
 

 

 

KASB POLICY SERVICE DISCLAIMER  

 

 

 KASB has at tempted to  provide recommended pol icies  and  

recommended pol icy updates  which reflect  the current  legis lat ive charges  and  

intent ,  court  decis ions and agency rules  and regulat ions recogniz ing general  

operat ions  procedures  of  schools  in  Kansas  and the nat ion.  

 The recommended pol icies  and recommended pol icy updates  have been  

reviewed by KASB at torneys to  ensure compliance with federal  and s tate laws  

and regulat ions.  

 Use of  KASB recommended pol icies  does not  guar antee the cooperat ive 

wil l  not  be involved in  legal  proceedings and chal lenges to  decis ions made by 

the cooperat ive based on these pol icies .  

 KASB assumes no  f inancial  or  legal  l iabi l i ty responsibi l i ty for  

cooperat ive losses  incurred by the cooperat ive res ul t ing from l i t igat ion f i led 

against  the coopera t ive as  a  resul t  of  the use of  the KASB Pol icy Service  

recommendat ions.   Al l  recommended pol icies  should be reviewed,  discussed,  

and changed to meet  the unique and individual  needs of  the cooperat ive and  

approved by the board.  

 

 

6 /98 

 

 



PREFACE 

 
 The pol icies  and adminis t rat ive rules  of  the Doniphan Cooperat ive are 

the resul ts  of  a  combined effort  of  the professional  s taff  of  the Kansas  

Associat ion of  School  Boards,  the board of  directors  and  the cooperat ive’s  

s taff .  

 The s taff  of  KASB has wri t ten the pol icy and rule model  and integrated 

into that  model  the pol icies  and procedures  being used in  the cooperat ive  at  

the t ime of  the f i rs t  draft .   Upon complet ion of  the f i rs t  draft ,  a  KASB staff  

member and selected s taff  members  of  the cooperat ive  edi ted al l  of  the  

proposed pol icies  and rules  resul t ing in  the preparat ion of  a  second draft  to  

be presented to  the board.   The board consul ted with the KASB staf f  members  

and selected s taff  members  to  arr ive a t  the f inal  dr aft .   This  f inal  draft  was  

then adopted by the board.  

 The board  grateful ly acknowledges the  many hours  spent  on the part  of  

the KASB staf f  and  the cooperat ive’s  s taff  in  the preparat ion of  these pol icies  

and rules .   A special  acknowledgment  should go to  t he board members  who 

spent  many hours  s tudying the various drafts  of  these pol icies  and rules .   

This  effort  i s  indeed a t ypical  example of  the unself ish at t i tude of  the 

cooperat ive’s  board.  

Understanding the Pol icy System  

 Pol icies  are principles  adopted b y the board to  chart  a  course of  act ion.   

They tel l  WHAT is  wanted and may include WHY and HOW MUCH.  They 

should be broad enough to  indicate  a l ine of  act ion to  be taken by the  



adminis t rat ion in  meet ing a number of  problems day after  day;  they should be 

narrow enough to give the adminis t rat ion clear  guidance.   

 Rules  are  the detai led direct ions that  are developed by the  

adminis t rat ion and s taff  to  put  pol icy into pract ice.   They tel l  HOW, WHEN, 

WHERE and BY WHOM things are to  be done.  

 This  phi losophy was incorporated into  the thinking that  produced the 

model  and guided the board and the cooperat ive’s  s taf f  in  developing the  

f inal ,  adopted pol icies  and rules .  

 There is  one binder containing thir teen sect ions of  the pol icies  and 

rules .  

These sect ions are as  fol lows:  

 A – COOPERATIVE ORGANIZATION  

 B – COOPERATIVE BOARD OPERATIONS  

 C – GENERAL COOPERATIVE ADMINISTRATION  

 D – FISCAL MANAGEMENT  

 E – BUSINESS MANAGEMENT  

 F – FACILITY EXPANSION PROGRAM  

 G – PERSONNEL (cert i f ied and noncert i f ied)  

 H – NEGOTIATIONS 

 I –  INSTRUCTIONAL PROGRAM  

 J  –  STUDENTS 

 K – GENERAL PUBLIC RELATIONS  

 L – INTERORGANIZATIONAL RELATIONS  

 M – RELATIONS WITH OTHER EDUCATION AGENCIES  

 

 This  type of  class i f icat ion system is  designed f or  computer  use and 

conforms to sound principles  of  info rmat ion s torage and ret r ieval ,  to  sound 

principles  of  school  governance and also to  the mandates  of  pract ical i t y.   The 

system’s ul t imate success  or  fai lure wi l l  depend on the ex tent  of  i ts  day -to-



day usefulness  as  a  management  tool  to  faci l i tate  school  and  board  

operat ions.  

 Basic to  the sys tem is  the vocabulary of  pol icy development  

descriptors .   This  v ocabulary includes more than 1, 000 discreet  te rms,  e .g. ,  

“Underground Newspapers”,  “Psychological  Test ing”,  “Nepot ism”,  etc.   

These terms set  forth specif ic  issues  and concerns for  possible school  board 

act ion at  the pol icy development  level .  

 The coding or  “t racking” of  terms is  by let ter  rather  than  by number.   

Let ter  (alpha) encoding offers  two major advantages over number coding.   A 

let ter  system offers  m ore f lex ibi l i ty.   The code has  avai lable 26 separate  

let ters  to  use compared to  only ten digi ts .   A let ter  sys tem requires  no 

decimal  points .   This  tends to  reduce the l ikel ihood of  errors  in  reproduct ion 

and f i l ing.  

 At  f i rs t  glance,  let ter  codes may look  s t range compared to  the more 

famil iar  decimal  system.  Yet ,  i t  takes  but  a  moment  for  a  code -user  to  

appreciate the logic and s implici ty of  let ter  coding.  

  

The Index  

 The index  is  designed to help the user  f ind the subject  described in  the  

appropriate  po l icy.   The index  is  also cross -referenced to  s tate law,  as  is  each 

table of  contents .  

 The index  also includes many terms not  used in the classi f icat ion  

system.  These “extras” appear in  i tal ic  type and are cross -referenced to  



official  descriptors .   Some o f  these topics  are synonyms,  e .g. ,  Adminis t rat ive  

Regulat ions;  see “Adminis t rat ive Rules .”  Other  class i f icat ions are included 

to show where topics  might  be placed  into the system by local  class i f iers ,  

e .g. ,  Jury Duty,  see “Leaves of  Absences.”  

 In  addi t ion,  major  descriptors  appear in  several  places  in  the index.  

This  again is  to  fac i l i tate  the user’s  search for  correct  term placement  in  the  

system.  

When Using This  Manual  

 To use this  manual  properly,  the reader should look up the subject  

mat ter  in  the  index  and turn  to  the  pol icy sect ion f i rs t .   The reader should 

check the table of  contents  found in the front  of  each pol icy sect ion to 

determine whether  the desired subject  i s  cross -referenced to  any other  pol icy 

and to  determine i f  “Also” or  “See” are pres ent .   The reader should turn to 

the alpha code in  the appropriate sect ion and read the pol icy and any 

appl icable rule.   After  the reader has  done this ,  he should read al l  cross -

references and other  s imilar  refer rals .  

 If  by chance a pol icy s tatement  is  not  found,  one of  three things has  

occurred:   (1)   the board does not  have a pol icy or  rule on  the subject ;  these 

codes wil l  be marked with as  as ter isk (*);  (2)   another  class i f icat ion (See)  is  

overr iding and should be read to  determine the board’s  pol icy;  or  (3)   the 

code is  consol idated with another  code.   This  lat ter  s tatement  makes i t  

incumbent  on the reader to  check the index  and/or  the table  of  contents  before  

looking for  the subject  mat ter .  



 There wil l  be t imes when a pol icy does not  have a rule.   If  th is  occurs ,  

the reader must  assume that  the board fel t  the pol icy was self -execut ing and 

did not  need an implement ing rule.  

The Computer  System 

   The computer  has  enabled KASB to put  i ts  model  pol icies  and rules  on 

the IBM system so i t  can “cal l”  up materi al  to  be reprinted,  corrected,  

modified or  changed in any way.   The s taff  can delete words,  sentences,  

paragraphs and rearrange words,  sentences and paragraphs,  wi thout  retyping 

the ent i re page.   It  makes updat ing easier  and less  expensive.  

 Computerizat ion also has  enabled  the pol icies  and rules  to  f i t  easi ly in  

one three-r ing binder.  

 A few changes in  format  were ini t iated with the computerized system.   

You wil l  note that  the let ter  code with the pol icy t i t le  appears  as  always in  

the upper lef t  hand margi n.   Note that  the let ter  code is  also printed in  the  

upper r ight  margin,  a  change that  wi l l  help you “thumb” through the pages 

and f ind a part icular  page much more easi ly.   Note that  mult i -paged pol icies  

and rules  are now numbered which wi l l  ass is t  in  keep ing pages in  order .   

Pol icy paging is  i l lust rated,  for  example,  as :   AC, AC -2,  whi le the rule 

paging is  AC-R,  AC-R-2.   There is  no symbol  for  page one on any pol icy or  

rule.  

 Note that  the  rule,  i f  any,  now immediately fol lows the pol icy.   This  

has  helped el iminate many pages,  but  the reader wil l  have to  be aler t  to  the 

let ter  code to  remember i f  he is  reading a pol icy (AC) or  a  rule (AC -R).   In  



the event  a  pol icy has  more than one page,  e .g. ,  AC -2;  the rule to  AC, i f  any,  

wil l  fol low immediately as  AC -R.   If  there are several  pages to  a rule,  the 

second page let ter  code wil l  be AC -R-2 and wil l  be found in the upper r ight  

margin.   Reference  to  these pages wil l  help board members  and s taff  turn  

immediately to  the correct  page without  any t rouble or  confusion.  

State Law and Negot iated Contracts  

 These pol icies  do not  contain  any s tatutory language or  negot iated  

contract  language.   They exis t  in  other ,  separate documents .   If  the  reader  is  

in  doubt  about  the  subject  being pursued,  he should ask the  director  or  s ome 

other  adminis t rat ive  s taff  members  for  guidance.  

 Any cooperat ive may request  KASB pol icy wri ters  to  ass is t  them in the  

draft ing of  local ly generated new pol icies  or  amendments  or  in  the  alpha -

coding and placement  of  a  new pol icy.  

Updat ing Your Pol icy Book  

 KASB is  responsible only for  the contractual  obl igat ion of  furnishing 

the cooperat ive with the one contract  copy of  board pol icy and rules .   The 

KASB Up-Date Service wil l  furnish periodic addi t ions,  delet ions and 

correct ions as  made necessary by the  s tate legis lature,  court  decis ions and 

other  legal  precedents  or  decis ions.   Al l  member cooperat ives  wil l  receive  

this  Up-Date Service at  no addi t ional  charge.  

 

 

 



Symbols  

 The pol icy classi f icat ion system employs these s igns and symbols ,  

which are explained below.  

 SN   Scope Note – A brief  s tatement  used when necessary in  order  to  

clar i fy and/or  l imit  the intended use of  a  descriptor  entry.  

 Adminis t rat ive Personnel  

 SN   For school  management  and supervisory personnel  below the 

director  level ,  e .g. ,  

 (Also)    A prefix  to a parenthet ical  code to  indicate the ident ical  term 

(and s imilar  cooperat ive pol icy)  appears  elsewhere in  the classi f icat ion 

system, e.g. ,  

 BCBI  (Also KCA)  Publ ic Part icipat ion  

 KCA  (Also BCBI)  Publ ic Part icipat ion  

 (See)   A reminder u sed to  indicate a cross  reference to  another  pol icy 

or  rule of  s imilar  subject  mat ter  for  example:  

 AFC (See JGFA)  Emergency Closings  

 JGFA (See AFC)  Emergency Dri l ls  

 -R   An aff ix  to  a pol icy code to  indicate  that  the statement  fol lowing is 

an adminis t rat ive ru le for  a  school  board pol icy.  

Defini t ions  

1.      The mascul ine pronoun is  used throughout  these pol icies  and 

rules  in  the gener ic sense and  refers  to  both feminine and mascul ine  

antecedents .   



2.      Wherever the word “director” occurs ,  the words “or  des ignated 

representat ive” are assumed to fol low.  

 

 

 

  


