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Educationalpublic relations is aplanned and systematic two-wagyocess of
communication between district and its internal and external publics. Its
program serves to sthulate a betterunderstanding of therole, objectives,
accomplishments andeeds of theorganization. Educationalpublic relations is a
managementunction which interpretspublic attitudes,identifies thepolicies and
procedures of an individuadrganization with the public interest and executes a
program of action toencourage publicinvolvement and toearn public
understanding and acceptance.

Approved:



KB Public Information Program (See CEE, CG and KBA) KB

Theboard shalkeep the public informed about tkehool system’sunctions ancbperations.
Newsletters and other Media
The board {may/shall}issue gpatronnewsletter. Thesuperintendenshall beresponsible for
the content of the district newsletter and other dis-trict-sponsored media or publications.
The superintendent shallirect thedissemination oflistrict informa-tion andeport to the board
as requested.
When approved by therincipal, attedance centeinnouncements or school-related information
may be sent home with students.
Providing Salary Information
Eachyear, on or abouOctober 1, theadministration shall deliver to mewspaper in the school
district a statement showing the following:
®* name, position and salary of the superintendent, deputy superintendent/s, and assistant
superintendent/s;
®* name, position and salary of any directors, principals and heads of de-partments;
®* name, position and salary of any other administrator with district-wide responsibilities.

Approved: July 28, 2003

KB-R  Public Information Program KB-R
The implementation of thgublic informationprogram of thedistrict shall be
the responsibility of the superintendent.
School-Sponsored Information Media
The superintendenshall be responsible for theontent ofthe school district
newsletter and suclther school-sponsorednformation media that is deemed
necessary.

Approved:



KBA District or School Web Sites (See KB,IIBG and ECH) KBA
The board may establish aistrict web site and magllow creation of welsites for individual
schools. Adistrict web site shall be under the control_of and schookeb sitesshall be
supervised by the principal (or ).
Web Site Rules
Detailed rulesrelating to websites are found inappropriatehandbooks or indocuments
approved by the board and filed with the clerk and/or principals.
School ruleshallinclude thefollowing areas:
® data privacy and FERPA regulations; (See JRB)
® copyright rules, relating to access and use of materials and the property rights of the district,
students or employees who create material; (See ECH and IIBG)
* board and administration shall determine web site content and monitor use by employees and
students.
District andschool web sites ammaintained tasupport thepublic relations and educationgto-
grams of thedistrict and/or theschools. Welsites may be modified aderminated at anyime by
board action.

Approved: July 28, 2003



SAMPLE HANDBOOK LANGUAGE / FORMS FOR
DISTRICT USE AFTER BOARD APPROVAL

General Information

Student Privacy Right¢See JRB)

Identifiable student images shall not be posted on district or school websites without prior written
permission from the student and, if under 18, the student's parent or guardian. The mailing add-
ress, telephone number or other personally identifiable information about any student shall not be
posted on district or school web sites. All applicable requirements of the Family Educational Rights
and Privacy Act (FERPA) shall be followed.

Copyrighted Material Posted On WebsittSee KBA)

Any original materials created by students are owned by those students. Original materials will not
be posted on district or school web sites without prior written permission of the student who created
the work. (Webmaster/Principal, etc.) shall be in charge of monitoring permission to
post copyrighted materials.

Software Copyright(See ECH)

Software acquired by staff using district or school web sites, and installed on district computers,
must comply with copyright laws. Proof of purchase (copy or original) must be filed in the district
office.

Downloading Copyrighted MaterialéECH)

Students and staff shall not download copyrighted materials without prior, written permission being
obtained from the author or creator of the material in question. See ECH for “fair use exceptions”
which may allow for limited use of copyrighted materials.



KBC Media Relations KBC

The board will attempt tocooperatevith mediarepresentatives.

News Releases

News and information concernirggchool events and programs may be released
to the presswith the approval of the administrator of the schoolppogram. All
other news releasegrepared for publicdistribution under the auspices of the
district by employees orstudents of the district shalhave approval of the
superintendent prior to release.

Conferences and Interviews

All news conferences andterviews will be scheduled in such emannerthat

they do not disrupt the regular educational activities of the schools.

Approved:

KBC-R Media Relations KBC-R
News Releases
The superintenderghall prepare copies afews releaseapproved byhis office
for members of the board upon request.

Approved:

KBCD Extra Curricular KBCD
Members of theworking presswill be admittedfree of charge to allschool
extra curricular activities of the district upon presentation of proper credentials.

Press Services
To the extentpossible,space will be provided at aiports andspecial events

for members of the working press to cover the extra curricular activities.



KBCD  Extra Curricular KBCD-2
| . I ing
The superintendent iauthorized toestablishrules andregulations for the
broadcasting and taping of extra curricular activities of the district.

Approved:

KBCD-R Extra Curricular KBCD-R
The appropriate building principalshall be responsible fordetermining
eligibility and issuing passes tmembers of thewvorking presswishing to cover
school events.
I . I ing
Members of thebroadcasmediashall notify the superintendenprior to
the event theyish to cover inorder thatarrangements may beade fortheir
equipment.
Retired School Employee Passes
Eachemployee whaetired undelKPERS and theemployee's spouse shall be
issued dree athleticpass. Applications forpasses may bebtained at thgunior-
senior high school office.
Senior Citizen Passes
Senior citizenssixty five (65) andover shall beissued afree athletic pass.
Applications for passes may be obtained at the junior-senior high school office.

Approved:

KBCE Interviews With Students KBCE

Representatives of the newsediaseeking to interview atudent during regular
school hours must first have approval of the building principal.

Approved:



KBCE-R lnterviews With Students KBCE-R
The building principalshall regulate allinterviews with students sdhat such
interviews do not interfere with the educational activities of the students involved.

Approved:

KBE Information Campaign KBE

All information campaigns of thedistrict will be under the direction of the
superintendent.

When approved by the buildingprincipal, notes, attendance center
announcements aelated informatiorshall be theonly types ofinformation sent
home with students.

Approved:

KBE-R |nformation Campaigns KBE-R
Upon request, thesuperintendenshall report to theboard on theprogress of

any information campaigns initiated by the board.

Approved:

KC Board-Community Relations KC
The board is committed to keeping thecommunity informed aboutschool
functions andsolicits patroninvolvement sahat these relations may be sustained

or improved.

Approved: KASB Recommendation—7/96



KDC Solicitations KDC
The board shall discourage allsolicitations of and bystaff membersduring
regular school hours and at school-sponsored activities.

Approved:

KDC-R Solicitations KDC-R
Agents, solicitors andalesmershall not bepermitted to takdime of teachers
or studentsfrom educationaklctivities. The students arfdculty of the district
shall notpromote commercial orprivate financialinterests,either through direct
sales or through promotion of competitive goods or services.
This rule applies to thosactivities, promotions andsalesoriginating outside
the school. Exception to this rule may be made as outlined below.
Materials andorojectssubmitted forconsideration undehis rule must bemade
in writing to the superintendent. Requests will be considered in light of the
proposal's direct contribution to the educational values in the school.
Consideration shall be on the basis of unreasonably added work for staff members
Any individuals or organizations violatinthe policy on solicitationsshall be
reported to the boardby the superintendent. Violators may be deniedurther
access to school premises by board action.

Approved:

KFD School Volunteers (SeelFC) KFD

All school volunteers work under the direction of the schsiaff andprovide
supportive services to them.
Personsnterested involunteeringtime or services to the district shoulkbntact

the building principal for assignment.



KFD School Volunteers (See |FC) KFD-2

School volunteersserving in thedistrict without financial compensation are
bound by thepolicies, rules andegulations of thalistrict and shall not beovered
by workers' compensation.

Approved:

KFD-R School Volunteers KFD-R
The school volunteershall work under the direction of the building
administrator.

Approved:

KG Use of School Facilities and Equipment KG
lati t School Buildings
Schoolbuildings represent heavy investment téaxpayers of thdocal school
district. It is thedesire of theéboard 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 seatlompliance to itsegulationsggoverning the use
of school buildings and facilities.
liscriminati
Personsrequesting use of facilities shall not lkscriminatedagainst based
upon age, sex, national origin, race, color, religion, or handicap.
| f Obtaini lity
A Request for Usef SchoolFacilities 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 or denied. The building administrator also determines if school equip-



KG Use of School Facilities and Equipment KG-2
ment isapproved omdenied. Thebuilding administratoralso determines ifschool
equipment orsupplies can beaised. Thegroup requesting the facility will be
notified by the building administrator regardirgpproval, denialfees, andcon-
ditions of the use of school district facilities.

. E ibility

School facilities will only be available to organizedyroups in which one
individual agreesto assumeresponsibility for the facilitiesbeing used. This
includes thepayment of any dangges done teschool property duringhe group’s
use. Theschooldistrict anit personnelaccept noresponsibility for accidents.
USD 289 has the rightto requestadditional supervision. Allmaterials must be
picked up immediately following the use of the building.

Opening and Closing Facilities

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.



KG Use of School Facilities and Equipment KG-3
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.
Eee Assessment
Thefacility fee structure isapproved by the USD 289 Board &ducation. The
fee structure shall beeviewed by the BOBperiodically. Fullpayment offees are
dueto the centrabffice nomorethan week after facility usage. Duringextended
use of facility, paymentshall be made atleast eachthirty (30) days. If the
established rates do nobver thecost of the facility and custodialhargesschool
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 offacilities. If no damagesoccurs, thedepositwould be returned in

full after all other fees have been paid.



KG Use of School Facilities and Equipment KG-4
Use of Facilities: Inclement Weather, Holidays, Emergencies, Sundays
If school is not inrsession due tonclementweather holidays, orbecause of an
unforeseenemergency,groups will no beallowed to usethe school district
facilities. If school is not insession,schooldistrict facilities are notavailable
(i.,e. Christmas break, Spring break).
il liqibili
Persondiving within the boundaries of USI289 are eligible to request school
facilities. Fifty percent ofthe group membership muslive within the USD 289
boundaries. Thechooldistrict canrequire alist of organizationmembers and
addresses prior tapproving the facilityrequest. School facilities will not be
available forprograms whichthe school would not sponsor. 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.
Group Classifications
The following groups aresducational in nature and are not charged for use of
facilities. Howeverthey may be chargetbr weekend use ofacilities and week-

day events involving food.

Scouts BoosteClub 4-H
P.T.A ClassReunions FCA
WJIR Alumni Assn W.E.A.
The following groups are considered Not-for Profit Organizations:
Churches Civic Organizations Chamber ofCommerce
City Council Family Group CollegeClasses

The following groups are considered Profit 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.

i

Trw N P

General Guidelines
The personrequesting theise of thefacility and acceptingesponsibilityfor the group
must be present at each scheduled event.
This person igesponsible for r&ricting thepersons attending to the membership of the
group.
Young children must bsupervised at atimes byadults.
Immediatelyreport in written form anylamage to equipment gacilities.

Groupsrequestlngadd|t|onalschoolequ|pmen(cha|rs tables, etcrpust submit a written

request at least one week prior to the event.

Please arrive otime andleave orntime.

Food anddrinks are notllowed in thegymnasium orcarpetecareas.

School sue othe building will take precedencever schedules outsidgoups. You
could get bumped.

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

Smoking is not permittednside thebuilding.

Useof alcohol isprohibited.

Usethe facility so that naunusual wear odamage willoccur.

Groupsusing the gynmust useshoesdesigned for gym use and n@brn orstreet.
USD 289 doesot providestorage. Schools do nptovide scoreboard control panels.
Combustiblematerialsthat violate fireregulations may not besed.

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

: il <

Outsidegroups may beharged fousage. Makeheckspayable 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
602 Walnut Street
Wellsville, KS 66092-8746
REQUEST FOR USE OF SCHOOL FACILITIES
(This form must be returned a minimum of 2 weeks prior to usage date.)

Building:

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
____Secondaryrincipal ___FoodServiceDirector
____ElementanyPrincipal ___Grouprequestingacilities

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 ___Grouprequestingacilities

Usage Fees: $
Comments:



i lassification

Facility A B C Custodial Time

Classroom NC $10.00 $15.00 1Binutes
*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 2 hours
*Kitchen (full) NC $25.00 $30.00

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

Commons w/dood NC $10.00 $15.00 30ninutes
*Commons w/ofood NC

Commonsw/food NC $15.00 $20.00 1 hours
*Commonsw/food NC $25.00 $30.00

Custodian NC $15.00 $15.00
*Custodian $15.00 $15.00 $15.00 Rour minimum

Food ServicaNorker NC $15.00 $15.00
*Food ServiceWorker $15.00 $15.00 $15.00 Rour minimum
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.



KGA Buildings and Grounds KGA

Requests for use of thdistrict's buildings and grounds by individuals or
outside organizationshall besubmitted tahe building principal. Anyrequest for
useof the district'sbuildings or grounds shalbe granted ordeniedpursuant to
guidelines for usef thefacilities developed by thedministrator andgpproved by
theboard. Anygroup using thalistrict'sfacilities shallcomply with all rules and
regulations governing use of the facility.

Approved: KASB Recommendation—9/97

KGC Supervision of Non-School Groups KGC

A schoolemployeeshall be on dutyto see that the building anequipment are
properly usedwhenever anyschool facility is usedby non-schoolgroups or
individuals.

A schoolemployee may not besquired to be on dutywhen, in theopinion of
the building principal, it is not necessary. In thtase, the sponsors and then-
cipal accept full responsibility for the building’s use.

Approved:

KGD Crowd Control at School Sponsored Activities (See EBC) KGD

Disorder anddisruption of schookctivities will not betolerated, andpersonsattempting to
endanger the safety astudents,school personnebr other adults; todamageschool property; to
interfere with school activities or the educational process; asked to leave the premises.

The schooladministration and aff are responsible fonandling any problem caused by adults
or students. Thdinal decision for determining ifassistance imeeded theaesponsibility of the
school principal. Inthe absence of therincipal, thedetermination shall benade by theassistant
principal orpersondesignated to be in charge of the building or activity. The superintendent shall

be notified of any serious problem at the school.



KGD Crowd Control at School Sponsored Activities (See EBC) KGD-2
minal : A Ei ; BB)

It shall beillegal for anyperson pther than a law enforcemeotficer, topossess éirearm in or
on any schoobproperty, schoolgrounds, or anydistrict building or structureused for student
instruction, orattendance roextracurriculamactivities ofpupils, or at anyregularly scheded school
sponsored activity or event.

Refusal tosurrender oimmediatelyremovefrom school property ogrounds, or anyegularly
scheduled schoa@ponsoredctivity or event, anyfirearm in thepossession any personwhen so
requested odirected by an authorizegchoolemployee or anyaw enforcement officer shall be
reported to law enforcement.

Approved: July 28, 2003

KGD-R Crowd Control at School Sponsored Activities KGD-R

The school administration anstaff areresponsible fohandling anystudent or
problems caused bgdults. Thesuperintendenshall be notified of any seyus
problem at theschool. Thefinal decision fordetermining the nature adssistance
needed at aisturbance, disorder odemonstration is theesponsibility of the
schoolprincipal. In theabsence of th@rincipal, thedetermination is to benade
by the assistanprincipal or thepersondesignated to be icsharge of the building
or activity.

The principal incharge maysign thenecessargomplaintpapers.

Approved:

KH Gifts to Schools KH
Any organization or individuamaking agift to the district shallhave theprior
approval of the board. All gifts will be regarded as district property.

Approved:



KH-R Gifts to Schools KH-R
Persons oprganizationgdesiring tomake gifts to the schoolsshould contact
the superintendent.

Approved:

Kl Eree Materials Distribution in Schools Kl

The superintendenteserves the right to refuse distribution of amaterial by
outside individuals ogroups to the students of the district accordancevith the
rules adopted by the board.

litical , als

In order tofurther citizenshiptraining, theboard encourageesponsible use of

political materials.
Special Interest Materials

The principal of eachbuilding shall establishrules andregulationsgoverning

the distribution of special interest materials in the building.

Approved:

KI-R Eree Materials Distribution in Schools KI-R

No student shall be forcetb participate in thalistribution of any non-school
materials in the schools.

Political Campaign Materials

Subject to the approval of thsuperintendenteach hilding principal shall
establish rulesand regulationsgoverning thedistribution of political campaign
materials in theschool building during election campaigns inorder to afford
opportunity for all viewpoints to beonsidered. Naostudent shall bdorced to

participate in the distribution or receipt of any political materials.



KI-R Eree Materials Distribution in Schools KI-R-2
Special Interest Materials
No mailing lists of students oremployees of thealistrict shall begiven to
individuals, organizations or vendors fahe purpose of distributingmaterials
without a written requesand approval of the appropriateecordscustodian as
provided for in JR and JRB.
Advertising in the Schools
Advertising in thestudent publications magromote products bybrand name
except thatommercial adpromoting thesale of any controlled substance or drug
paraphernalia are prohibited.

Approved:

K K Public Sales on School Property K K

School property will not be used for any pubBaleswithout prior approval of
the board other thathose sponsored by the distrittd dispose ofexcess school
property and equipment as approved by the board.

Approved:

KK-R Public Sales on School Property KK-R

The superintendent has the authority dispose of or selitems of $250.00
value orlesswhich have ndurther value to theschooldistrict. All theseitems
estimated to bevorth more than $250.00shall be offered to theublic by sealed
bids or public auction.

Approved:



KM Visitors to the School KM
Theboard encourages ifmatrons and parents tasit the district facilities.
Patronvisits shall bescheduled with théeacher and thbuilding principal.
Noticesshall be posted in school buildings to reguiisitors tocheck in at the

office beforeproceeding tocontact anyother person in the building or on the

grounds.

Any person whovisits abuilding and/orgrounds of the district will baunder
the jurisdiction of the hiilding principal whoshall be responsible fodeveloping
rules and regulations governing the presence of visitors in the buildings.

The principal has the authority to request &idm any law enforcement agency
if any visitor to the district's buildings or groundsefuses toleave orcreates a
disturbance. Violation of this rule may lead to removal from théuilding or
grounds andlenial offurtheraccess to the building ayrounds. Violators of this
board policy and its rules may be subject to the state trespass law.

Approved:

KN Complaints KN

Theboard encourages albmplaintsregarding thedistrict to beresolved at the
lowestpossibleadministrativdevel. Whenever a&complaint ismadedirectly to the
board as a wholer to a boardmember as aindividual, it will be referred to the
superintendent for study and possible resolution.

Discrimination against any individualon the basis of rae, color, national
origin, sex,disability, age, oreligion in the admission or access to, togatment
or employment in theadistrict’s programs and activities igrohibited. Harassment
of an individual on any ofthese groundss also prohibited. Superintendent of
Schools at 6th and Walnut, Wellsville, KS 785-883-2388 baendesignated to

coordinate compliance with nondiscrimination requirements contained in Title VI



KN Complaints KN-2
of the Civil Rights Act of 1964, Title VII of the Civil Rights Act of 1964, Title IX

of the EducationAmendments o0fl972, Section 504 of the Rehabilitation Act of
1973, and TheAmericanswith Disabilities Act of 1990. Information concerning
the provisions ofthese Acts, and the rightgprovided thereunder, areavailable
from the compliance coordinator.

Approved:

KN-R Complaints KN-R
About Discrimination or Discriminatory Harassment
(seeGAAA, GAAB, GAAC, GAACA, JGEC and JGECA)

Complaints ofdiscrimination or discriminatory harassment by amployee
should be addressed to tleenployee’ssupervisor, thebuilding principal, or the
district compliancecoordinator. Complaints by astudent should be addressed to
the building principal, anotheradministrator, theguidancecounselor, oranother
certified staff member. Anyschoolemployee whaeceives acomplaint ofdiscrim-
ination or harassmerftom a student shalinform the student of theemployee’s
obligation toreport thecomplaint and anyroposed resolution of theomplaint to
the building principal. If thebuilding principal isthe allegecharasser, theom-
plaint shall be reported to thdistrict compliancecoordinator. Complaints by any
other persoralleging discriminatiorshould be addressed the building principal
or thedistrict compliancecoordinator. Complaints aboudiscrimination,including
complaints ofharassment, will beesolved through the followingomplaint pro-

cedures:
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Informal Procedures

The building principalshall attempt toresolvecomplaints ofdiscrimination or
harassment in an informatanner at théuilding level. Any schoolemployee who
receives acomplaint of discrimination harassmenfrom a student, another
employee or anyther individualshall inform the individual of the employee’s
obligation toreport thecomplaint and anyroposed resolution of theomplaint to
the building principal. Thebuilding principalshall discuss thecomplaintwith the
individual to determine if it can beesolved. If thematter isresolved to the
satisfaction of thendividual, thebuilding principal shall document thenature of
the complaint and thgroposed resolution of theomplaint, and forwardhis
record tothe district compliancecoordinator. Within 20 days after thecomplaint
is resolved inthis manner, the buildingcompliancecoordinatorshall contact the
complainant to determine if thesolution of thematterremainsacceptable. If the
matter is notresolved to the satisfaction d¢iie individual in themeetingwith the
building compliance coordinator, or if theindividual does notbelieve the
resolution remains acceptable, the individual may initiate a formal complaint.

Eormal Complaint Procedures

A formal complaintshould be filed in writing and@ontain thename andcaddress
of the person filing thecomplaint. Thecomplaint should briefly describe the
allegedviolation. If anindividual does nowish to file a written complaint and the
matter has nobeen adequatelyesolved, thebuilding principal may initiate the
complaint. Forms forfiling written complaints are available irach building
office and the central office.

A complaintshould be filed as soon as possible after domductoccurs, but

not later than 180days after thecomplainant becomes aware of the alleged

violation, unless the conduct forming the basis for the complaint is ongoing.
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If appropriate, annvestigation shall follow thdiling of the complaint. If the
complaint isagainst thesuperintendent, thboard shall appoint aninvestigating
officer. In other instances, thenvestigation shall beconducted by the building
principal, thecompliancecoordinator or another individualppointed by théoard.
Theinvestigation shall benformal butthorough. Allinterestedpersonsijncluding
the complainant and thperson againstvhom the complaint islodged, will be
afforded an opportunity tesubmit written or oral evidencerelevant to thecom-
plaint.

A written determination of thecomplaint’'s validity and adescription of the
resolution shall beissued by the investigator, and @py forwarded to the
complainant no later than 30 days after the filing of the complaint.

If theinvestigationresults in arecommendationnhat a student be suspended or
expelled,procedures outlined in boapblicy and statdaw governing studensus-
pension and expulsion will be followed.

If theinvestigationresults in arecommendatiothat anemployee besuspended
without pay or terminated, procedures outlined in bopdlicy, the negotiated
agreement or state law will be followed.

Records relating t@omplaintsfiled and theirresolution shall bdorwarded to
and maintained in a confidential manner by the district compliance coordinator.

The complainant may appeal tldetermination of theeomplaint. Appealsshall
be heard by thalistrict compliancecoordinator, ehearingofficer appointed by the
board, or by thdoarditself asdetermined by th&oard. Theaequest tappeal the
resolution shall benadewithin 20 days after thelate of thewritten resolution of
the complaint at théower level. The appealofficer shall review the evidence
gathered by thanvestigator and thenvestigator’'sreport, andshall afford the

complainant and the person against whom the complaint is filed an opportunity to
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submitfurther evidenceprally or in writing, within 10 days after theappeal is
filed. The appealofficer will issue awritten determination ofthe complaint’s
validity and a description of its resolution within 30 days after the appeal is filed.
Useof this complaintprocedure is not arerequisite to theursuit of any other
remediesgncluding theright to file a complaintwith the Office for Civil Rights of
the U.S. Department ofEducation, the EquaEmployment Opportunity Com-
mission, or the Kansas Human Rights Commission.
About Policy
The superintendenshall reportany unresolvedcomplaint aboupolicies to the
board at the next regularly scheduled board meeting.
About Curriculum (See |IF)
The superintendentshall report a failure to resolve angomplaint about
curriculum to the board at the next regularly scheduled board meeting.
About Instructional Materials
The building principalshall reportany unresolvedccomplaint aboutnstructional
materials to the superintendent immediately after receiving the complaint.
About Facilities and Services
The superintendenshall reportany unresolvedcomplaint aboutfacilities and
services to the board at the next regularly scheduled board meeting.
About Personnel
The superintendent or thebuilding principal involved shall report any
unresolvedcomplaint aboupersonnel to the board #te next regularly scheduled
board meeting.
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