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C A  Go al s  an d  O bj ec t i ves  o f  Sc ho o l  A dmi ni s t ra t i o n  C A  

 T h e  goa l  o f  s ch oo l  ad mi n i s t r a t i o n  i s  t o  c r ea t e  an  en v i r on me n t  i n  wh i ch  a l l  

s t ud en t s  ca n  de mo n s t r a t e  c on t i nu ou s  aca de mi c  i mpr o ve men t .   T h e  su pe r i n t e nd ent  

mu s t  p os ses s  l e ade r sh ip  qua l i t i e s  wh i ch  mo t i va t e  a l l  s t a f f  me mb er s  t o  i mp ro ve  t he  

e du ca t i on a l  p r o gr a m an d  t o  a t t a i n  t he  b oa r d ’ s  goa l s  an d  o b j ec t i ves .   T he  

s up e r i n t e nde n t ,  w i th  t he  b oa r d ’ s  d i r ec t i on ,  sh a l l  e nd ea vor  t o  mo b i l i ze  an d  

c oo rd i na t e  a va i l a b l e  r e so urc es  t o  de ve l op  an  ed uca t i o na l  p ro gr a m de s i gne d  t o  

ma i n t a in  co n t i n uo us  aca de mi c  i mp ro ve me n t  an d  fu l l  s t a t e  ac c r e d i t a t i o n  i n  a l l  

s ch oo l s .  
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C B  A d mini s t r a t or  E th i c s  C B  

 A n  ad mi n i s t r a t o r ' s  p ro fe s s io na l  be ha v io r  mu s t  c on fo r m to  an  e t h i ca l  c ode .   

T h e  a d min i s t r a to r  ac kn o wle d ges  s c ho o l s  be l on g  t o  t h e  pu b l i c ,  an d  t he y  mu s t  

p ro v id e  ed uca t i o na l  op po r tu n i t i e s  t o  a l l .   An  ad mi n i s t r a t o r ' s  ac t i on s  wi l l  b e  

v i e we d  an d  a ppr a i sed  b y  t he  c o mmu n i t y ,  p r o f e s s i on a l  a s so c i a t e s ,  an d  s t ud en t s .   

T h e re f o re ,  t he  a d mi n i s t r a t o r  su bs c r ib es  t o  t h e  f o l l o win g  s t a nda r ds :  

 T h e  a d mi n i s t r a to r :  

•  M a ke s  t he  we l l -b e in g  o f  s t u den t s  t h e  ba s i s  f o r  de c i s i on  ma k in g  a nd  a c t i on ;  

•  F ul f i l l s  p ro f e s s i on a l  r e sp on s ib i l i t i e s  wi t h  h o nes t y  an d  i n t e gr i t y ;  

•  S u pp or t s  t he  p r i nc i p l e  o f  du e  p ro ces s  a s  r e qu i r e d  b y  l a w;   

•  O b e ys  l oc a l ,  s t a t e  a nd  na t i on a l  l a ws ;  

•  Imp l e me n t s  a l l  bo a rd  p o l i c i e s ,  r u l e s  an d  r e gu l a t i ons ;  

•  P ur su es  ap pro pr i a t e  me as ure s  t o  c o r r e c t  t ho se  l a ws ,  po l i c i e s  an d  

r e gu l a t i on s  t ha t  a r e  n o t  c ons i s t e n t  wi th  so u nd  ed uc a t i o na l  goa l s ;  

•  A vo i ds  us i n g  a n  ad mi n i s t r a t i ve  p os i t i on  fo r  pe r so na l  ga in ;  

•  A c cep t s  ac ad e mic  de gre es  o r  p r o fe s s i on a l  c e r t i f i ca t e s  o n ly  f ro m d u ly  

a cc r ed i t ed  i n s t i t u t i on s ;  

•  S ee ks  t o  i mp r o ve  t he  p r o fe s s io n  t h r ou gh  r e s ea r ch  an d  co n t i n u in g  

p ro f e s s io na l  d e ve lo pme n t ;  a nd  

•  H o no r s  e mpl o yme n t  c on t r ac t s  un t i l  f u l f i l lme n t  o r  r e l ea se .  
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C D  A d mini s t r a t i ve  L in e  a nd  Sta f f  R e la t io ns  (S ee  GA C A  a nd  GAC B )  C D  

 A l l  a d min i s t r a to r s  a r e  u l t i ma te l y  r e s po ns i b l e  t o  t he  bo a rd .   Wi t h in  t he  

l i mi t s  o f  po l i c y  an d  t e r ms  o f  t he  j o b  d esc r ip t i o n ,  t he  s up e r in t en de n t ' s  

a d min i s t r a t i ve  su bord in a t e s  h a ve  f u l l  a u th or i t y  t o  a d min i s t e r  d i s t r i c t  p r o gr a ms .  
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C E  S u pe r in te nd en t  o f  Sc h oo l s  C E  

 T h e  s up e r i n t e nde n t  i s  t he  s c ho o l  s ys t e m’s  a d min i s t r a t i ve  l ea de r  a nd  s ha l l  

h a ve ,  un de r  t h e  b oa rd ’ s  d i r e c t i o n ,  gene ra l  su pe r v i s i on  o f  a l l  t he  s ch oo l s .   T he  

s up e r i n t e nde n t  i s  a cc ou n ta b l e  t o  t he  bo a r d  a nd  i s  r e sp on s ib l e  fo r  man a gi n g  t h e  

s ch oo l s  i n  co mp l i a nce  wi t h  bo a rd  p o l i c i e s .  

 T h e  su pe r in t en de n t  ma y  de l e ga t e  p o we r s  a nd  du t i e s  t o  o th e r  s c ho ol  

p e r s on ne l .   De l e ga t i n g  po w er  o r  d u t i e s ,  h ow e ver ,  sh a l l  no t  r e l i e ve  t h e  

s up e r i n t e nde n t  o f  r e sp o ns ib i l i t y  f o r  an y  ac t i o n  t a ken .  
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C E A  S u pe r in te nd en t  Q ual i f i ca t io ns  C E A  

 T h e  su pe r in t en den t  s ha l l  po s s es s ,  o r  be  e l i g i b l e  f o r ,  a  K a ns as  d i s t r i c t  

l e ad e r s h ip  l i cen se .  
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C EB  S u pe r in te nd en t ’ s  Du t i e s  C EB  

 T h e  s up e r i n t e nd en t  sh a l l  b e  r e s po ns i b l e  t o :  

•   s e r ve  a s  t h e  d i s t r i c t ’ s  c h i e f  a d mi n i s t r a to r ;  

•   c a r r y  ou t  a l l  boa rd  po l i c i e s  an d  ru l e s ;  

•   o ve r se e  s a f e  a nd  o rde r l y  s c ho o l s ;  

•   e ns u re  s t ud en t  a ch i eve me n t  fo r  a l l  s t u den t  gr ou ps ;  

•   b u i l d  po s i t i ve  s c ho o l / c o mmu n i t y  r e l a t i o ns ;  

•  l e ad  t he  b oa rd  i n  d e ve lo p i n g  c on s t ru c t i ve  b oa rd / s u pe r i n t en de n t  

r e l a t i on s ;  

•   o ve r se e  e f f e c t i ve  and  e f f i c i en t  s t a f f  p e r fo r ma nce ;  

•   p r ac t i ce  r e sp on s ib l e  f i s ca l ,  f a c i l i t y  an d  r e s ou rce  ma na ge me n t ;  a nd  

•   mo d e l  pos i t i ve  p ro fe s s io na l  a t t r i b u t e s .  
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Superintendent Recruitment CEC 

 The superintendent search presents the board with an opportunity to recruit individuals who will 

implement the board's goals.  The board shall establish an orderly procedure for employing a 

superintendent that conforms to generally accepted ethical and legal standards and minimizes 

misunderstanding in the community.  The process should allow the board ample opportunity to evaluate 

the qualification of a candidate whose professional training and experience meet district needs.  The board 

may solicit applications from qualified staff members and may list the vacancy with placement offices. 

 The board may select a professional search service who shall screen all applications and 

recommend finalists to the board for interviews.  The board shall interview selected candidates.  Board 

members may visit each finalist’s district. 
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C E E C om pe ns at i on  a n d  B e nef i t s   C E E 

 T h e  b oa r d  s ha l l  a nn ua l l y  de t e r mi ne  t he  sup e r i n t e nd en t ’ s  c o mp en sa t i on  a nd  

b en e f i t s .   Co mp e ns a t i o n  s ha l l  be  bas ed  on  r ece n t  p e r f o r ma nce  an d  t h e  

s up e r i n t e nde n t ’ s  ab i l i t y  t o  ca r r y  o u t  b oa rd  po l i c y .  
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C EF  E xp e ns e  Re imb ur seme nt  a n d  Cr ed i t  C ar ds  ( See  C G,  G A N an d  K B)  C EF  

 T h e  s up e r in t en de n t ’ s  u s e  o f  a  d i s t r i c t  mo t o r  ve h i c l e  a nd  a  d i s t r i c t  c r e d i t  

c a rd  sh a l l  b e  co nf i ne d  t o  ne ces sa r y  s c hoo l  b us i nes s .   T h e  b oa rd  s ha l l  an nu a l l y  

p r e s c r i be  l i mi t s  an d  r e s t r i c t i o ns  o n  t h e  u se  o f  c r e d i t  c a rd s  a nd  s ha l l  mo n i tor  

mo n t h l y  r e ce i p t s  a nd  r e i mb ur se me n t  e xpen se s .    

 A l l  r e war ds  po in t s  o r  ca s h  b ac k  p a yme n t s  e a rn ed  us i n g  d i s t r i c t  c r ed i t  c a rd s  

a r e  d i s t r i c t  p ro pe r t y  a nd  sh a l l  b e  e i t he r  a pp l i e d  t o  f u t u r e  d i s t r i c t  c r e d i t  c a r d  

p u r cha ses  o r  r e mi t t ed  t o  t he  d i s t r i c t  t r ea su re r  f o r  acc ou n t i n g  an d  de po s i t .  

 E x pe nse s  fo r  d i s t r i c t  t r a ve l  i n  pe r so na l  ve h i c l e s  o r  ex t en ded  t r a ve l  i n cu r r ed  

i n  t h e  p e r f o r ma nce  o f  o f f i c i a l  d u t i e s  s ha l l  be  r e i mb ur sed  i n  ac co r da nce  wi th  t he  

p ro v i s i on s  o f  G A N .  
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C E G S u pe r in te nd en t ’ s  P rof es s io n a l  De ve l o pme nt  Op p ort un i t i e s  C E G 

 T h e  su pe r in t en den t  sh a l l  kee p  u pd a t e d  on  ne w  ed uca t i o na l  p r ac t i ce s  b y:  

s t ud y ,  v i s i t i n g  o t he r  d i s t r i c t s ,  a t t e nd an ce  a t  ed uc a t i o na l  co nf e r e nce s  a nd  o t he r  

l e a r n in g  op por tu n i t i e s  a s  ap pro ve d  b y  t h e  b oa rd .  
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C E I  E v a l uat i n g  t he  Su per i nt en de nt  ( See  C G I  an d  G AK )  C E I  

 T h e  b oa r d  sh a l l  a do p t  an  e va l ua t i o n  s ys t em t h a t  p ro v id es  a  ba s i s  f o r  f o r ma l  

e va l ua t i on  o f  t he  sup e r i n t e nd en t ’ s  pe r f o r ma nc e .   T h e  s ys t em s h a l l  i nc l ud e  t he  

e va l ua t i on  f o r m us ed  an d  t h e  p ro ces s  ne ce s sa r y  t o  c o mpl e t e  t he  f o r m.  

 T h e  boa rd  s ha l l  e va lu a t e  t he  su pe r in t en de n t  u s in g  t he  e va l ua t i on  fo r m i n  

a cc ord anc e  wi t h  cu r r e n t  l e ga l  r eq u i r e me n t s  fo r  t he  f i r s t  f o u r  yea r s  o f  e mpl o yme n t  

a nd  a nn ua l l y  fo r  t he  t e r m o f  t h e  s up e r i n t en de n t ’ s  e mp l o yme n t .    

 T h e  s up e r i n t e nde n t ’ s  e va l ua t i on  s ha l l  b e  co nf i den t i a l  a nd  be  ma de  

a va i l ab l e  on l y  t o  t he  b oa r d ,  t h e  su pe r i n t en de n t  an d  o t he r s  a s  p r o vi de d  b y  l a w .  

T h e  e va l ua t i on  i n s t ru me n t  s ha l l  be  o n  f i l e  a t  t h e  d i s t r i c t  o f f i c e  wi t h  t he  c l e r k .   

A n y  r e v i s i ons  i n  t he  e va l ua t i on  sys t e m s ha l l  i n c lu de  i n p u t  f ro m th e  

s up e r i n t e nde n t .  
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C E J N o nr en ew ing  or  Termi na t in g  th e  Su pe r in te n de nt ’ s  Co ntr ac t  C E J  

 T h e  boa rd  ma y  no nren e w o r  t e r mi na t e  t he  su pe r in t en den t ' s  c on t r ac t .  
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C E K R e s ig na t io n  C E K 

 T h e  s up e r i n t e nde n t  ma y  s u b mi t  a  r e s i gn a t i o n  t o  t he  b oa rd  p r e s i den t  a t  a  

r e gu l a r  o r  spe c i a l  me e t i n g .   T he  boa rd  sh a l l  c ons ide r  t he  r e s i gn a t i o n  i n  l i gh t  o f  

t he  d i s t r i c t ’ s  n eed s .  
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C F  B o a r d - S u p e r i n t e n d e n t  R e l a t i o n s  ( S e e  B B C )  C F  

 T h e  b o a r d  d e l e ga t e s  t o  t h e  s u p e r i n t e n d e n t  a l l  a d mi n i s t r a t i ve  d u t i e s .   T h e  

b o a r d  r e s e r ve s  t h e  u l t i ma t e  d e c i s i o n  i n  a l l  ma t t e r s  c o n c e r n i n g  p e r s o n n e l ,  

p o l i c y ,  o r  e x p e n d i t u r e s  o f  f u n d s ;  a n d  i t  w i l l  n o r ma l l y  p r o c e e d  i n  t h o s e  a r e a s  

o n l y  a f t e r  r e c e i v i n g  t h e  s u p e r i n t e n d e n t ’ s  r e c o mme n d a t i o n s .  
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C G A d mini s t r a t i ve  P erso n ne l  ( See  C EF  a nd  G A N )  C G 

 T h e  boa rd  s ha l l  e mp lo y  ad mi n i s t r a t i ve  p e r so nne l  a s  ne ede d .  

 C o mp e nsa t i o n  G u id es  a nd  Co n t r a c t s  

 A d mi n i s t r a t i ve  pe r s on ne l  sha l l  be  co mp en sa t ed  f o r  t h e i r  s e r v i c es  wi t h  a  

c on t r ac t ed  sa l a r y  de t e r min ed  b y  t he  boa r d .   A d min i s t r a t i ve  c on t r ac t s  s ha l l  be  

r e v i ew ed  a nn ua l l y .   T he  b oa r d  s ha l l  de t e r min e  t he  t e r ms  an d  l e n gt h  o f  each  

c on t r ac t .   T h e  bo a rd ’ s  a t t o r ne y  ma y  de ve lo p  an d  r e v i e w  ad mi n i s t r a t o r  co n t r ac t s .   

 Q u a l i f i ca t i on s  an d  Du t i e s  

 T h e  s upe r in t en de n t  s ha l l  d e ve lo p  a ppr op r i a t e  j ob  des c r i p t i on s  f o r  e ac h  

a d min i s t r a t i ve  po s i t i o n .   Wh en  a do p t e d  b y  t h e  boa rd ,  j ob  d es c r i p t i o ns  s ha l l  b e  

f i l ed  i n  t he  ce n t r a l  o f f i ce  a nd  ma y  be  p ub l i she d  i n  t h e  ap pro pr i a t e  ha nd bo o k .  

 R e c ru i t me n t  

 T h e  b oa r d  de l e ga t e s  t o  t he  s up e r in t en den t  t he  au t ho r i t y  t o  i d en t i f y  a nd  

r eco mme n d  th e  ap po in t men t  o f  i nd i v id ua l s  t o  f i l l  vaca n t  a d min i s t r a t i ve  pos i t i o ns .   

T h e  su pe r in t en den t  sh a l l  s c r e en  a l l  a pp l i ca n t s  an d  ma y  us e  o t he r  s t a f f  me mb er s  t o  

a s s i s t .   T he  s up e r in t en de n t  s ha l l  ma ke  r e co mme n d a t i on s  t o  t h e  b oa rd .   T h e  d i s t r i c t  

ma y  p a y  p r eap pr o ve d  ex pe nse s  i n cu r r e d  b y  can d i da t e s  i n t e r v i e we d  fo r  an  

a d min i s t r a t i ve  po s i t i o n .  

 A s s i gn me n t  

 T h e  bo a rd  sh a l l  s o l i c i t  t h e  su pe r in t e n den t ’ s  r e co mme n da t io ns  in  

a pp o i n t men t ,  a s s i gnme n t ,  t r a ns f e r ,  d e mot i on ,  t e r min a t i o n  o r  n o n - r e ne wa l  o f  an y  

a d min i s t r a t i ve  pe r son ne l .  
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C G A d mini s t r a t i ve  P erso n ne l  C G- 2  

 O r i en t a t i o n  

 T h e  su pe r in t en den t  sh a l l  c on d uc t  a n  a ppr op r i a t e  a d min i s t r a t i ve  o r i e n t a t i on  

p ro gra m.  

 S u pe r v i s i on  

 T h e  su pe r in t en den t  sh a l l  be  r e sp on s ib l e  fo r  s upe r v i s i n g  a l l  admi n i s t r a t i ve  

p e r s on ne l .  

 A d mi n i s t r a t i ve  In t e rn  P ro gra m 

 T h e  b oa r d  ma y  e s t ab l i s h ,  b y  co n t r a c t  w i t h  a n  ap pr o ve d  ad mi n i s t r a t or  

t r a in i n g  i n s t i t u t i on ,  a n  ad mi n i s t r a t i ve  i n t e rn  p r o gra m.  

 T ra ve l  E xp en se  an d  R e i mb ur se me n t  

 T ra ve l  ex pe nse  f o r  a d min i s t r a t i ve  s t a f f  s ha l l  be  p r o vi de d  i n  a cc ord an ce  

w i t h  C EF  a nd  G A N.  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  –  0 1 /0 2 ;  7 / 03 ;  4 /07 ;  9 /1 8  
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C GI A d mini s t r a t or  E va lu at i o n  ( Se e  C E I  an d  G A K )  C GI  

 A d mi n i s t r a t i ve  pe r s on ne l  sha l l  b e  e va l ua t ed  i n  wr i t i n g  b y  t he  

s up e r i n t e nde n t  i n  a cc or dan ce  wi t h  l e ga l  r eq u i r e me n t s  fo r  t h e  f i r s t  f ou r  yea r s  of  

e mp lo yme n t  an d  a t  l e a s t  an nu a l l y  t h e r e a f t e r .   Ad mi n i s t r a t i ve  p e r s on ne l  f i l e s  a nd  

e va l ua t i on s  sh a l l  be  a va i l ab l e  on l y  t o  t he  boa rd ,  t he  a pp ro pr i a t e  a d min i s t r a t o r ,  

t he  su pe r in t en den t ,  an d  o t he r s  au t hor i ze d  b y  l a w .  

 T h e  b oa r d ' s  p r oc ed ur es  co nce r n i n g  e va lu a t i on  o f  d i s t r i c t  admi n i s t r a to rs  

s ha l l  b e  on  f i l e  wi t h  t he  c l e r k  i n  t he  ce n t r a l  o f f i ce  an d  ma y  b e  pu b l i s he d  i n  t he  

a pp ro pr i a t e  ha nd bo ok .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  –  0 1 /0 2 ;  4 / 07 ;  6 /14 ;  9 /1 8  

 

 



CGK  Suspension  CGK  

  The  superintendent  shall  have  the  authority  to  suspend  district  

administrators with pay pending further board action.  

  The superintendent may suspend administrators with pay for any reason, including, but not limited 

to, one or more of the following:  alleged violation of or failure to implement board policy, rule, or 

regulation; refusal or failure to follow a reasonable directive of the administrator’s supervisor, the 

superintendent, or the board; the filing of a complaint against the administrator with any civil or criminal 

authority; the alleged commission of an offense involving moral turpitude; or other good cause.  

  If a suspension without pay is imposed on an administrator, the administrator is entitled to pay until 

the administrator has been advised of the basis for suspension and has been given an opportunity to respond.  

  

Approved:   August 12. 2019 

KASB Recommendation – 6/19  
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C GP G P er so na l  Le av es  a nd  A bse nc es  C GP G 

 T e mp or a r y  P a id  Lea ve  

 A d mi n i s t r a t o r ’ s  t e mp or a r y  pa i d  l ea ve  pe r  ye a r  w i l l  be  de t e r mi ne d  b y  t he  

b oa rd  on  an  a nn ua l  bas i s .  S uch  ac c ru a l  o f  t e mp o ra r y  pa id  l ea ve  s ha l l  be  cu mu la t i ve  

f r o m yea r  t o  ye a r  t o  a  t o t a l  o f  7 5  d a ys  wh i ch  ma y  b e  c a r r i e d  o ve r  f ro m on e  c on t r ac t  

ye a r  t o  an o th e r .  

 A d mi n i s t r a t o r s  ma y  u se  t e mp ora r y  p a id  l e a ve  i n  c a se s  o f  i l l ne s s ,  i n j u r y ,  o r  

d ea t h  o f  o t he r s .  S uch  l ea ve  sh a l l  b e  c ha r ge d  t o  t he  e mpl o yee ’ s  t e mp o ra r y  p a id  

l e a ve .  

 A d mi n i s t r a t o r s  ma y  u se  t e mp ora r y  p a id  l e a ve  i n  c a se  o f  me d ic a l  o r  de n t a l  

a pp o i n t men t s  fo r  s pou se  a nd  d epe nd en t  c h i l d r e n .  

 A t  t he  e nd  o f  t h e  c on t r a c t  yea r ,  an d  ad mi n i s t r a to r  wi l l  b e  p a id  f o r  un use d  

s i c k  l e a ve  i n  ex ce s s  o f  7 5  da ys  a t  1 /3  o f  t he  da i l y  su bs t i t u t e  pa y .  Se pa r a t e  p a yme n t  

t o  be  ma de  wi t h  t h e  O c t ob e r  2 3 r d  pa y  w ar r an t  o f  t h e  ne x t  yea r  f o r  ad mi n i s t r a t o r s  

u n de r  c on t r ac t .  

 A b se nce  du e  t o  i n j u ry  o r  i l l ne s s  i nc u r r e d  i n  t h e  co ur s e  o f  t he  ad mi n i s t r a t o r ’ s  

e mp lo yme n t  sh a l l  b e  c ha r ged  a ga i ns t  t he  a d min i s t r a t o r ’ s  t e mp or a r y  p a id  l ea ve  

b en e f i t s  un t i l  s uc h  l ea ve  d a ys  a r e  de p l e t ed .  

 P e r so na l  l ea ve  ma y  b e  u t i l i zed  b y  an  a d min i s t r a to r  t o  co nd uc t  pe r so na l  

ma t t e r s  wh i ch  mo s t  p ro pe r l y  c an  be  c ond uc t ed  d u r in g  ho ur s  w hen  sc ho o l  i s  i n  

s e s s io n .  Eac h  ad mi n i s t r a t o r  sh a l l  b e  a l l o we d  t h r ee  d a ys  o f  s uc h  p e r s on a l  l ea ve  p er  

ye a r ,  ch a r gea b l e  t o  t h e  ad mi n i s t r a t o r ’ s  a cc u mul a t e d  t e mp ora r y  pa id  l e a ve .   

S u ch  pe r so na l  l e a ve  s ha l l  a l so  b e  go ve r ned  b y  t he  l e a ve  r eq ues t  p r oc ed ure  i n  u se  

i n  t he  d i s t r i c t .  

A p pr o ve d :   M arc h  18 ,  20 19  

K AS B  Rec o mme n de d  –  9 / 18  
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C J Hir in g  C on sul ta nt s  ( Se e  B B G,  CL  a nd  ID )  C J  

 T h e  ad mi n i s t r a t i on  ma y  u s e  p r o f e s s i on a l  c on su l t an t s .   T h e  b oa rd  s ha l l  

a pp ro ve  an y  co ns u l t a n t  pa y  $ 20 ,0 00  o r  g r ea t e r  i n  a d van ce  o r  ma y  i ns t ruc t  t he  

s up e r i n t e nde n t  t o  b ud ge t  a  s pe c i f i c  a mo un t  f o r  c ons u l t an t  f e e s .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  –  0 1 /0 2 ;  4 / 07 ;  9 /18 ;  12 / 18  
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C K P r of es s io n a l  D eve lop me nt  O p po rtu ni t i e s  C K 

 T h e  bo a rd  e nc our a ges ,  a nd  ma y  r eq u i r e ,  ad mi n i s t r a t o r s  t o  a t t en d  ac t i v i t i es  

w h ich  wi l l  d i r ec t l y  be ne f i t  t h e  s ch oo l s .   T h e  d i s t r i c t  ma y  pa y  e xp en ses  t o  a t t e nd  

me e t i n gs  a ppr o ved  by  t he  s upe r in t en de n t .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  –  0 1 /0 2 ;  4 / 07 ;  9 /18  
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C L  A d mini s t r a t i ve  T eams  ( Se e  B B G,  CJ  and  ID )  C L  

 T h e  boa rd  a d voca t e s  t he  t ea m c on ce p t  o f  s ch oo l  a d min i s t r a t i on .  

 M e th od  o f  Ap po in t me n t  

 T h e  s up e r i n t e nd en t  sh a l l  s e l ec t  t he  me mbe r s  o f  ea ch  a d min i s t r a t i ve  t ea m.  

 O r gan i za t i o n  

 T h e  su pe r in t en den t  sh a l l  de t e r min e  t h e  o rga n i za t i on  o f  eac h  a dmi n i s t r a t i ve  

t e a m.  

 R e so urce s  

 Wi t h  bo a rd  ap pr o va l ,  t h e  t ea m ma y  use  o u t s ide  c ons u l t an t s  a nd  d i s t r i c t  

r e so urc es .  

 F in an c i a l  

 T h e  su pe r i n t e nd en t  ma y  r e co mme n d  an  ad mi n i s t r a t i ve  t ea m b u d ge t  t o  t he  

b oa rd .  

 

A p pr o ve d :   M arc h  18 ,  20 19    
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Policy Implementation CM 

 (See BDA, CGK, GAA, and JA) 

 Administrative employees who fail to implement board policies may, by board action, be 

suspended without pay, demoted, placed on probation, nonrenewed, or terminated. 

 

Approved:  August 8, 2022 

KASB Recommendation – 6/00; 01/02; 4/07; 6/19; 6/22 

 



 

CN  Public Records  CN  
(See BE, CNA, ECA, HAI, IDAE, II, JGGA, and JR et seq.)  

  

  The board designates the superintendent as its Freedom of Information Officer.  The Freedom of 

Information Officer shall have the authority to establish and maintain a system of records in accordance 

with the Kansas Open Records Act and other applicable laws.  The board further assigns the clerk/or deputy 

clerk to handle requests for records and to serve as the custodian of the records.  The custodian shall 

prominently display and distribute or otherwise make available to the public a brochure concerning record 

access in the form prescribed by the local Freedom of Information Officer.  

  Types of Records  

  A public record means any recorded information, regardless of form or characteristics, which is 

made, maintained, kept by, or in the possession of the district, including those exhibited at public board 

meetings.  

  Central Office Records  

  Records maintained by the superintendent shall include, but may not be limited to, the following: 

financial, personnel, and property (both real and personal) owned by the district.  

  Building Records  

  Records maintained by the building principals shall include, but may not be limited to, the 

following: activity funds, student records, and personnel records.   

(See JR et seq.)  
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CN   Records  CN-2  

   Public Access  

  All records, except those subject to exception by the Kansas Open Records Act, shall be open to 

inspection by the general public during regular office hours of any school or the district office.  The 

superintendent will establish procedures for making records available on normal business days when 

district offices are closed.  The district may charge and require advance payment of a fee for providing 

access to or furnishing copies of public records.   

Requests for access to open records shall be made in writing to an official custodian of district 

records.  The official custodian shall examine each request to determine whether the record requested 

is an open record or is subject to an exception of the Kansas Open Records Act that would allow the 

record to remain closed.  The custodian may also refuse to provide access to a public record or to permit 

inspection if a request places an unreasonable burden in producing public records or if the custodian 

has reason to believe that repeated requests are intended to disrupt other essential functions of the 

district.  The custodian shall either grant or deny each request.  

  If the custodian does not grant the request, the person requesting the record shall receive a written 

explanation of the reason for the denial within three days of the request, if an explanation is requested.  

If the requester disagrees with the explanation, the freedom of information officer shall settle the 

dispute.  

 Each request for access to a public record shall be acted upon as soon as possible, but not later than 

the end of the third business day following the date that the request is received.  If the request is not 

acted on immediately, the custodian shall inform the requester, within the three-day window, when and 

where the open record will be made available.    

 Each custodian shall file all requests and their dispositions in the appropriate office and make 

reports as requested by the superintendent or the board.  
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CN   Records  CN-3  

   Copies of Records  

 Copies of open records shall be available upon written request, unless otherwise specified in Kansas 

or federal law.  Requestors may only make abstracts or obtain copies of public records to which they 

have access under the Kansas Open Records Act. The district shall not be required to provide copies 

of radio or recording tapes or discs, video tapes, films, pictures, slides, graphics, illustrations, or similar 

audio or visual items or devices, unless such items or devices were shown or played during open session 

of a district board meeting.  Similarly, the district shall not be required to provide such items or devices 

which are copyrighted by a person other than the board.  Furthermore, nothing in the Kansas Open 

Records Act requires the district to electronically make copies available by allowing a requestor to 

obtain copies by inserting, connecting, or otherwise attaching an electronic device provided by the 

requestor to the computer or other electronic device of the district.     

Advance payment of the expense of providing access to or furnishing copies of open records shall 

be borne by the requestor.  Under no circumstances shall the documents be allowed out of their usual 

building location without approval of the official custodian.  

  The board may prescribe reasonable fees for providing access to or furnishing copies of public 

records, subject to the following:  

• in the case of fees for copies of records, the fees shall not exceed the actual cost of furnishing 

copies, including the cost of staff time required to make the information available and printing 

fees of __ cents per page, as applicable;  

• In the case of fees for providing access to records maintained on computer facilities, the fees 

shall include only the cost of any computer services, including staff time required.  

  Revenue from copying open records will be deposited in the district’s general fund.  
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  CN  Records  CN-4  

  Disposition  

 All district office records shall be kept for at least the minimum length of time required by law.  

 The clerk is designated as the official custodian of all board and district office records maintained by 

the district.  Each building principal is designated as official custodian of all records maintained at the 

building level.  In addition to those records required by law, the clerk shall be responsible for preparing 

and keeping other records necessary for the district’s efficient operation.  

  District employees shall follow the guidelines found in the student records policies.   

(See IDAE and JR through JRD)  

  

Approved:   August 12, 2019 

KASB Recommendation – 6/00; 01/02; 4/07; 6/07; 12/16; 12/18; 6/19  



  

CNA  Document Production, Including Electronic Information *     CNA  
(See BCBK, BE, CN, ECA, IDAE, II, JGGA, JR et seq. and KBA)  

  
  Destroying Documents  

 After the district receives knowledge of legal action against the district or its employees, no documents or 

electronic information pertaining to the subject of the action, maintained in any form, may be destroyed as 

long as the legal action is pending.  

  

Approved:   August 12, 2019 

KASB Recommendation – 02/07; 4/07; 6/07; 6/19  

   

* For detailed information, see Federal Rules of Civil Procedure.  34 Production of Documents, Electronically Stored Information.   
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C O   R ep or t s  C O  

 T h e  boa rd  ma y  r equ i r e  r e por t s  f ro m th e  su pe r i n t e nd en t  o r  o t he r  s t a f f  

me mb e r s .   T he  b oa r d  de l e ga t e s  t o  t h e  s upe r in t en de n t  a u t ho r i t y  t o  r eq ue s t  r ep or t s  

f r o m an y  s t a f f  me mb e r .  

 T ypes  o f  Re po r t s  

 A n nu a l  

 T h e  s upe r in t en de n t  sh a l l  su b mi t  t o  t he  boa rd  an  an nu a l  r ep or t  s u mma r i z in g  

t he  d i s t r i c t ’ s  o pe r a t i o ns  f o r  t h e  p r e ce d ing  s ch oo l  yea r .   T he  r e po r t  sh a l l  i n c lu de  

t he  ac c r e d i t a t i o n  s t a tu s  o f  ea ch  d i s t r i c t  s ch o o l  bu i l d i n g .  

 B u d ge t  R ep or t s  

 T h e  s up e r i n t e nd en t  sh a l l  p r e se n t  a  mo n th ly  b u d ge t  r ep or t  t o  t he  b oa r d .    

T h e  b ud ge t  r e por t  s ha l l  b e  i nc l ude d  i n  t he  b oa r d ’ s  a gen da  an d  sha l l  i nc l ude  ea ch  

a cc ou n t ,  t he  o r i g i na l  a ppr op r i a t i on ,  t h e  a mo un t  ex pen de d  t o  da t e ,  t h e  a mo unt  

e nc u mb ere d  t o  da t e ,  a nd  t he  r e ma in i n g  b a l a nc e  i n  ea ch  ac co un t .  

 D i s se mi na t i n g  Re por t s  

 T h e  b oa r d ,  up on  r e qu es t ,  ma y  r ece i ve  cop i e s  o f  r ep or t s  su b mi t t ed  t o  t he  

s up e r i n t e nde n t  i f  t h e r e  i s  no  p o t e n t i a l  v i o l a t i o n  o f  a n y  s t a f f  o r  s t ude n t s ’  p r i vac y  

r i gh t s .    

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  –  0 1 /0 2 ;  4 / 07 ;  9 /18  
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