
TABLE OF CONTENTS (TC)
E--BUSINESS MANAGEMENT

SN  Excludes fiscal management.

EA Goals andObjectives
EB Buildings and GroundsManagement - KSA58-1301 to 58-1305; 12-1769;
72- 8212
EBA Insurance Program -KSA 72-8401 etseq.
EBA Casualty - KSA72-8401 et seq.
EBA Liability - KSA 72-8401 etseq.
EBAA Workers'Compensation
*EBAC Self-Insurance
EBB Safety
EBB Fire Prevention -KSA 31-150; 31-133
EBB WarningSystems - KSA 31-133
EBB SafetyInspections (SeeJGF)

Heating and Lighting
EBBA HazardousWasteInspection and Disposal
*EBBC Emergency Drills (AlsoJGFA)
*EBBD EmergencyClosings (Also AFC; SeeJGFC)
*EBBE Traffic andParking Controls (SeeJGFF)
EBC Security - KSA 72-8222
EBCA Vandalism
EBCA VandalismProtection (See EBC)
EBCA Vandalism:Restitution forDamage - KSA72-5386
EBCA Offering aReward - KSA 12-1672a
EBCA Return ofSchool Property
EBE Cleaning Program - KSA65-202; 72-8212;72-1033
EBE Sanitation
*EBGA Routing(See EBE)
*EBGB Emergency(See EBE)
*EBH Leasing and Renting (See KG,DFG) - KSA 72-8225; 55-211; 55-211a
EBI Long-RangeMaintenanceProgram
*EBIA Buildings
*EBEB Grounds
EBJ(See EBI) Records
*EBJA Types
EC Equipment andSuppliesManagement
EC Receiving
EC EquipmentMaintenance
*ECA Insurance Program (SeeEBA) - KSA 72-8401 etseq.
*ECAA Casualty (SeeEBA)
*ECAB Liability (SeeEBA)
*ECAC Self-Insurance - KSA44-505b,(e); 72-8414
*ECC Warehousing
*ECD Distribution
*ECE Leasing and Renting (SeeDFG) - KSA 72-8225; 55-211; 55-211a
*ECG Records
*ECGA Types
ECH Printing andDuplicating Services
ECH ProhibitedPractice
ECH Permitted Practice
ECH Programming for EducationalPurposes
ECH ComputerSoftware



ED Student TransportationManagement(SeeJGG) - KSA72-8301 etseq.
*EDA Carrier Types
EDAA SchoolVehicles(Buses) - KSA 72-8301 etseq.
EDAA Liability
EDAA Safety - KSA72-8301 etseq.
EDAA Safety Inspection
EDAA Scheduling and Routing
EDAA Records
EDAA Licensing of Drivers
*EDAB LeasedBuses
*EDAC Contracted BusService
*EDAD Public Carriers
*EDAE PrivateVehicles
*EDB Insurance Program (SeeEBA) - KSA 72-8401 etseq.
*EDBA Casualty
*EDBC Self-Insurance
*EDCB Student Conduct (See JCD)
EDDA Special Use ofSchoolBuses(SeeEDAA)
*EDDB Walkers andRiders(Also JGGA)
*EDE MaintenanceProgram
EE FoodServiceManagement - KSA72-5112 etseq.; 72-5213; 72-5113
EE SanitationInspections (SeeEBE)
EE Records
*EEA Free Lunch Policy
*EECA Types of Records -KSA 72-5112 etseq.; 72-5121
EF DataManagement - KSA75-4707; 72-8227; 72-7527; 72-7528;

45-215 etseq.
SN  For policies of a general nature on the generation and

control of statistical and other information as desired
by the district and/or required by state and federal
regulations.  See also "Records" and "Report" in Index.

EF DataDissemination
EF To Education Agencies(See MI)
*EFA DataCollectionPurposes
*EFB DataCollection andRetrievalMethods
*EFC DataAnalysis



EA Goals and Objectives EA

The district's business affairsshall bemanaged in themost economical and

efficient manner possible.

Thesuperintendent has authority tomanage thedistrict'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 andgrounds shallprepare for the superintendent a

comprehensive program whichwill insure propermaintenance of alldistrict owned

property.

Approved:

EBA Insurance Program EBA

All district-ownedproperty,real andpersonal,will be insured tocover losses

from natural causes,fire, vandalism andother casualties. Insurance shallalso

cover theft of district monies.

Liability Other Than For Vehicles

To the extent permitted bylaw, 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 Insurance Program EBA-R

The district may designate one ormore insurance agents ofrecord. The

superintendent may work withthe insuranceagent ofrecord orgroup-funded pool

to develop adequateinsurance programs and/orproposalscovering thedistrict's

employees and property.

Approved:

EBAA Workers Compensation EBAA

The district will participate inworkers compensation asrequired by current

statute. Thecombinedworkers’ compensationbenefits and salaryreceived 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 by workers compensation.

Workers compensation coverage isprovided for all employeesregardless of

assignment,length ofassignment,and/orhoursworked perday. Benefits are for

personal injuryfrom accident orindustrial diseases arising out ofandin the course

of employment in the district.

Theworkerscompensation planwill provide coverage formedicalexpenses and

wages to the extentrequired by statute tothoseemployees whoqualify; however,

the amount ofworkers compensationbenefits and sickleave benefits shall not

exceed aregular daily rate ofpay. An employeeusing sick leave,or other

availableleave, incombinationwith workerscompensationwill be charged for one

full or partial day of sickleave, asprovided for in the sick leave policy or the

negotiated agreement, foreach day ofabsenceuntil the employee’ssick leave is

exhausted.



EBAA-R Workers Compensation EBAA-R-2

Any employee who is offwork and drawing workers compensationshall be

required to provide the clerk of the board with a writtendoctor’srelease before the

employee isallowed to return to work. In addition, should theemployee be

released toreturn to work by a doctor and failto 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 designatedhealth careprovider to

provide medical assistance to anyemployee who suffers an injury while

performing their job.

Approved:

EBB Safety EBB

The district shall make reasonableefforts to provide a safeenvironment for

students and employees.

Safety Rules

The superintendent andstaff shall developnecessaryrules andregulations for

student safety in school and at school activities.

Safety Unit

Teachers whoinstruct inhazardouscurriculumareas willteach aunit eachyear

or semester dedicated to safety rules inherent in the particular subject matter.

Appropriatesafetysigns,slogans orother safetyitemsshall 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 theteacher.Teacherswill

conduct periodic reviews of safety rules during the school year.



EBB Safety EBB-2

Warning System

The board will seek tocooperate with localgovernmentofficials, emergency

preparedness authorities and otherrelated state agencies tomaintain adequate

disaster warning systems.

Safety Inspections

The superintendent,building principals and maintenancepersonnel will

regularly inspecteachattendancecenter,playground and playgroundequip- ment,

boilers, bleachers and other appropriate areas tosee that theyare adequately

maintained.

If repairs arenecessary, theindividual conducting the investigation shall

immediatelyinform the buildingprincipal, superintendent orimmediatesupervisor

in writing. Necessarystepseither to repair or toremove thedefect will betaken

assoon aspossible. Defectsrequiringexpenditure ofmoney will be reported to

theboard incompliancewith JG. Any defects notimmediatelyremoved, repaired

or otherwiseeliminated shall be blocked off with fences or otherrestraining

devices.

Heating and Lighting

All furnaces,boilers andlighting fixtures will be inspected annuallyto ensure

safety for students,district employees andpatrons. Thesedevicesshall meet

minimum state and federal standards.

Approved:  KASB Recommendation7/96



EBBA Hazardous Waste Inspection and Disposal EBBA

Inspection

Regular inspection ofdistrict facilities for hazardous waste shall beconducted by theDirector of

Building and Grounds.  Written records of these inspections shall be maintained.

Disposal

When hazardous wastematerial is produced in a class, or 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 shall develop written rules and

procedures for notifyingdistrict administratorsthat hazardous waste hasbeen

discovered and/orproduced andrules for reporting the properdisposal ofwaste.

Theserules andregulations shall be distributed to allstaff members inclassified

and certified handbooks.

Approved:

EBBD Evacuations and Emergencies EBBD

If an emergencyinterfereswith the normal conduct ofschoolaffairs, students

maybedismissedfrom school only by the superintendent (ordesignee). Aplan for

emergencydismissal of studentsduring the school day shall bedeveloped by the

superintendent andapproved by theboard. Acopy shall be filedwith the clerk

and procedures for dismissalshall 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 notbedismissedearlybecause of anemergency when thesafety of

students and teachers is better served by remaining at school.

During an emergencyperiod when there is insufficient warning time, the

district will keep allstudentsunder schooljurisdiction andsupervision. The staff

shall remain onduty to supervise studentsduring this time. Parents maycome to

school andpick up their children. Students shall bereleased according to board

policy for release of students during the school day. (See JBH)

School-Closing Announcements

When thesuperintendent believes thesafety of students isthreatened by severe

weather orother circumstances, parents andstudents shall benotified of school

closings or cancellations by announcements made over radio/TV station(s).

Bomb Threats

If there is abomb threat or similar emergency, theprincipal shall seethat

students areescorted to a safeplace. Theprincipal shall notify law enforcement

agencies of the threat andrequest a thorough inspectionof the buildings and

grounds.  Other contingencies as noted in the crisis plan shall be followed.

If it is determinedthat no dangerexists to the studentssafety and ifthere is

time remaining in the school day, school shall be resumed.

Planning for Emergencies

Eachbuilding principalshall developappropriateemergencyprocedureswhich

shall be included in thedistricts crisis plans. (See EBBF) As appropriate,

portions of the crisis plan developedshall 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 ensuringstudents areinstructed 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 andother individuals who mayneed assistance

from staff members to safely exit the building.

Eachprincipal shall conductbriefingswith the staff concerning theemergency

plan.

Eachteachershallexplain the plan tostudentsunder theirjurisdictionprior to a

date established bythe principal. Within one weekthere-after, the building

principal shall conduct asurprise drill. Other drills shall be held at times

determined by thebuilding principal. However, atleast one of thethree tornado

drills required by law shall beheld prior to the tornado seasonbeginning each

April.

Building principalsshallprovide parentswith a copy of the emergencyplans at

the beginning ofeachschoolyear. Eachemergencydrill planshall bereviewed by

the superintendent and filed with the clerk.

Approved:  KASB Recommendation 7/96



EBBF Crisis Planning (See EBBD) EBBF

Thesuperintendent, incooperation witheach buildingprincipal, shalldevelop a

plan to deal withcrises in anattendancecenter. Eachplan shall beapproved by

the board before it is implemented.

Approved:  KASB Recommendation7/96

EBBF-R Crisis Planning EBBF-R

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

Building principals shall train staff to implement the building plan. As

necessary, students and parents will be informed about details of the plan.

Crisisplans shall be subject to regularreview by theadministration. If aplan

is implemented, theboardshall 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 attendancecenters.Other measuresmay be taken to

preventintrusions ordisturbances from occurring in schoolbuildings or trespassing on school

grounds. Thedistrict will cooperate with lawenforcement in security matters andshall, asrequired

by law, report felonies and misdemeanorscommitted atschool, onschool property or at school-

sponsored activities.

Reporting Crimes at School to Law Enforcement

Any district employee whoknows or hasreason tobelieve any of thefollowing has occurred at

school, on school propertyor at a school-sponsoredactivity shall immediately report this

information tolocal law enforcement: an actwhich constitutes the commission of a felony or a

misdemeanor; or an actwhich involves thepossession, use ordisposal ofexplosives,firearms or

other weapons as defined in current law.



EBC Security and Safety EBC-2

It is recommended thebuilding administrator also benotified.

Reporting Certain Students to Administrators and Staff

Administrative,professional or paraprofessional employees of a school whohave information

that apupil has engaged in thefollowing shall report the information and the identity of the pupil to

thesuperintendent. Thesuperintendent shallinvestigate thematter and if it isdeterminedthe student

hasbeen involved in thefollowing, thesuperintendent shall provideinformation,and the identity of

the student to all employees who are involved orlikely 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 student whohasbeen adjudged to be a juvenileoffender andwhose of-fense, ifcommitted

by an adult, wouldconstitute a felony,except afelony theft offenseinvolving no direct threat to

human life;

Any student whohasbeen tried and convicted as an adult of anyfelony, ex-cept theftinvolving

no direct threat to human life.

Annual Reports

Theprincipal ofeachbuilding shall prepare allreportsrequired by law and presentthem to the

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

identifiable information aboutstudents.Thesereports andthis policy may bemade availableupon

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

Staff Immunity

No board of education, board member,superintendent ofschools or schoolemployee shall be

liable for damages in acivil 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/Location Student/s orPerson/sInvolved BriefDescription

1.

2.

3.

4.

5.

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

Signed:____________________________________________________________
Administrator or otherschool employee.

cc: Superintendent ofSchools, USD____ Student/sfile



– 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:

1.  Any student who has been expelled for conduct which endangers the safety of others;
2.  Any student who has been expelled for commission of felony type offenses;
3.  Any student who has been expelled for possession of a weapon;
4.  Any student who has been adjudged to be a juvenile offender and whose 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.

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.   I
acknowledge this responsibility and agree that I will disclose the above information only to other
USD _____ employees and officials. Violation of these privacy rights could include sanctions up
to and including termination.

Signed:__________________________________________________________
Schoolemployee who receivesthereport

Signed:__________________________________________________________
Administrator orschoolemployee makingreport



EBCA Vandalism EBCA

Vandalism Protection

All school personnel shall report anyvandalism totheir immediatesupervisor.

School personnel areexpected to lock orotherwise secure anyfiles, records, safes

or similar compartments at the close of each school day.

In the event ofvandalism, theboard mayoffer areward according tolaw.

Restitution for Damages

Theboard mayseekrestitutionaccording to law forloss anddamagesustained

by the district.

The principal shall notify the superintendent of anyloss of, or damage to,

district property. Thesuperintendentshall investigate theincident. The cost

involved in repairing thedamageand/or replacingequipmentwill be determined

after consultation with appropriate personnel.

When ajuvenile is involved, thesuperintendentshall contact theparents and

explain their legal responsibility. Theparents shall be notified in writing of the

dollar amount ofloss or damage. Routineprocedures will be followed for any

necessary follow-up to secure restitution from the responsible party.

Restitutionpaymentsshall bemade byjuveniles or their parents to thebusiness

office, andaccountsshall bekept. Persons oflegal ageshall beheld responsible

for their own payments. Ifnecessary, provisions may bemade for installment

payments.

Accounts not paid infull within the specifiedtime may beprocessed forlegal

action.



EBCA Vandalism EBCA-2

Return of School Property

School propertymust bereturned bystudents. If astudent does not return

district property, thedistrict may refuse toforward student recordsaccording to

law.

Approved:

EBE Cleaning and Maintenance Programs EBE

The superintendentshall develop building and grounds cleaning and

maintenanceprograms for boardapproval. After approval theplans shall be

shared with the appropriate administrators and classified staff.

Sanitation

The superintendentshall develop cleaningschedules to see that allattendance

centers and grounds are free from litter and refuse.

Approved:

EBE-R Cleaning and Maintenance Programs EBE-R

Cleaning, sanitationand routine maintenanceplans shall bedeveloped by the

superintendent and may be published inthe appropriatehandbook(s) or job

descriptions and/or employment contracts after board approval.

Approved:



EBH Leasing and Renting EBH

Regulations on Use of School Buildings

Schoolbuildings represent aheavy investment totaxpayers of thelocal school

district. It is thedesire of theboard thatmaximum use be made offacilities under

their jurisdiction for theeducational andrecreationalactivities of thepatrons of the

local district. To extend theprivileges of using thefacilities, the board of

educationfinds it necessary to seekcompliance to itsregulationsgoverning the use

of school buildings and facilities.

Nondiscrimination

Personsrequesting use of facilities shall not bediscriminatedagainst based

upon age, sex, national origin, race, color, religion, or handicap.

Procedure of Obtaining Facility

A Request for Use of School Facilities form shall besubmitted to the building

administrator at least two weeksprior to usagedate. Form are available at the

attendance centeroffice. Building administratorsdetermine if thefacility request

is approved ordenied. Thebuilding administratoralso determines ifschool

equipment isapproved ordenied. Thebuilding administratoralso determines if

schoolequipment orsupplies can beused. Thegroup requesting the facility will be

notified by the building administrator regardingapproval, denial,fees, and

conditions of the use of school district facilities.

Assumption of Responsibility

School facilities will only be available to organizedgroups in which one

individual agreesto assumeresponsibility for the facilitiesbeing used. This

includes thepayment of any damages done toschool property duringthe group’s

use. Theschooldistrict andit’s personnelaccept noresponsibility 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

Opening and Closing Facilities

Whenever afacility is used during non-schoolhours, thebuilding shall be

opened andclosed by an administrative approved adultsupervisor in direct

supervision (not participation). Anadministrative approvedsupervisor shall

remain onduty for the duration of theevent. Custodial servicemust be performed

by schooldistrict personnel. Thegroup 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 akitchen fee. Limited kitchen use(water, serving window, and

countertops) does not require a USD 289 food service worker to bepresent.

However, full use of akitchendoes require a USD 289food service worker to be

present. In this case, thegroup will beassessed a fee todefray the costof hiring

a food service employee.

Fee Adjustment

A group maysubmit a Request forWaiver of Feesform prior to usagedate if

they would liketheschooldistrict to considerreducing or waivingthe assessment

fees. Theform should besubmitted tothe building administrator. The final

decision will bemade by thebuilding administrator in consultationwith the central

office administration.

Written Guidelines

When afacility request is approved,the group will be given a copy of the

Policy for the Use ofSchool Facilities by Non-SchoolGroups. USD 289does

reserve the right todiscontinue the use of a facility by a non-school group for

violating the written guidelines.



EBH Leasing  and Renting EBH-3

Fee Assessment

The facility fee structure is approved by the USD 289Board of Education. The fee structure

shall be reviewed by the BOE periodically. Fullpayment offees are due to thecentral office no

more thanweeksafter facilityusage.During extended use of facility, payment shall bemade at least

eachthirty (30) days. If theestablished rates do not cover the cost of thefacility and custodial

charges, school district personnel may adjust the fees to cover actual expenses.

Deposit

USD 289 may require a group to pay a depositprior to the use of afacility.

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 insession due toinclementweather,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).

Facility Eligibility

Personsliving within the boundaries of USD289 areeligible to request school

facilities. Fifty percent ofthe group membership mustlive within the USD 289

boundaries. Theschool district canrequire alist of organizationmembers and

addresses prior toapproving the facilityrequest. School facilities will not be

available for programs whichthe school would notsponsor. Except in an

emergencysituation, facilities will not be available toindividuals or groups for

profit, personal gain, commercial interest, or political meetings without the

consent of USD 289 Board of Education.



EBH Leasing  and Renting EBH-4

Group Classifications

A. Thefollowing groups areeducational in nature and are not charged for use
of facilities. However,they may be chargedfor weekend use offacilities
and weekdayevents involvingfood.

Scouts BoosterClub 4-H
P.T.A ClassReunions FCA
WJRC Alumni Assn. W.E.A.

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

C. Thefollowing groups areconsideredProfit Organizations:
Local Businesses CommercialOrganizations Craft Shows
SportsTournaments Exercise/DanceStudios

Approved:



Policy for the Use of School Facilities
By Non-School Groups

Wellsville School District   USD 289

Introduction
Your group hasbeen grantedpermission to use schooldistrict 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
1. Thepersonrequesting theuse of thefacility and acceptingresponsibilityfor thegroupmust

bepresent ateach scheduledevent.
2. This person isresponsible forrestricting thepersons attending to the membership of the

group.
3. Young children must besupervised at alltimes byadults.
4. Immediatelyreport in written form anydamage to equipment orfacilities.
5. Groupsrequestingadditionalschoolequipment(chairs, tables, etc.)must submit a written

request atleast oneweek priorto theevent.
6. Please arrive ontime andleave ontime.
7. Food anddrinks are notallowed in thegymnasium orcarpetedareas.
8. School use ofthebuildingwill take precedenceover scheduled outsidegroups. You

could get bumped.
9. If school iscanceled(i.e. inclementweather), outsidegroups areautomatically canceled for

that day.
10. Smoking is not permittedinside thebuilding.
11. Useof alcohol isprohibited.
12. Usethe facility so that nounusual wear ordamage willoccur.
13. Groupsusing the gymmust useshoesdesigned for gym use and notworn onthestreet.
14. USD 289 doesnotprovidestorage. Schools do notprovide scoreboard control panels.
15. Combustiblematerialsthat violate fireregulations may not beused.
16. Call (785) 883-2057 if youaregoing tocancelyour event.

Financial Matters
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 289? ________
(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 ___________

Copies to: ___Superintendent ___Director ofGrounds
___SecondaryPrincipal ___FoodServiceDirector
___ElementaryPrincipal ___Grouprequestingfacilities

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 289? _____
(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 ___________

Copies to: ___Superintendent ___Director ofGrounds
___SecondaryPrincipal ___FoodServiceDirector
___ElementaryPrincipal ___Grouprequestingfacilities

Usage Fees: $______
Comments:



VII - Use of School Building and Facilities

Facility Use Classification

Facility A B C Custodial Time
Classroom NC $10.00 $15.00 15minutes

*Classroom NC $20.00 $25.00
Kitchen (limited) NC $15.00 $20.00 1hour

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

*Kitchen (full) NC $25.00 $30.00
Gymnasium NC $15.00 $20.00 30minutes

*Gymnasium NC $25.00 $30.00
Commons w/o food NC $10.00 $15.00 30minutes

*Commons w/o food NC
Commons w/food NC $15.00 $20.00 1 hours

*Commons w/food NC $25.00 $30.00
Custodian NC $15.00 $15.00

*Custodian $15.00 $15.00 $15.00 2hourminimum
FoodService Worker NC $15.00 $15.00

*FoodService Worker $15.00 $15.00 $15.00 2hourminimum
Deposit (ifrequested) $200/use $200/use $200/use

Important Information
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 superintendentshall present a reportto the boardannually concerning the

district'smaintenancepriorities. A cost analysis report shall beattached to the

report.

Approved:

EBJ Records EBJ

All recordspertaining todistrict-wide maintenancecosts shall befiled in the

central office. When practical, a cost analysisof existing and proposed

maintenance programs shall be developed by the director of buildings and grounds.

Approved:

EC Equipment and Supplies Management EC

The superintendentshall keep up-to-date inventoryrecords on allequipment

and supplies.

Receiving

All packing lists will be checkedagainst all invoices foraccuracy by the

superintendent or person responsible for receiving supplies.

Approved:



EC-R Equipment and Supplies Management EC-R

A quantity control system isneeded in order to prevent shortages or

mismanagement ofdistrict-ownedequipment orsupplies. Thesystemshall bekept

up-to-date and beaccurate enough toprovide information for budget preparation

each year.

Receiving

Upon verification by the purchasingagent thatreceivables are inorder, the

merchandiseshall be sentto the appropriatelocation assoon aspossible. Each

building principalshall be responsible for theallocation orstorage of allsupplies

andequipment. If theitems cannot bedelivered to theproper destination,they

will be stored in an appropriate storage area.

Backorders shallbe filed with the invoice andattached to thepurchaseorder.

Periodic checksshall bemade todeterminewhetherback ordershave beenfilled

and delivered.

Approved:

ECA HIPAA Policy (Also see JRB) ECA

Thedistrict shall complywith all applicable HealthInsurancePort-ability and Accountability Act

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

Staff Training Required

The district shallprovide appropriateandtimely professionaldevel-opmentactivities regarding

HIPAA requirements.

Compliance Required

All staff shall abide byHIPAA requirements andmaintain theconfi-dentiality ofprotected health

information. Thedistrict shallprovidenotice to staff and students asrequired 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 employeesmust be done with permission of

the copyright holder or within the bounds of "fair use."

The legal orinsurance protection of the district shall not be extended toschool employees who

violate any provisions of the copyright laws.

Approved:  July 28, 2003

ECH-R Printing and Duplicating Services ECH-R

In accordancewith school board policyECH, 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 ispermissible for suchpurposes as criticism,comment,newsreporting,

teaching, scholarship orresearch. Ifduplicating or altering aproduct is to fall

within the bounds offair use, thesefour standardsmust be met for any of the

purposes:

THE PURPOSE ANDCHARACTER OF THEUSE. The usemust be forsuch

purposes asteaching orscholarship andmust be nonprofit. Fair use would

probably allow teachers actingon their own tocopy smallportions ofwork for the

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

THE NATURE OFTHE 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, however,extracting ashortsequence from a16mmfilm may

befar different from ashortexcerpt from atextbook,because two or three minutes

out of a 20-minute film might be thevery essence of that production andthus

outside fairuse. Undernormalcircumstances,extractingsmall amounts out of an

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

THE EFFECT OF THE USE UPON THEPOTENTIAL MARKET FOR OR

VALUE OF THE COPYRIGHTED WORK. If resulting economic loss to the

copyright holder can beshown,even making asinglecopy of certain materials is

an infringement, andmaking multiple copies presents thedanger of greater

penalties.

Prohibited Practice

A teacher may notmakemultiple copies of a work for classroom use if it has

alreadybeen copied foranotherclass in thesameinstitution; makemultiple copies

of a shortpoem,article,story, oressayfrom thesameauthormore than once in a

classterm or make multiple copiesfrom the samecollective work or periodical

issuemorethan three times aterm; makemultiple copies of worksmore than nine

times in thesameclass term; make acopy of works to take the place of an

anthology; and may notmake a copy of “consumable” materials, such as

workbooks.

Permitted Practice

A teacher may make--for use inscholarlyresearch, inteaching orin preparation

for teaching aclass--a singlecopy of thefollowing: a chapterfrom a book; an

article from a periodical or newspaper; ashort story, short essayor short poem

(whether or notfrom a collectedwork); achart, graph,diagram,drawing,cartoons

or picture from a book, periodical or newspaper; maymake (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 wordsand is printed on notmore than

two pages), anexcerpt from aprose work (if theexcerpt has fewer than1,000

words or 10 percent of thework, whichever is less) and one chart, graph,

diagram, cartoon or picture per book or periodical.

A library may, for interlibrary-loanpurposes,make up to sixcopies a year of a

periodical published within thelast five years,make up to sixcopies a year of

smallexcerptsfrom longerworks,makecopies of unpublishedworks for purposes

of preservation and security andmakecopies ofout-of-print worksthat cannot be

obtained at a fair price.

Guidelines for Off-Air Recording of Broadcast

Programming for Education Purposes

A broadcastprogram maybe recordedoff-air simultaneously with broadcast

transmission(including simultaneouscable retransmission) andretained for a

period not toexceed thefirst 45 consecutive calendardaysafter date ofrecording.

Uponconclusion ofsuch retentionperiod, all off-airrecordingsmust beerased or

destroyed immediately.

Off-air recordings may be usedonce byindividual teachers in the course of

relevant teaching activities and repeated once, only when instructional

reinforcement isnecessary, inclassrooms andsimilar placesdevoted toinstruction

within a singlebuilding, cluster or campus, aswell as in the homes ofstudents

receivingformalizedhomeinstruction,during thefirst 10 consecutiveschool days

in the 45 calendarday retentionperiod. “School days”areschoolsession 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 bemadeonly at the request ofand used by individual

teachers and may not be regularlyrecorded in anticipation of requests. No

broadcastprogram maybe recordedoff-air more than once at therequest of the

same teacher, regardless of the number of times the program may be broadcast.

A limited number ofcopies may bereproduced fromeachoff-air recording to

meet thelegitimateneeds of teachers undertheseguidelines. 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 calendardayretention period onlyfor evaluationpurposes by the

teacher, i.e., to determine whether or not to include the broad

cast program in the teachingcurriculum. They may not beused for student

exhibition or any other non-evaluation purpose without authorization.

Off-air recordingsneed not beused in theirentirety, but therecorded programs

may not be altered fromtheir original content. Off-air recordings may not be

physically orelectronicallycombined or merged toconstituteteachinganthologies

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 of computer programs as

permitted bycurrent FederalLaw. Back-up copies may beused for archival

purposesonly and all archival copiesshall be destroyed in theevent that continued

possession of the computer program should cease to be rightful.

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

secure this software from copying.



ECH-R Printing and Duplicating Services ECH-R-5

Illegal copies of copyrightedprogramsshall not bemade orused on school

equipment.

Approved:

ED Student Transportation Management (see JGG) ED

Operation of School Buses

Thesystem of school bustransportation shall beoperated totransport pupils to

and fromschool. Theschoolbusesmust complywith regulations ofthe State of

Kansas regarding school bus transportation.

Bus routes will beestablished in themostefficient andsafestmannerpossible.

In the interest of efficiency andsafety,students may beasked to walka reasonable

distance.

Pupils Permitted to Ride School Bus to School

Only those pupils residing outside of thecity limits of thecity of Wellsville and

those studentsliving 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 bepermitted toride the school bus to and

from school. TheDistrict TransportationDirector 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 thedistrict for the purpose of transporting students to andfrom

school.



ED Student Transportation Management (See JGG) ED-2

Activity Buses

a. Theschoolbuses may beoperated totransport students to andfrom

school activities suchasathleticcontests,musiccontests,field trips,

etc.

b. Coaches whodrive activitybuses shall bepaid at aflat rate pertrip.

Self-Transportation of Pupils

Those pupils who drivevehicles to schoolshall park theirvehicles in the

designatedstudent parkingarea if they use theschool parkinglot. The vehicles

arenot to be driven without permission ofthe 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 beused by anyorganization notconnectedwith the

school.

Disclosure Form

Any district employee whoplans to drive a schoolvehicle mustfile a disclosure

form with the transportation directorprior to driving. Theform is shown on the

following page.

Approved:

EDAA School Vehicles (District-Owned Buses) EDAA

Schoolbuses andother school vehicles will not beloaned, leased orsubcontracted to any

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

Liability

All schoolvehicles will be adequatelyinsured.



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

Safety

Every schoolvehicledriver shall have authorityand responsibility for thepassengersriding in

school vehicles.

Students orotherpersonsriding schoolbuses whoviolate district buspassenger ruleswill be

reported tothe properadministrativeofficial. Violations of these rulesmay result in disciplinary

action by school officials.

Speed Limits

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

maximum speed limits.

Safety Inspection

Thesuperintendent shall beresponsible for busand other transpor-tationinspections.

Defects found in schoolvehicles shall be repaired assoon as possible. Thedirector of

transportation shall be responsible for keeping school vehicles in good operating condition.

Scheduling and Routing

Scheduling and routing shallbetheresponsibility ofthesuperintendent.

Busand transportation schedules and routing mapswill be updated annually prior to the opening

of school.

Records

Every bus orother driver of school vehicles will keep accuraterecordspertaining toeach

assigned vehicle.  The types of records shall be developed by the superintendent.

Any record developed by the district for thepurpose ofmonitoringvehicle use will include but

will not be limited to thefollowing information: miles driven eachtrip, gas and oil usage,purpose

of thetrip, destination,time of departure andtime of return. Suchrecordswill be signed byeach

driver at the conclusion ofeach trip andsubmitted to thepersonresponsible forcollection of these

records. Anannualsummary reportwill be used in thecompilation of the district's budget. Acopy

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



EDAA School Vehicles (District-Owned Buses) EDAA-3

upon request.

Licensing of Drivers

It shall be the responsibility ofall school bus drivers toregister with the superintendent annually

thevalidity of license certification by theKansasDepartment ofRevenue. If aschool busdriver's

licenseis suspended orrevoked at any time, thesuspension or revocation shall be reported to the

superintendent and theemployee shallimmediately cease driving a schoolbus. School bus drivers

shall receive acopy of this policy annually on registeringtheir driving certification with the

superintendent.

Housing of School Vehicles

All schoolvehicles shall behoused inareas designated bythe super-intendent.Buses may be

housed in the district'scentralstoragearea orassigned to adesignated driver who maythenhouse

the bus as directed.

If district cars orvans are assigned todesignatedemployees, theemployee shall beresponsible

for the proper care,maintenance andhousing of thevehicle either at adistrict-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 schoolbuses whoviolates therules of the

district and/or the leasingcompany inregard to suchpassengers will bereported to

the proper administrativeofficial. Violations of said rules by students orother

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 thedistrictís useshall be

repaired assoon aspossible. Theleasing company shall be responsible for

keeping school vehicles in good operating condition.

Scheduling and Routing

The director of transportation shallprepare for the superintendent bus and

transportation schedules and routingmaps to beupdated annuallyprior to the

opening of school.

Records

Any recorddeveloped by thedistrict or the leasingcompany for thepurpose of

monitoring vehicle usewill include but will not be limited to the following

information: miles driven each trip, gas and oilusage,purpose of thetrip,

destination,time departing andtime of return. Such records will be signed by

eachdriver at theconclusion ofeachtrip andsubmitted to theperson responsible

for collection of said records.

An annual report tabulating suchdata in the record will be used in the

compilation of thedistrictís budget. Acopy ofsaidannualreport 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 beassigned toa designatedemployee whoshall then

be responsible for the propercare,maintenance andhousing of thevehicle at a

district-owned site.

Approved:



EE Food Services Management EE

A supervisor may behired by theboard to oversee thedistrict's food service

program.

Sanitation Inspections

The building principal shall inspecteach lunchroom to ensure that proper

sanitation procedures are being followed.

Records

The supervisor shall beresponsible forkeepingfood servicerecordsrequired

by state and federal laws and regulations.

Approved:

EE-R Food Service Management EE-R

The supervisor shall beunder the directsupervision of thesuperintendent and

shall havecontrol over all aspects of thedistrict's food serviceprograms subject

to board policy, rules and state and federal regulations.

Any changes inmealprices shall bedetermined by theboard.

Approved:

EF Data Management EF

Data Dissemination

Data collected by thedistrict may bedisseminated with board approval in

accordance with current law.

To Education Agencies

Data collected in thedistrict may beprovided to authorizedstate or federal

government educationagencies uponproperrequest,subject to the approval of the

board or provisions of law.

Approved:


