proper use of facilities.

General Guidelines

The persorrequesting theise of thefacility and acceptingesponsibilityfor the groupmust

be present atach schduledevent.

This person igesponsible forestricting thepersons attending to the membership of the

group.

Young children must bsupervised at atimes byadults.

Immediatelyreport in written form anylamage to equipment gacilities.

Groupsrequestingadditionalschoolequipmen{chairs, tables, etcrpust submit a written

request aleast onaeveek priorto theevent.

Please arrive otime andleave ortime.

Food anddrinks are noallowed in thegymnasium orcarpetecareas.

School use othe building will take precedencever scheduled outsidgoups. You

could get burped.

9. If school iscanceledi.e. inclementweather), otsidegroups areautomatically canceled for
that day.

10. Snoking is not permittednside thebuilding.

11. Useof alcohol isprohibited.

12. Usethe facility so that naunusual wear odamage willoccur.

13.  Groupsusing the gymmust useshoesdesigned for gym use and nobrn onthestreet.

14. USD 289 doewot providestorage. Schools do nptovide scoreboard control panels.

15. Combustiblematerialgthat violate fireregulations may not besed.

16. Cal (785) 883-2057 if yowaregoing tocancelyour event.

PN ok NoE

. il <
Outside groups may be charged for usage. Make checks payable to USD 289. Mail check to the
attention of the Clerk of the Board, USD 289, P.O. Box 537, Wellsville, KS 66092.

During extended use of facility, payment shall be made at least once every thirty (30) days.



Wellsville Unified School District #289
6th & Walnut, PO Box 537
Wellsville, KS 66092

REQUEST FOR USE OF SCHOOL FACILITIES
(This form must be returned a minimum of 2 weeks prior to usage date.)

Building Requested:

Organization: Number of People anticipated

Contact Person: Do you live in USD 2897

(This person will be responsible for the group and will assume responsibility for any damages that
may occur.)

Address:

Phone # (Home) (Work)

Is attendance limited to membership of this group?
Is this a profit making group?
Describe specifically how the facility will be used:

Date(s) building will be used:
Time of use:: Begin End
Please list type of area and equipment needed:
(Commons, Red Gym, Blue Gym, Kitchen, P.A. System, Projectors, etc.)
1. 4

2. 5.
3. 6.
Signature of User: Date

Approved ( ) Denied ( )

Signature of Building Administrator date

Signature of Director of Facilities date

Copiesto: __ Superintendent __Director of Grounds
____SecondaryPrincipal ___FoodServiceDirector
____ElementanyPrincipal ___Grouprequestindacilities

Usage Fees: $
Comments:

Adopted: 8/23/99



Wellsville Unified School District #289
602 Walnut Street
Wellsville, KS 66092-8746

REQUEST FOR WAVIER OF FEES
FOR SCHOOL FACILITIES USE
(This form must be returned a minimum of 2 weeks prior to usage date.)

Building Requested:
Organization:
Number of People anticipated:

Contact Person: Do you live in USD 2897

(This person will be responsible for the group and will assume responsibility for any damages that
may occur.)

Address:

Phone # (home) (Work)

Is attendance limited to membership of this group?
Is this a profit making event?
Describe specifically how the facility will be used:

Date(s)/Time(s) Building will be used:
Reason for Wavier Request:

Signature of user: Date

Approved ( ) Denied ()

Signature of Building Administrator date

Signature of Director of Facilities date

Copiesto: __ Superintendent __Director of Grounds
____Secondaryrincipal ___FoodServiceDirector
____ElementanyPrincipal ___Grouprequestindacilities

Usage Fees: $
Comments:



VIl - Use of School Building and Facilities

i |assificati
Facility A B C Custodial Time

Classroom NC $10.00 $15.00 1/inutes
*Classroom NC $20.00 $25.00

Kitchen (limited) NC $15.00 $20.00  hour
*Kitchen (limited) NC $25.00 $30.00

Kitchen (full) NC $15.00 $20.00 2hours
*Kitchen (full) NC $25.00 $30.00

Gymnasium NC $15.00 $20.00  3éninutes
*Gymnasium NC $25.00 $30.00

Commons w/o food NC $10.00 $15.00 3@inutes
*Commons w/o food NC

Commons w/food NC $15.00 $20.00 1hours
*Commons w/food NC $25.00 $30.00

Custodian NC $15.00 $15.00
*Custodian $15.00 $15.00 $15.00 ourminimum

FoodService Worker NC $15.00 $15.00
*Food Service Worker $15.00 $15.00 $15.00 ourminimum

Deposit (ifrequested) $200/use $200/use $200/use

Classification rates that are listed are on a per hour basis.

*Use of facility that is not during regular school or custodial hours requires USD 289 to hire an
employee. The group using the facility will be charged a rate of $15.00/hour to compensate for
custodial overtime.

Full use of a kitchen requires a food service worker to be present. An additional fee of $15.00 per
hour will be assessed to the group using the facility to compensate for the food service overtime.



EBI Long-Range Maintenance Program EBI
The director of buildingsand grounds shalldevelop annuallypriority lists
outlining long-range maintenance of school property, buildings and grounds.

Approved:

EBI-R Long-Range Maintenance Program EBI-R

The superintendenshall present a repotb the boardannually concerning the
district's maintenanceoriorities. A cost analysis report shall ksttached to the
report.

Approved:

EBJ Records EBJ

All recordspertaining todistrict-wide maintenancecosts shall bdiled in the
central office. ~When practical, a cost analysi®f existing and proposed
maintenance programs shall be developed by the director of buildings and grounds

Approved:

EC Equipment and Supplies M anagement EC
The superintendenshall keep up-to-date inventoryrecords on allequipment
and supplies.
-
All packing lists will be checkedagainst all invoices foraccuracy by the
superintendent or person responsible for receiving supplies.

Approved:



EC-R Equipment and Supplies M anagement EC-R

A quantity control system isneeded inorder to prevent shortages or
mismanagement afistrict-ownedequipment oisupplies. Thesystemshall bekept
up-to-date and baccurate enough tprovide information for budget preparation
each year.

-

Upon verification by the purchasingagent thatreceivables are irorder, the
merchandiseshall be sento the appropriatdocation assoon aspossible. Each
building principalshall be responsible for thelocation orstorage of allsupplies
and equipment. If theitems cannot bealelivered to theproper destination,they
will be stored in an appropriate storage area.

Backorders shalbe filed with the invoice andattached to thepurchaseorder.
Periodic checkshall bemade todeterminewhetherback ordershave beerfilled
and delivered.

Approved:

ECA HIPAA Palicy (Also see JRB) ECA
Thedistrict shall complywith all applicable HealthnsurancePort-ability and Accountability Act

(HIPAA) provisions ensuring the confidenti-ality of protected health information.

Staff Training Required

The district shallprovide appropriateandtimely professionaldevel-opmengctivities regarding
HIPAA requirements.

Compliance Required

All staff shall abide byHIPAA requirements anchaintain theconfi-dentiality of protected health
information. Thedistrict shallprovidenotice to $aff and students agquired by law.

Approved: July 28, 2003



ECH Printing and Duplicating Services ECH
The copyright laws of theUnited Statesmake it illegal foranyone toduplicate copyrighted

materials withoutpermission. Severepenalties areprovided for unauthorized copying of all
materials covered by the act unless the copying falls within the bounds of the "“fair use" doctrine.
Any duplication ofcopyrightedmaterials bydistrict employeesnust be done with permission of
the copyright holder or within the bounds of "fair use."
The legal orinsurance proteitin of the district shall not be extended gohool emfmyees who
violate any provisions of the copyright laws.

Approved: July 28, 2003

ECH-R Printing and Duplicating Services ECH-R

In accordancevith school board policjfeCH, 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 igpermissible for suclpurposes as criticisngomment,newsreporting,
teaching, scholarship aesearch. Ifduplicating or altering groduct is to fall
within the bounds offair use,thesefour standardsnust be met for any of the
purposes:

THE PURPOSE ANDCHARACTER OF THEUSE. The usenust be forsuch
purposes adeaching orscholarship andmust be nonprofit. Fair use would
probably allow teachers actiran their own tocopy smallportions ofwork for the
classroom but would not allow a school system or an institution to do so.

THE NATURE OF THE COPYRIGHTEDWORK. Copyingportions ofa news
article mayfall under fair use but notcopying from aworkbook designed for a
course of study.

THE AMOUNT AND SUBSTANTIALITY OF THE PORTIONUSED. Copying

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



ECH-R Printing and Duplicating Services ECH-R-2
be. At thesametime, howevergxtracting ashortsequence from aémmfilm may
befar differentfrom ashortexcerpt from aextbook,because two or three minutes
out of a 20-minute film might be thevery essence of that production atidus
outside fairuse. Undenormal circumstancesextractingsmall amounts out of an
entire work would be fair use, but a quantitative test alone does not suffice.

THE EFFECT OF THE USE UPON THHEPOTENTIAL MARKET FOR OR
VALUE OF THE COPYRIGHTED WORK. If resulting economicloss to the
copyright holder can behown,even making aingle copy of certain materials is
an infringement, andmaking multiple copies presents thedanger of greater
penalties.

Prohibited Practice

A teacher may nomake multiple copies of a work for classroom use if it has
alreadybeen copied foanotherclass in thesameinstitution; make multiple copies
of a shortpoem,article, story, oressayfrom the sameauthormore than once in a
classterm or make multiple copiesfrom the samecollective work or periodical
issuemorethan three times serm; make multiple copies of worksmore than nine
times in thesameclassterm; make acopy of works to take the place of an
anthology; and may notmake a copy of “consumable” mateals, such as
workbooks.

Permitted Practice

A teacher may make--for use stcholarlyresearch, iieaching oinin preparation
for teaching aclass--a singlecopy of thefollowing: a chapterfrom a book; an
article from a periodical or newspaper; short story, short essayor short poem
(whether or nofrom a collectedvork); achart, graphdiagram,drawing,cartoons
or picture from a book, periodical or newspaper; mayake (for classroom use

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



ECH-R Printing and Duplicating Services ECH-R-3
a completepoem (if it hasfewer than 250 wordandis printed on notmore than
two pages), arexcerpt from aprose work (if theexcerpt has fewer thah,000
words or 10 percent of thework, whichever isless) and one chart, graph,
diagram, cartoon or picture per book or periodical.

A library may, for interlibrary-loarpurposesmake up to sixcopies a year of a
periodical published within théast five years,make up to sixcopies a year of
smallexcerptdrom longerworks, makecopies of unpublishedorks for purposes
of preservation and security amaake copies ofout-of-print worksthat cannot be

obtained at a fair price.

ideli E N i E cast

Programming for Education Purposes

A broadcastprogram maybe recordedoff-air simultaneously with broadcast
transmission(including simultaneousable retransmission) andetained for a
period not toexceed thdirst 45 consecutive calendataysafter date ofrecording.
Upon conclusion ofsuch retentiomperiod, all off-airrecordingsmust beerased or
destroyed immediately.

Off-air recordings may be useohce byindividual teachers in the course of
relevant teaching activities and repeated once, only when instructional
reinforcement isnecessary, iclassrooms andimilar placesdevoted toinstruction
within a singlebuilding, cluster or campus, awell as inthe homes ofstudents
receivingformalizedhomeinstruction,during thefirst 10 consecutiveschool days
in the 45 calendaday retentionperiod. “School days”’are schoolsession days--
not counting weekends, holidays, vacations, examination periods or other

scheduled interruptions--within the 45 calendar day retention period.



ECH-R Printing and Duplicating Services ECH-R-4

Off-air recordings may benadeonly at the request o&dnd used by individual
teachers and may not be regulangcorded in anticipation of rempsts. No
broadcasprogram maybe recordedoff-air more than once at theequest of the
same teacher, regardless of the number of times the program may be broadcast.

A limited number ofcopies may beeproduced fromeach off-air recording to
meet thdegitimateneeds of teachers undireseguidelines. Eachsuch additional
copy shall be subject to all provisions governing the original recordings.

After thefirst 10 consecutiveschooldays,off-air recordings may be used up to
the end of the 45 calenddayretention period onlyor evaluationpurposes by the
teacher, i.e., to determine whether or not to include the broad
cast program in the teachingurriculum. They may not beused for student
exhibition or any other non-evaluation purpose without authorization.

Off-air recordingasneed not baused in theirentirety, but therecorded programs
may not be altered fromtheir original content. Off-air recordings may not be
physically orelectronicallycombined or merged toonstituteteachinganthologies
or compilations.

All copies of off-air recordingsmust include thecopyright notice on the
broadcast programs as recorded.

Computer Software

District employees maymake a back-up copy ofcomputer programs as
permitted bycurrent FederaLaw. Back-up copies may beused for archival
purposesnly and all archival copieshall be destroyed in thevent that continued
possession of the computer program should cease to be rightful.

When software is usedn a disk-sharingsystem, effortsshall be made to

secure this software from copying.



ECH-R Printing and Duplicating Services ECH-R-5
lllegal copies of copyrighteghrogramsshall not bemade orused on school
equipment.

Approved:

ED Student Transportation Management (see JGG) ED
Operation of School Buses
The system of school busansportation shall beperated taransport pupils to
and fromschool. Theschoolbusesmust complywith regulations ofthe State of
Kansas regarding school bus transportation.
Bus routes will beestablished in thenost efficient andsafestmannerpossible.
In theinterest of efficiency andsafety,students may basked to walka reasonable
distance.
Pupils Permitted to Ride School Bus to School
Only those pupils residing outside of tlegy limits of the city of Wellsville and
those studentBving within the city limits who utilize child careservices outside
of the city limits, if the bus hasseatingavailable andgoes directly by the child
careserviceproviders residence, shall lpermitted toride the school bus to and
from school. TheDistrict TransportatiorDirector shall determine if the bus has
seating available and the route of the bus.
Buses do not Operate Beyond District Boundaries
The buses ofUnified School District No 289 shall not operate beyond the
boundaries of thalistrict for the purpose of transporting students to drmm

school.



ED Student Transportation Management (See JGG) ED-2
.
a. The schoolbuses may beperated tdransport students to ariicbm

school activities suchsathleticcontestsmusiccontestsfield trips,

etc.
b. Coaches whalrive activity buses shall bpaid at aflat rate pertrip.
Self-Transportation of Pupils

Those pupils who drivevehicles to schookhall park theirvehicles in the
designatedstudent parkingarea if they use thaechool parkinglot. The vehicles
are not to be driven without permission de principal until schoolis dismissed
in the afternoon. Violations of this policy may result in suspension from school.

School Buses Not Used by Outside Organizations

The school buses may baused by anyorganization notconnectedwith the
school.

Disclosure Form

Any district employee wh@lans to drive a schoalehicle musfile a disclosure
form with the transportation directoprior to driving. Theform is shown on the
following page.

Approved:

EDAA School Vehicles (District-Owned Buses) EDAA
Schoolbuses andther school vehicles will not beloaned, leased orsubcontracted to any

person, groups of persons or organizations except as allowed by law subject to board approval.

bl

All schoolvehicles will be adequateipsured.



EDAA School Vehicles (District-Owned Buses) EDAA-2
Safety

Every schoolvehicle driver shall have authoritgnd responsibility for thgpassengersading in
school vehicles.

Students ootherpersonsiding schoolbuses whoviolate district buspassenger rulewill be
reported tathe properadministrativeofficial. Violations of these rulesnay result in disciplinary
action by school officials.

Speed Limits

The board may set spedd limits for district buses,which may be lowerthan state-allowed

maximum speed limits.
Safety Inspection

The superintendent shall lesponsible for buand other transpor-tatianspections.

Defects found in schoolvehicles shall be repaired aoon as possible. Thdirector of
transportation shall be responsible for keeping school vehicles in good operating condition.

heduli I ing

Scheduling and routing shdde the responsibility ofthe superintendent.

Busand transportation schedules and routing maiide updated annually pr to the opening
of school.

Records

Every bus orother driver of school vehicles will keep accuratgecords pertaining toeach
assigned vehicle. The types of records shall be developed by the superintendent.

Any record developed by the district for tipeirpose ofmonitoring vehicle use will include but
will not be limited to thefollowing information: miles driven eachtrip, gas and oil usaggurpose
of thetrip, destinationtime of departure andime of return. Suchrecordswill be signed byeach
driver at the conclusion ofach trip andsubmitted to thgpersonresponsible focollection ofthese
records. Amannualsummary reporwill be used in thecompilation of the disict's budget. Acopy

of the annual report may be given to the board on or before the regular board meeting in June or



EDAA Schoaol Vehicles (District-Owned Buses) EDAA-3
upon request.
Licensing of Drivers
It shall be the responsibility @il school bus drivers toegister with the superintendent annually
the validity of license certification by th&ansasDepartment oRevenue. If aschool budriver's
licenseis suspended arevoked at any time, theuspension or re@cation shall be reported to the
superintendent and tlEnployee shaimmediately cease thing a schoolbus. School bus drivers
shall receive acopy of this policy annualy on registeringtheir driving certification with the
superintendent.
Housing of School Vehicles
All schoolvehicles shall bdvoused inareas designated lilie super-intendent.Buses may be
housed in the district'sentralstoragearea orassigned to aesignated driver who mayenhouse
the bus as directed.
If district cars owvans are assigned ttesignatecemployees, themployee shall beesponsible
for the proper caremnaintenance antousing of thevehicle either at alistrict-ownedsite or at the
employee's residence.

Approved: July 28, 2003

EDAA-R School Vehicles EDAA-R
Safety
Any student or other person riding in schdmlses whoiolates therules of the
district and/or the leasingompany inregard to suclpassengers will beeported to
the proper administrativeofficial. Violations of said rules by students ather

such persons may result in disciplinary action by school officials.



EDAA-R School Vehicles EDAA-R-2
Safety Inspection

Any defect found in a schoolvehicle leased for thalistrictis useshall be
repaired assoon aspossible. Theleasing company shall be responsible for
keeping school vehicles in good operating condition.

hedull I ing

The director of transportation shafpirepare for the superintendent bus and
transportation schedules and routintaps to beupdated annuallyprior to the
opening of school.

Records

Any recorddeveloped by théistrict or the leasingcompany for thepurpose of
monitoring vehicle usewill include butwill not be limited to the following
information: miles driven eachtrip, gas and oilusage,purpose of thetrip,
destination,time departing andime of return. Suchrecords will be signed by
eachdriver at theconclusion ofeachtrip and submitted to thgperson responsible
for collection of said records.

An annual report tabulating suchdata in therecord will be used in the
compilation of thedistrictis budget. Aopy ofsaid annualreport may begiven to
the board on or before the regular board meeting in June or upon request.

Housing of School Vehicles

District cars or vans shall bassigned ta designatecemployee whashall then
be responsible for the properare, maintenance antiousing of thevehicle at a
district-owned site.

Approved:



EE Eood Services Management EE
A supervisor may béired by theboard to oversee thdistrict's food service
program.
Sanitation Inspections
The building principal shall inspecteach lunchroom toensure that proper
sanitation procedures are being followed.
Records
The supervisor shall beesponsible fokeepingfood servicerecordsrequired
by state and federal laws and regulations.

Approved:

EE-R Eood Service Management EE-R
The supervisor shall beinder the direcsupervision of thesuperintendent and
shall havecontrol over all aspects of tha&istrict'sfood serviceprograms subject
to board policy, rules and state and federal regulations.
Any changes irmealprices shall beletermined by thé&oard.

Approved:

EF Data Management EF
Data Dissemination

Data collected by thedistrict may bedisseminated with board approval in

accordance with current law.
I : s

Data collected in thedistrict may beprovided to authorizedstate or federal
government educatiomgencies upoproperrequestsubject to the approval of the
board or provisions of law.

Approved:



