
CA Goals and Objectives CA 

The goal  of  school administ rat ion is  to create an environment  in which 

s tudents  can learn more effectively.  Al l  administ rat ive dut ies and functions 

should be evaluated relat ive to the contr ibutions made to  improve inst ruct ion,  

increase student learning, and develop contr ibut ing cit izens.  The 

administ rat ion should select  s taff who will  develop s tudent abil i t ies.  

The director  should possess  leadership qual i t ies  which motivate al l  

s taff  members  to  improve the  educat ional  program an d at tain the board’s  

goals  and object ives .  The director ,  wi th the board’s  direct ion,  shal l  mobi l ize 

and coordinate al l  avai lable resources  to  develop an educat ional  program 

designed  to s t imulate the best  ef fort  in  a l l  s tudents .  

Approved: 

©KASB. This material may be reproduced for use in USD ###. It may not be reproduced, either in whole or in part, in any form whatsoever, to 

be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 



CB Ethics CB 

An adminis t ra to r ’s  pro fes s ional  behavior  must  conform to  an  e th i ca l  

code.  The code mus t  be  both  ideal i s t i c  and  p ract i ca l ,  so  that  i t  can  appl y to  

a l l  adminis t ra tors .  The adminis t ra to r  acknowledges  that  schools  belong to  

the  publ ic  and  that  they must  p rovide  educat ional  oppor tuni t ies  t o  a l l .  An  

adminis t ra to r’s  ac t ions  wi l l  be  v i ewed and appraised  b y the  communi t y,  h i s  

professional associates, and the students. Therefore, the administrator 

subscribes to the following standards:  

T h e  a d m i n i s t r a t o r :  m a k e s  t h e  w e l l - b e i n g  o f  s t u d e n t s  t h e  b a s i s  f o r  

decision making and action;  

Fulfi l ls  professional responsibil i t ies  with honesty and integri ty;  

Suppor ts  the  princip le  of  due  process  as  requi red  by law and pro tect s  

the civil  and human rights of al l  individuals;  

Obeys local ,  state and national laws;  

Implements the board’s policies,  rules and regulations;  

P u r s u e s  a p p r o p r i a t e  m e a s u r e s  t o  c o r r e c t  t h o s e  l a w s ,  p o l i c i e s  a n d  

regulations that  are not consi stent  with sound educat ional  goals;  

Avoids using a posit ion for personal gain;  

Accepts  academic  degrees  or  profess ional  cer t i f ica tes  only f rom duly  

accredited insti tutions;  

S e e k s  t o  i m p r o v e  t h e  p r o f e s s i o n  t h r o u g h  r e s e a r c h  a n d  c o n t i n u i n g  

professional  development;  and  

Honors  employment contracts  unti l  fulfi l lment or  release.  
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CD Line and Staff Relations CD 

Line and s taff  adminis trators are those employees responsible for 

discharging various functions at  the building level ,  (See CC Organizational  

Charts) ,  and who are concerned with the management  of  auxil iary act ivit ies 

and who serve as  an advisory or  consul t ing capacity to  the director.  

Both  l ine  and s taf f  adminis t rators  are ul t imate ly responsible  to  the  

board for  the conduct  of  the ir  of f icial  dut ies .  Line adminis t rators  have di rec t  

supervisory responsibilities over subordinate staff members. Staff  

administrators shall act as advisors and resource persons to all line administ rators but may, 

at the discretion of the director or board, exert direct administrative control over line 

administrators. 

Approved: 

CD-R Line and Staff Relations CD-R 

The director’s  adminis t rative subordinates  have authori ty to  adminis ter 

cooperative programs assigned to them by the director .  These responsibil i t ies 

may include direct  supervis ion of  l ine administ rators ;  l ine administ rators  may 

be required to report  directly to  the director’s  designated representative.  

Appropriate job descript ions shall  be de veloped by the adminis tration 

for  each l ine and s taff  posi t ion and fi led with the clerk.  
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CE Director of Cooperative CE 

The director  shal l  be the chief  adminis t rat ive head of  the  cooperat ive 

and shal l  have,  under the direct ion of  the board,  general  supervis ion of  al l  

programs.  The director  is  responsible  for  management  of  the cooperat ive 

under board pol icies  and is  accountable to  the board.  

The director  may delegate to other  personnel  the exercise of  any powers 

and the discharge of any dut ies imposed upon the director by these policies  or 

by the board. The delegat ion of  power or  duty,  however,  shall  not relieve the 

director of responsibil i ty for  the action taken under such de legat ion.  

** POSSIBLE ADDITION **  
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CEA Qualifications CEA 

The d i rec tor  shal l  have or  be  e l ig ib le  for  a  Kansas  d i rec tor’s  

cer t i f ica te .  
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CEB Duties CEB 

The responsibil i ty of the director shall  be:  

To serve as administ rative head of the cooperative;  

T o  k e e p  t h e  b o a r d  i n f o r m e d  o n  t h e  p r o g r e s s  a n d  c o n d i t i o n  o f  t h e  

cooperative programs; 

T o  ad m i n i s t e r  t h e  d ev e l o p m en t  a n d  m a i n t en an c e  o f  a n  e d u c a t i o n a l  

program designed to meet the community’s needs,  to study recent educational  

developments  and to  recommend changes in programs;  

To carry out the board’s policies and rules;  

To  monitor  educat ional  pol ic ies  and  to  recommend needed changes  to  

the board; 

To recommend posit ions required to  provide adequate personnel for the  

operation of education programs;  

To nominate for  appointment ,  ass ignment ,  t ransfer  or  t erminat ion  and  

to define the duties of al l  personnel,  subject  to approval of the board;  

To supervise the preparation of  the annual  budget and to recommend i t  

to the board for consideration;  

To advise and recommend in business administration matters;  

T o  s t u d y t h e  c o o p e r a t i v e ’ s  n e e d s  a n d  t o  k e e p  t h e  p u b l i c  i n f o r m e d  

concerning these needs;  

To assure that  cooperative finances are properly managed.  
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CEC Recruitment CEC 

The director  search presents  the board with an opportunity to  recruit  

individuals who wil l  implement the board’s  goals.  The board shal l  recruit  

candidates  who can best  accomplish this  objective.  The board shall  consider 

only candidates who meet  both s tate and local quali fications and who display 

the abi l i ty to  successful ly carry out  the director’s  dut ies .  

The board may solici t  appl ications from quali f ied members  of the staff 

and may l is t  the vacancy with placement offices.  

Applications for the director  shall  be screened by a professional 

committee selected by the board. Finalists’ place of employment should be 

visi ted by persons designated by the board. Selected candidates shall  be 

interviewed by the board.  
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CED Appointment CED 

The director will  be offered a one, two or three year contract  of 

employment.  

Approved: 

CED-R Appointment CED-R 

The director’s contract  will  be considered for  renewal on or before the 

statutory date for nonrenewal.  

Approved: 

©KASB. This material may be reproduced for use in USD ###. It may not be reproduced, either in whole or in part, in any form whatsoever, to 

be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 



CEE Compensation and Benefits CEE 

Compensat ion and benefi ts  of  the director  shal l  be determined annual ly 

by the board and shal l  be bas ed on performance and the abi l i ty to  car ry out  

the board’s  pol icies .  
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CEF Expense Reimbursement CEF 

The Director’s  use of  a  dis t r ict  motor vehicle and a dis t r ict  credi t  card  

shal l  be confined to  necessary school  business .  The board shal l  annual ly 

prescribe l imits  and rest r ict ions on the use of  credi t  cards  and shal l  moni tor 

receipts  and reimbursement  expenses  at  least  once a month .  Credi t  card use 

shal l  be reported  monthly to  the board.  Expenses  for  dis t r ict  t ravel  in  

personal  vehicles  or  ex tended t ravel  incurred in  the performance of  off icial  

dut ies  shal l  be reimbursed in  accordance with the provis ions o f  GAN.  

Approved:  KASB Recommendat ion – 6/01 
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CEG Staff Development Opportunities CEG 

The director  shall  keep informed of  modern educational  thoughts  and 

practices by study; by visi t ing other service centers,  community colleges and 

cooperatives;  by at tendance at  educational conferences;  and by other  such 

means as may appear to be appropriate.  

Approved: 

CEG-R Staff Development Opportunities CEG-R 

The d i rec tor  may reques t  to  a t tend the  annual  convent ions  of  the 

Nat ional  School  Board  Associa t ion  and the  American  Associa t ion  of  School  

Adminis t ra tors .  (See  BBBC)  
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CEI Evaluation CEI 

The board  and  the  d i rec tor  shal l  develop  an  evaluat ion  form that  wi l l  

p rovide  the  basi s  for  formal  evaluat ions  and any informal  d i scussions of  the 

d i rec tor’s  performance.  The board  shal l  evaluate  the  d irec tor  us ing the 

apprai sa l  ins t rument  in  accordance wi th  the  minimum sta tu tory requi rements  

for  the  f i rs t  four  years  o f  employment  and  annual ly therea f ter  by Februar y  

15
th

. The appraisal instrument may be used by the director as a self-  

evaluation instrument prior to this evaluation by the board. 

E ach  i nd i v i du a l  boa r d  m emb er  sh a l l  co mpl e t e  and  su bmi t  app r a i sa l  

f o rm s  to  t h e  b o a rd  p r e s id en t .  Th e  p r es i d en t  s h a l l  a l l o w t im e  f o r  n ece ss a r y  

discussion then formulate a summary of the individual responses. The  

summary shall use the same format as the individual board member’s appraisal form. The board 

president shall sign the summary. The board shall review the summary with the director in an 

executive session. 

After the evaluation is complete,  the individual  ap praisal  forms shall  be 

destroyed.  The summary and any writ ten response from the director shall  be 

maintained in the director’s  personnel f i le .  

The director’s  evaluation shall  be confidential  and be made avai lable 

only to  the board,  the director  and others as  provided by law.  

The evaluation inst rument  shall  be on fi le with the clerk at  the dist rict  

off ice.  Current  evaluat ion procedures and pol icies  shal l  be fi led with the 

Kansas  State Department  of  Education.  

Approved:  KASB Recommendat ion -  6/00 
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CEI Evaluation CEI 

The board shall  evaluate the director in accordance with the minimum 

statutory requirements for the first  four years of employment and annually 

thereafter,  using the appraisa l  inst rument.  The appraisal  instrument  may be 

used by the director  as  a  sel f -evaluation instrument prior to  this evaluation by 

the board.  

Each individual board member shall complete and submit appraisal  forms 

to the board president. The president shall for mulate a summary of the 

individual responses and allow time for necessary discussion. The summary 

shall use the same format as the individual board member’s appraisal form. The 

board president shall  sign the summary as the board’s agent and as the 

evaluator. 

The board shal l  review the summary with the director  in  an execut ive 

session.  If  wri t ten comments  are  needed,  the president  or  the director  may 

seek addi t ional  clar i f icat ion from individual  board member(s) .  After  the 

evaluat ion is  complete,  the individual  appraisal  forms shal l  be destroyed;  and 

the summary and any response shal l  be maintained in  the director’s  personnel  

f i le .  

The director’s  evaluat ion shal l  be confidential  and be made only to  the 

board,  the director  and others and provided by law .  

The evaluation instrument shall be on file at the cooperative office with 

the clerk.  
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CEI-R Evaluation (See GBI) CEI-R 

Director Evaluation  

The evaluation of the director  by the board shall  accomplish the 

following: 

Provide an opportunity for  the board and director  to  periodical ly meet 

and discuss the director’s  performance and the cooperat ive’s management;  

Review, clari fy and discuss the immediate and long -term goals for the 

cooperative and the director;  

Establ ish,  clari fy and discuss  the major  functions,  responsibi l i t ies  and 

roles  of  the director  and the board;  

Encourage a good working relationship between the board and the 

director;  

Encourage and recognize good administ r ative performance;  

Improve the director’s  leadership performance and management  of  the 

cooperat ive by suggest ing areas  of  responsibi l i ty and operat ing techniques  

that  may be s t rengthened;  and  

Establ ish reasonable s tandards for  cont inued employment  of  the 

director .  

The following procedures shall  be used to evaluate the director’s 

performance: 

The board shall  schedule an executive work session at  least  two t imes 

during the year  for  the purpose of a  mid -year  evaluation and an end -of-year  
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CEI-R-2 Evaluation CEI-R-2 

evaluation of the director’s performance. The cooperative’s evaluation form 

shall be used.  

Additional informal executive sessions may be scheduled during the year 

to discuss the status of the director’s performance and the cooperative’s 

management.  

The director  shall  make a mid -year  and an end-of-year  goal  progress 

report  as  well  as periodic reports  to the board on the cooperat ive’s operation.  

The director’s performance evalua tion shall  be based on the following:  

Established cri teria which are applicable to all  administrators;  

Responsibil i t ies defined in the director’s  job description; and 

Board/director developed performance goals and objectives.  

The board  and  the  di rec tor  sha l l  develop  an  evaluat ion  form that  wi l l  

provide the basis for the two formal evaluations and any informal discussions 

on the director’s performance.  

After  the board has  developed a composi te rat ing on the evaluat ion 

form reflect ing the board’s  consensus of  the  director’s  performance 

evaluat ion,  the board shal l  give a  copy to and meet  wi th the director  in 

execut ive session to  discuss  the coopera t ive’s  management  and the rat ings on 

the evaluat ion form.  During the end -of-year  evaluat ion,  the director  shal l  tak e  

informal  notes  which wil l  be reviewed with the board pres ident  prior  to  the 

preparat ion of  a  let ter  to  the director  summariz ing the evaluat ion.  
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CEI-R-2 Evaluation CEI-R-3 

The board shal l  provide off icial  copies  of  the completed end -of-year  

evaluat ion form and cover let ter  for  the director  and for  the cooperat ive to  

f i le  as  a  permanent  record.  
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CEJ Separation CEJ 

The board may elect  not to renew the director’s contract .  
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CEK Resignation CEK 

The director  may submit  a  res ignat ion to  the board president  at  a  

regular  or  special  meet ing.  The board wil l  consider  the acceptance of  the 

resignat ion in  l ight  of  the needs of  the cooperat ive.  

Approved: 
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CF Board-Director Relations CF 

The board delegates to the director  al l  administ rat ive dut ies .  While the 

board reserves to i tsel f the ult imate decision in  all  mat ters concerning policy 

or  expendi tures of  funds,  i t  wil l  normally proceed in those areas only after 

receiving recommendations from the director.  
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CG Administrative Personnel CG 

The board will employ administrative personnel as needed. 

Compensation Guides and Contracts  

Al l  administ rative personnel  shal l  be compensated for their  services 

with a salary determined by the board.  

Qualifications and Duties  

The director shall  develop appropriate job descriptions for  each 

administ rat ive posit ion.  When adopted by the board, such  documents shall  be 

f i led in the central  off ice and published in  the appropriate handbook.  

Recruitment   

The board delegates to the director the authority to identify and 

recommend the appointment of individuals to fi ll  vacant administrative 

posit ions.  

Assignment   

Assignment of administrative personnel shall be recommended to the board by the 

director. 

Orientation   

The director will  conduct an appropriate adminis t rative orientat ion 

program designed to acquaint  adminis t rators  with the cooperat ive.  

Supervision   

The director shall be responsible for supervising all administrative 

personnel.  
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CG Administrative Personnel CG-2 

Time Schedules  

Adminis t rat ive t ime schedules  and work  loads shal l  be d ic ta ted  by the  

terms of the employment contract .  

Administrative Intern Program  

T h e  b o a r d  m a y c o o p e r a t e  w i t h  a n  a p p r o v e d  a d m i n i s t r a t o r  t r a i n i n g  

insti tution in establishing an administ rat ive intern program.  

Personnel   

T h e  admi n i s t r a t i v e  s t a f f  s h a l l  r e commen d  cand i d a t es  o n ly  f o r  t h os e  

posit ions authorized by the board.  

Travel Expense  

Travel  expense for  administ rat ive s taff shall  be provided in accordance  

with CEF. 

Approved: 

CG-R Administrative Personnel CG-R 

The board will  solici t  the recommendations of the director  in 

appointment,  assignment,  transfer,  demotion, termination, or  non -renewal of 

any administrative personnel.  

Recruitment   

Al l  appl icants  shal l  be screened by the d irector ,  who may use other  

s taff  members  to  ass is t ,  before r ecommendat ions are made to  the board.  
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CG-R Administrative Personnel CG-R-2 

Expenses incurred by candidates interviewed for an administrative 

posit ion may be paid by the cooperativ e.  

Compensation Guides and Contracts  

Central  s taff  adminis t rat ive contracts  shal l  be reviewed annual ly.  The 

term of each adminis t rat ive contract  shal l  be determined by the board.  

Contract  forms for  adminis t rators  shal l  be drawn by the board’s  at torney.  

Qualifications and Duties  

Referenced to the appropriate job description and handbook.  
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CGI Evaluation (See CEI, GBI) CGI 

Adminis t ra t ive  pe rsonnel  shal l  be  evaluat ed  in  wri t ing b y  the  d i rec to r  

in  accordance wi th  the  minimum s t a tu tor y requi rements  fo r  the  f i rs t  four  

years of employment and at least annually thereafter. Administrative  

personnel files and evaluations shall be available only to the board, the appropriate 

administrator, the director and others authorized by law. 

The board’s  procedures concerning evaluation of  cooperative 

administrators shall  be on fi le in  the central  office with the clerk and may be 

published in the appropriate handbook.  

Approved: 

 

 



CGK  S u sp en s io n  CGK  

 T h e  d i r ec to r  sh a l l  ha ve  t he  a u th or i t y  t o  s usp en d  d i s t r i c t  admi n i s t r a to r s  

w i t h  pa y  pe nd i n g  fu r t he r  b oa r d  ac t i on .  

 T h e  su pe r i n t e nd en t  ma y  s u sp en d  a d min i s t r a t o r s  wi t h  p a y  f o r  a n y  r ea so n ,  

i nc l ud i n g ,  bu t  n o t  l imi t ed  t o ,  one  o r  mo re  o f  t h e  f o l l o win g :   a l l e ged  v i o l a t i on  o f  

o r  f a i l u r e  t o  i mp le me n t  boa rd  po l i c y ,  r u l e ,  o r  r e gu l a t i on ;  r e f usa l  o r  f a i l u r e  t o  

f o l l o w  a  r e aso na b le  d i r e c t i ve  o f  t h e  ad mi n i s t r a t o r ’ s  su pe r v i s o r ,  t he  

s up e r i n t e nde n t ,  o r  t he  bo a r d ;  t h e  f i l i n g  o f  a  c o mpl a in t  a ga in s t  t he  ad mi n i s t r a to r  

w i t h  an y  c i v i l  o r  c r i mi na l  au t ho r i t y ;  t h e  a l l e ged  c o mmi s s i on  o f  an  o f f ense  

i n vo l v i n g  mo ra l  t u rp i t ud e ;  o r  o t he r  goo d  c au se .  

 I f  a  s usp en s io n  wi t ho u t  p a y  i s  i mpo se d  o n  a n  ad mi n i s t r a t o r ,  t he  

a d min i s t r a to r  i s  en t i t l ed  t o  pa y  u n t i l  t he  ad mi n i s t r a to r  h as  be en  ad v i s ed  o f  t he  

b as i s  f o r  s usp en s io n  a nd  h as  b een  g i ven  an  op por t un i t y  t o  r e spo n d .  

 

Ap pr o ve d :    
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CJ Consultants (See BBG) CJ 

The administ rat ion may use professional  consultants .  Consultants shall  

be approved by the board in  advance.  

Approved: 
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CK Professional Development Opportunities CK 

The board may require administ rators to attend summer sessions,  

conferences,  workshops or other activit ies which will  directly benefit  the 

cooperative.  Expenses may be paid by the cooperative to  attend meetings 

approved by the director.  

Approved: 
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CM Policy Implementation CM 

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

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

Approved:  
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CMA Administrative Rules CMA 

The board delegates  to  the director  the responsibil i ty for  developing 

recommendations,  and for designing any necessary arrangements to carry out 

board pol icy and to  operate the cooperat ive.  These rules and arrangements 

shal l  consti tute the administ rat ive regulat ions governing the cooperative and 

shal l  be considered for  approval ,  modificat ion or disapproval  by the  board.  

Staff Involvement  

In  developing rules,  regulations and arrangements  for the cooperative’s 

operation,  the director shall  include at  the planning stage representatives of  

those employees who will  be affected.  

The director  shal l  develop procedures  ut i l iz ing cert i f ied and 

noncert i f ied employees for  the exchange of  ideas  and feel ing regarding the 

cooperat ive’s  operat ion.  The advice given by employees,  especial ly that  given 

by groups designated to  represent  large segments  of  the s taff ,  shal l  be 

considered.  The board shal l  be  informed of  such  counsel  when reports  and  

recommendat ions are made to  the board.  (See also GAC)  

Community Involvement  

The director may involve cooperative patrons on committees  or  study 

groups whenever necessary.  

Student Involvement  

The director  is  encouraged to consider  s tudents’  opinions concerning 

the rules  which affect  them. (See also JCB)  
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CMA Administrative Rules CMA-2 

Rules Adoption  

The director shall  review all  proposed rules before they are submitted to  

the board. All  administrative rules recommended by the director shall  be 

reviewed by the administrative staff before being submitted to the board for 

their consideration.  

Rules Dissemination  

Copies  of  administ rat ive rules  shal l  be given to all  employees who play 

a role in enforcing the rules  or who wil l  be affected by any rule changes.  

Rules Review  

Administ rat ive rules  adopted by the board shal l  be subject  to  frequent 

review by the board and the administ rative staff.  

Approved: 

©KASB. This material may be reproduced for use in USD ###. It may not be reproduced, either in whole or in part, in any form whatsoever, to 

be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 



CMA-R Administrative Rules CMA-R 

No administrative rule shall  be in conflict  with board policy.  

Rules Drafting  

Al l  proposed rules  shal l  be submit ted to  the board at torney or  a  KASB  

attorney before being submitted to the board for final  approval.  

Staff Involvement  

The d i rec tor  and  pr incipals  may appoin t  commit tees  for  funct ions  not  

being performed by exist ing groups or persons.  

Each s taff  or  community committee shall  act  in  an advisory capacity to  

t h e  a d m i n i s t r a t i v e  o f f i c e r  r e s p o n s i b l e  f o r  t h e  c o m m i t t e e ’ s  a r e a .  A l l  

commit t ees  shal l  t e rminate  no  l a t er  t han  one year  af t e r  the i r  e s tab l i shment  

unless  re-establ ished by the board.  (See  GAC)  

Student Involvement  

The  use  o f  s tud en t  i npu t  i n  t he  fo rmat i on  o f  po l i c i es  and  r u l es  sha l l  

normally be restricted to areas pertaining to attendance center  administration.  

Approved: 
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CBM Administration in Policy Absence CMB 

In an emergency when act ion must  be taken within the Cooperat ive  

where the board has  provided no guides  for  adminis t rat ive act ion,  the director  

shal l  have the power to  act ,  but  his  decis ions shal l  be subj ect  to  review by 

act ion of  the board  at  the next board meet ing.  It  shal l  be the duty of  the 

director  to  inform the board promptly of  such act ion and of  the need for 

pol icy.  

Approved: 

CMB-R Administration in Policy Absence CMB-R 

In the event the director is  forced to act in the absence of regular board 

policy or guidelines,  he shall  draft  a proposed board policy, together with 

appropriate rules, to be presented to the board at its next meeting for its 

consideration.  

Approved: 
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CN Public Records CN 

(See  BE,  CNA,  ECA,  IDAE,  I I ,  HAI,  J GGA,  and  J R e t  s eq . )  
 

 T h e  bo a rd  des i gna t e s  D i r e c to r  a s  i t s  F r eed o m o f  In f o r ma t io n  Of f i ce r .   T he  

F re ed o m of  In fo r ma t io n  Of f i c e r  s ha l l  h a ve  t he  au t h or i t y  t o  e s t a b l i s h  and  

ma i n t a in  a  s ys t e m o f  r e co rds  i n  acc or dan ce  wi t h  t he  Ka nsa s  Ope n  Rec ord s  Ac t  

a nd  o t he r  a pp l i ca b l e  l a ws .   T he  bo a rd  f u r t he r  a s s i gn s  { t he  c l e r k / o r_ __ _}  to  

h an d le  r eq ue s t s  f o r  r eco rds  an d  t o  s e r ve  a s  t h e  c us to d i a n  o f  t he  r eco rds .   T he  

c us t od i an  s ha l l  p r o mi ne n t l y  d i sp l a y  an d  d i s t r i bu t e  o r  o th e r wi s e  ma ke  a va i l a b l e  

t o  t he  pu b l i c  a  b roc hu re  c onc e r n in g  r ec o rd  acc es s  i n  t he  f o r m p r esc r ib ed  b y  t he  

l oca l  F re ed o m of  In fo r ma t i on  Of f i ce r .  

 T ypes  o f  Re cor ds  

 A  p ub l i c  r ec o r d  me a ns  a n y  r eco rde d  i n f o r ma t i o n ,  r e ga r d l e s s  o f  fo r m o r  

c ha r ac t e r i s t i c s ,  wh ich  i s  ma de ,  ma in t a in ed ,  ke p t  b y ,  o r  i n  t he  p oss es s i on  o f  t he  

d i s t r i c t ,  i nc l ud i n g  t ho se  e xh i b i t e d  a t  p ub l i c  boa rd  mee t in gs .  

 Ce n t r a l  Of f i ce  Rec ord s  

 Re cor ds  ma i n t a i ned  b y  t he  s up e r in t en den t  s ha l l  i nc l ud e ,  b u t  ma y  n o t  be  

l i mi t ed  t o ,  t he  fo l l o win g :  f i na nc i a l ,  pe r so nn e l ,  a nd  p r op e r t y  ( bo th  r ea l  and  

p e r s on a l )  o wned  b y  t h e  d i s t r i c t .  

 Bu i ld i n g  Rec or ds  

 Re cor ds  ma in t a in ed  b y  t he  bu i l d i n g  p r inc i pa l s  s ha l l  i nc lu de ,  b u t  ma y  n o t  

b e  l i mi t ed  t o ,  t he  f o l l o wi n g :  ac t i v i t y  f un ds ,  s t u de n t  r e co rd s ,  an d  pe r so nne l  

r eco rds .   ( Se e  J R e t  s eq . )  
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C N  Re cor ds  C N -2  

 P u b l i c  Acc ess  

 A l l  r ec o r ds ,  e xce p t  t h os e  s ub j ec t  t o  ex cep t io n  b y  t he  Kan sas  Op en  Rec ords  

Ac t ,  s ha l l  be  o pe n  t o  i n s pe c t i o n  b y  t he  ge ne ra l  pu b l i c  du r i n g  r e gu l a r  o f f i ce  

h o ur s  o f  a n y  sc ho o l  o r  t he  d i s t r i c t  o f f i c e .   T he  su pe r i n t e nd en t  w i l l  e s t a b l i sh  

p ro ced ure s  fo r  ma kin g  r e co rds  a va i l a b l e  o n  n or ma l  bu s in es s  d a ys  whe n  d i s t r i c t  

o f f i c es  a r e  c lo sed .   T h e  d i s t r i c t  ma y  cha r ge  a nd  r e qu i r e  ad van ce  p a yme nt  o f  a  

f ee  fo r  p ro v id i n g  a cce s s  t o  o r  f u r n i s h in g  c op ie s  o f  pu b l i c  r e co r ds .  

 Re qu es t s  f o r  ac ces s  t o  op en  r e co r ds  s ha l l  b e  mad e  i n  wr i t i n g  t o  an  o f f i c i a l  

c us t od i an  o f  d i s t r i c t  r ec o rd s .   T he  o f f i c i a l  c us t od i an  sha l l  e xa mi ne  ea ch  r eq ues t  

t o  d e t e r mi ne  whe t he r  t he  r e co r d  r e qu es t ed  i s  an  op en  r ec o r d  o r  i s  su b j ec t  t o  an  

e xc ep t i on  o f  t he  Ka ns as  Op en  Re cor ds  Ac t  t ha t  wou l d  a l l o w  the  r ec o rd  t o  r e ma in  

c l os ed .   T h e  cus to d i a n  ma y  a l so  r e fu se  t o  p ro v i de  ac ces s  t o  a  p ub l i c  r ec o r d  o r  t o  

p e r mi t  i n sp ec t i on  i f  a  r e qu es t  p l ace s  a n  un rea so na b le  b u rd en  i n  p ro duc i n g  p ub l i c  

r eco rds  o r  i f  t he  cu s to d i a n  ha s  r ea so n  to  b e l i e ve  t h a t  r epe a t e d  r eq ue s t s  a r e  

i n t e nde d  to  d i s ru p t  o t he r  e s sen t i a l  f u nc t io ns  o f  t h e  d i s t r i c t .   T h e  c us t od i an  sh a l l  

e i t he r  g r a n t  o r  d en y  e ac h  r eq ues t .  

 I f  t h e  c us to d i a n  doe s  n o t  g r a n t  t he  r eq ue s t ,  t h e  p e r s on  r e qu es t i n g  t he  

r eco rd  s ha l l  r ec e i ve  a  wr i t t en  ex p l a na t io n  o f  t he  r eas on  f o r  t he  d en i a l  wi th in  

t h r e e  da ys  o f  t he  r e qu es t ,  i f  a n  e xp l an a t i on  i s  r e qu es t e d .   I f  t he  r eq ue s t e r  

d i sa g re es  wi t h  t h e  ex p l ana t io n ,  t he  f r eed o m o f  i n f o r ma t io n  o f f i c e r  s ha l l  s e t t l e  

t he  d i sp u t e .  

 E ac h  r eq ue s t  f o r  acce s s  t o  a  pu b l i c  r e co rd  s ha l l  b e  a c t e d  up on  a s  s oo n  a s  

p os s ib l e ,  b u t  no t  l a t e r  t han  t h e  e nd  o f  t he  t h i rd  bu s in es s  d a y  f o l l o wi n g  th e  da t e  

t ha t  t h e  r eq ue s t  i s  r ec e i ved .   I f  t he  r e que s t  i s  n o t  ac t ed  o n  i mme dia t e l y ,   
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C N   Re cor ds  C N -3  

t he  c us t od i an  s ha l l  i n fo r m t he  r eq ues t e r ,  w i t h in  t he  t h r e e -d a y  w i nd ow,  wh en  and  

wh ere  t he  op en  r e co rd  wi l l  b e  ma d e  a va i l a b l e .    

 E ac h  c us t od i an  s ha l l  f i l e  a l l  r eq ues t s  a nd  t he i r  d i s po s i t i ons  i n  t he  

a pp ro pr i a t e  o f f i c e  an d  ma ke  r e por t s  a s  r eq ues t ed  b y  t h e  s up e r i n t e nd en t  o r  t he  

b oa rd .  

 Co p ie s  o f  Rec ord s  

 Co p ie s  o f  op en  r eco rd s  sh a l l  b e  a va i l ab l e  u po n  wr i t t en  r eq ue s t ,  un l e s s  

o th e r wi se  sp ec i f i e d  i n  Ka ns as  o r  f ede r a l  l a w .   Re qu es t o r s  ma y  o n l y  ma ke  

a bs t r ac t s  o r  o b t a in  co p i e s  o f  pu b l i c  r ec o rd s  t o  wh i ch  t h e y  ha ve  ac ces s  u nd e r  t he  

Ka nsa s  Ope n  Rec or ds  Ac t .  T h e  d i s t r i c t  sha l l  n o t  be  r eq u i r ed  t o  p r o vi de  c op i e s  o f  

r ad i o  o r  r ec o rd i n g  t a pe s  o r  d i sc s ,  v i de o  t ap es ,  f i l ms ,  p i c t u r e s ,  s l i de s ,  gr ap h ic s ,  

i l l u s t r a t i on s ,  o r  s i mi l a r  au d io  o r  v i sua l  i t e ms  o r  d e vi ces ,  u n l e s s  s uch  i t e ms  o r  

d e v i ce s  wer e  s ho wn o r  p l a yed  d ur i n g  ope n  se s s io n  o f  a  d i s t r i c t  b oa rd  me e t i n g .   

S i mi l a r l y ,  t h e  d i s t r i c t  sha l l  no t  be  r e qu i r ed  t o  p ro v i de  su ch  i t e ms  o r  de v i ces  

wh ich  a r e  c op yr i gh t ed  b y  a  pe r s on  o the r  t h an  t he  bo a rd .   F u r t he r mor e ,  no t h in g  i n  

t he  Ka ns as  Open  Rec or ds  Ac t  r e qu i r e s  t h e  d i s t r i c t  t o  e l ec t ron i ca l l y  ma ke  c op ie s  

a va i l ab l e  b y  a l l o wi ng  a  r eq ues to r  t o  ob t a i n  co p i e s  b y  i n se r t i n g ,  c on nec t in g ,  o r  

o th e r wi se  a t t a ch i n g  a n  e l ec t r on i c  d e vi c e  p r o v ide d  b y  t he  r eq ues t o r  t o  t h e  

c o mp ute r  o r  o t he r  e l e c t r o n i c  de v i ce  o f  t he  d i s t r i c t .    

 Ad va nce  pa yme nt  o f  t he  ex pe ns e  o f  p ro v i d in g  ac ces s  t o  o r  f u rn i sh i n g  

c op ie s  o f  op en  r eco rd s  sh a l l  b e  bo rn e  b y  t he  r e qu es t o r .   Un der  n o  c i r cu ms ta nces  

s ha l l  t he  d oc u men t s  be  a l l o we d  o u t  o f  t h e i r  u s ua l  bu i l d ing  l oca t i o n  wi th ou t  

a pp ro va l  o f  t he  o f f i c i a l  cus to d i a n .  
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C N  Re cor ds  C N -4  

 T h e  boa rd  ma y  p res c r i be  r ea so na b le  f e es  fo r  p ro v id in g  a cce s s  t o  o r  

f u rn i sh in g  c op ie s  o f  p u b l i c  r e co r ds ,  su b j ec t  t o  t he  f o l l o wi n g :  

  i n  t h e  cas e  o f  f ee s  f o r  c op i e s  o f  r ec o r ds ,  t h e  f e es  s ha l l  no t  e xce ed  t he  

a c tu a l  c os t  o f  fu r n i sh in g  co p ie s ,  i nc l ud in g  t he  c os t  o f  s t a f f  t i me  r e qu i r ed  

t o  ma ke  t he  i n fo r ma t i on  a va i l ab l e  an d  p r i n t i n g  f ee s  o f  _ _  cen t s  pe r  pa ge ,  

a s  ap p l i c ab l e ;  

  In  t h e  ca se  o f  f e es  fo r  p r o vi d i n g  a cc es s  t o  r ec o r ds  ma i n t a i ne d  o n  c o mp ute r  

f ac i l i t i e s ,  t h e  f ee s  sh a l l  i nc l ude  on l y  t he  cos t  o f  a n y  c o mp ute r  s e r v i c es ,  

i nc l ud i n g  s t a f f  t i me  r eq u i r e d .  

 Re ve nue  f r o m c op y in g  op en  r ec o r ds  wi l l  be  d ep os i t ed  i n  t h e  d i s t r i c t ’ s  

ge n e ra l  f un d .  

 D i s po s i t i on  

 A l l  d i s t r i c t  o f f i c e  r ec o r ds  sha l l  be  ke p t  fo r  a t  l e a s t  t h e  mi n i mu m l e n gt h  o f  

t i me  r eq u i r e d  b y  l aw.  

 T h e  c l e r k  { o r  _ __ }  i s  des i gn a t e d  a s  t he  o f f i c i a l  cus to d i a n  o f  a l l  boa rd  a nd  

d i s t r i c t  o f f i ce  r ec o rd s  ma in t a in ed  b y  t he  d i s t r i c t .   E ac h  b u i l d in g  p r in c ip a l  {o r  

_ _ _}  i s  de s i gna t ed  a s  o f f i c i a l  c us t od i an  o f  a l l  r eco rds  ma i n t a i ne d  a t  t h e  bu i l d in g  

l e ve l .   In  a dd i t i o n  t o  t h ose  r e co r ds  r e qu i r e d  b y  l a w,  t he  { c l e r k}  s ha l l  be  

r e sp on s ib l e  f o r  p r epa r in g  a nd  kee p in g  o th e r  r eco rds  ne ces sa ry  f o r  t he  d i s t r i c t ’ s  

e f f i c i en t  o pe ra t i on .  

 D i s t r i c t  e mpl o yees  sh a l l  f o l l ow  th e  gu id e l i nes  fo un d  in  t he  s tu de n t  r eco rds  

p o l i c i e s .   ( Se e  IDAE  an d  J R t h r ou gh  J RD)  

 

Ap pr o ve d :    
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C N A  Do cum en t  P r od uc t ion ,  I nc l u din g  El ec t ron ic  I nf orma t io n  *  C N A  

( Se e  BCBK,  BE ,  CN,  E CA,  IDAE ,  I I ,  J GGA,  J R  e t  s eq .  an d  K BA)  

 

 De s t ro y i n g  Doc u me nt s  

 Af t e r  t h e  d i s t r i c t  r ece i ve s  kno wle d ge  o f  l e ga l  ac t i on  a ga ins t  t h e  d i s t r i c t  o r  

i t s  e mpl o yees ,  n o  d oc u me nt s  o r  e l e c t r on i c  i n fo r ma t i on  pe r t a in in g  t o  t he  sub j ec t  

o f  t he  ac t i on ,  ma i n t a i ne d  i n  a n y  fo r m,  ma y  b e  des t ro ye d  a s  l on g  a s  t he  l e ga l  

a c t i o n  i s  p en d in g .  

 

Ap pr o ve d :    

K AS B Rec o mme n da t io n  –  0 2 / 0 7 ;  4 / 07 ;  6 /07 ;  6 /1 9  
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CO Reports CO 

The board may require reports from the s taff .  

Types   

The director  shal l  submit  to the board an annual  report  summarizing the 

cooperative’s  operat ions for  the preceding school year .  The direct or  shall  

present a  monthly budget report  to the board. The board delegates to the 

director the authority to  request  reports  from any s taff  member.  

Dissemination (See JR et  seq.)   

The board, upon request ,  shall  receive copies of al l  reports submitted to  

the director .  Copies  of staff reports  may be sent to  staff  members for  their 

confidential  use if  the director approves.  Staff reports shall  be made public 

only with board approval.  

Approved: 

CO-R Reports CO-R 

Types   

The  d i rec to r ’ s  annua l  r epor t  shal l  be  submi t t ed  to  the  board  30  days  

after the end of the school year. If the director resigns or leaves the  

cooperative, the annual report shall be submitted to the board prior to final payment of 

compensation under the employment contract. 

The director’s monthly budget  report  shall  be included in the board’s 

agenda and shal l  include each account ,  the original  appropriat ion,  the amount  
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CO-R Reports CO-R-2 

expended to date,  the amount  encumbered to  date,  and the remaining balance 

in  each account.  

Approved: 
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CP Administrative Chain-of-Command Pertaining to Local CP 

Member Cooperat ive Problems in Relation to the Cooperative  

In order  to keep problems pertaining to the Cooperative and the member 

dis t ricts to  a minimum, the board encourages administrators  of  member 

dis t ricts  and the Cooperat ive director  to  cooperate in  every way in order  to 

solve their  administ rative problems in the most  eff icient and expedit ious 

manner possible.  

Approved: 

CP-R Administrative Chain-of-Command Pertaining to Local CP-R 

Member Cooperative Problems in Relation to the Cooperative  

Every local  bui lding adm inis t rator  is  encouraged to coopera te with the  

administrative staff of the Cooperative. If conflicts arise, the local  

administrator, member directors and/ or other member directors as appropriate and the 

Cooperative director shall attempt to solve the problem. 

If  the conflict  is  not resolved and said confl ict  pers is ts ,  the Cooperat ive 

director shall  at tempt  to solve the problem. If  the problems cannot be 

resolved,  the problem shal l  be taken to the Cooperat ive board for resolut ion.  

Approved: 
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