
Unified School District #283 
Elk Valley Schools 

2020-2021 

Faculty & Staff Handbook 

 

PO Box 87 
701 Delaware 

Longton, Kansas 67352 
High School: (620) 642-2215 

Fax: (620) 642-6555 
Elementary: (620) 642-3021 



MISSION STATEMENT 

The Elk Valley community is committed to providing a learning environment in which all students make 
progress in becoming a functional member of society.  We believe that school improvement is an on-going 

process of evaluation, setting goals, and implementing programs. 

Administration: 
 Superintendent/Principal, Jason Crawford 
Board of Education 

President, Justin Corle 
Vice-President, Paul Folsom 
Member, Mitch Dowell 
Member, Jim Greer 
Member, Brandon Rogers 
Member, Randy Cannon 
Clerk, Diana Stroble 
Treasurer, Janet Hadlock 

Activities  
The interscholastic athletic programs include: football, volleyball, basketball, track, golf, wrestling, softball and baseball w/

@ Fredonia. Five subjects must be passed the previous semester to be eligible to compete in interscholastic athletics. 
 Elk Valley active co-curricular and extra-curricular activities:  FFA, Band, Choir, FCCLA, Scholars Bowl, NHS, Student 
Council, SADD, Forensics, KFEA, Drama, FBLA and Math Relays. 

 To graduate from Elk Valley, students must have a minimum of 24 credits. The successful completion of the following 
specific units is required: 
  

Communications …………………………..…………………………………………………………………………4 units 
  English I       1 unit 
  English II     1 unit 
  English III     1 unit 
  English IV     1 unit 

 Science ………………………………….……………………………………………………………………………3 units 

 Mathematics …………………………………………………………………………………………….……………3 units 
  Algebra I is required 

 Physical Education / Health (Freshmen) ……………………………………………………….………….…..……..1 unit 

 Computer Literacy ………………………………………………………………………………….….……………..1 unit 

 Social Studies …………………………………………………………………………………………….…………..3 units 
  World History (Freshman)                 1 unit 
  American History (Juniors)   1 unit 
  Government/Economics (Sophomores)  1 unit 
   (Must have Government and History) 

 Vocational Ed.(agricultural, computer, FACS, or technical)... ………………………………………………………1 unit 

Fine Arts (choir, band)…….……………………………… ……………………………………….…………….…..1 unit 

 Electives …………………………………………………………………………………………….…….……….…7 units 



DUTY HOURS 
Duty hours are 7:30 AM to 3:50 PM.  This means that teachers 
are to be in their respective teaching areas fifteen (15) minutes 
prior to class beginning and fifteen (15) minutes after students 
are dismissed.  

PROMPT AND REGULAR ATTENDANCE 
One of the most valuable lessons we can give students is a 
good set of work habits, promptness and regular attendance is 
the most important of these.  This lesson is difficult to get 
across when teachers are frequently late for class.  This rule 
applies to teachers with first period planning periods. 

STAFF ABSENCES 
The USD 283 Board of Education has been assured that sick 
leave and personal leave allowances will not be abused. The 
spirit of this benefit is the protection and insurance of the 
teacher from the loss of pay because of illness and in the case 
of personal leave, emergencies calling for the necessary 
absence of the teacher. The Board of Education expects all 
staff to govern your attendance with the spirit in which the sick 
leave benefit is offered. Personal leave is almost always 
predictable, and all staff should adhere to the following policies 
as outlined below. Teachers are expected to have detailed 
lesson plans prepared for any absence. 

ANY absence requiring a sub or not and is over 30 minutes in 
duration is REQUIRED to be entered into the SmartFind 
application at https://usd283.eschoolsolutions.com. Absences 
must be entered at least 30 minutes prior to the request, or the 
system will not allow it to be entered. The staff duty day runs 
from 7:30 AM to 3:50 PM on all district scheduled duty days. It 
is the responsibility of the staff member to enter all leave for 
approval prior to any absence. 

BOE policy requires administrative approval and advance 
notice for any personal leave. Leave related to immediate 
emergencies or illness should be made as quickly as possible 
and the employee shall notify Mrs. Greer in the high school 
office AND your direct supervisor as soon as practical. 
 Staff should refrain from missing any district scheduled in-
service or parent teacher conferences, open house events or 
other pre planned district-wide events. If an emergency arises 
on one of these dates, a written request to administration is 
required before entering the absence for approval. Further, 
parent notification shall be made and alternate meeting times 
for any absence during parent teacher conferences. 

Staff who are leaving or arriving late during the duty day, 
running a quick errand off campus etc., must sign in at the 
elementary or high school work room and contact Brenda 
Greer. Attempts should be made to have a planning sub cover 
any class before cancelling it. A staff member may not 
cancel a class without prior approval from administration. 
If your absence will require a class to be cancelled and no 
planning sub is available, the staff member must inform 
administration in writing prior to leaving in addition to 
contacting Mrs. Greer. It is the employee’s responsibility to 
inform any other staff members that may be impacted by the 
absence in case of an approved class cancellation. 

 **West Elk Cooperative employees will follow all USD 283 
staff handbook policies and Board of Education policies in 
addition to their contract rules from USD 282. USD 282 
employees will enter all absences and notify their direct 
supervisor and administrator for approval into the SmartFind 
application. Once entered, the job number must be written on 
the top left-hand corner of the 282 leave request form and 
signed by an administrator prior to taking the leave.  

All 282 and 283 certified staff must provide detailed lesson 
plans, a current class roster and place a copy on their desk 
along with attaching the plans within the Smart Find 
application. Emergency plans should always be available as 
well in a substitute folder easily accessible by the sub in plain 
view within the classroom. 

SUBSTITUTES 
Please have a file folder or notebook ready for the 
substitute that includes detailed lesson plans, a class 
roster for each hour and any other instructions that will help 
them through the day. Don’t make it a “free” day. Leave the 
students something to do that will occupy most or all of the 
hour. A copy of the student handbook and any other classroom 
rules, behavior or discipline procedures would be helpful. 
Please note to them that the attendance needs to be called in 
at the office each hour. If you have lunch duty, you need to 
note to the sub that they will need to do it. 

LESSON PLANNING 
All teachers are expected to provide detailed lesson plans for 
the substitute teacher in case of illness. Please have an 
emergency substitute folder ready.  There are other benefits 
to be derived of good lesson planning.  The source of all 
problems that a teacher may have, including discipline, can 
almost always be traced to inadequate planning and 
organization.  The policy of this School District is that teachers 
are expected to construct and use: 
1.  Long range course planning setting forth objective to be 
attained. 
2.  Short term lesson unit planning setting forth objectives to be 
attained. 
3.  Daily, detailed, lesson planning setting forth objectives to be 
attained. 
Observance of these rules should guarantee a successful 
school year.  While the Principal may not ask to inspect these 
plans, if problems arise the evidence of having such plans 
available would be a strong plus factor in the teacher’s favor. 

POWERSCHOOL 
This is our student records system. You may view a student’s 
address, telephone number, parent names etc. inside your 
Teacher Portal.  You may also view any of your student’s 
schedule by clicking on their name listed in your class using 
the Main tab. You will use the grade book to keep your grades 
in, post attendance and lunch count. At the end of each 9 
weeks (Elem. Teachers) will post your grades to the grade card 
and the office will then be able to print out grade cards to be 
sent home. Again, a due date will be put in the bulletin - please 
have your grades in on time. (If you have any questions or 
problems setting up your gradebook, see Mr. Russell.)  
   The semester grades are now cumulative for the whole 
semester. We will be sending out progress reports at the end of 
the 9 weeks instead of grade cards for MS/HS students.  
Parents have the ability for the parents to access student 
absences and grades online. Please keep your grades 
posted at least once a week so that the parents may see 
the most accurate accounting of their child’s grades. 

   Important: Always logout of PowerSchool before leaving 
each day.  Thanks 

LUNCH COUNT/ATTENDANCE 
Please have your lunch count and 1st hour attendance in the 
computer by 8:00 AM. If a student arrives in your room without 
a pass from the office after you have posted your attendance, 
please go to your attendance and change it to a Tardy instead 



of an absence or let the office know so it can be changed. 
Attendance is to be put in the computer at the beginning of 
each hour thereafter.  

TRANSPORTATION - BUS REQUESTS / VAN or CAR 
SCHEDULING 
Anyone needing bus transportation will need to fill out the 
necessary request forms at least one week prior to the 
intended activity. 
Bus: A transportation request will need to be filled out and  
turned in at the office if you need a bus. 
Van/Car: Let Diana know if you need to reserve one. Always 
leave the vehicles clean and fueled. If something is 
mechanically wrong with the vehicle report it to the district 
office ASAP. 
Note: Permission slips need to be sent out to students for 
parents/guardians to sign and return to you before going on 
any school associated trip. Brenda has one to use for any 
activity. Sponsor is responsible to make sure vehicle is cleaned 
out and filled with fuel for the next person. 

SUPERVISION 
Teachers are expected to be in their classrooms at all times 
that students are present in that classroom. Please do not 
leave students unattended in the classroom for any 
reason. Also, teachers are expected to be present in the 
hallway during passing periods to ensure that students are 
behaving appropriately. 

TEACHER - STUDENT RELATIONSHIPS 
While the Principal's assistance is at all times available, the 
ultimate aim should be student respect for the teacher.  This 
can only be obtained by the teacher.  Therefore, teachers are 
expected to develop the ability to command discipline in their 
own classrooms. 

1. SET APPROPRIATE BOUNDARIES WITH STUDENTS 
Staff must set appropriate personal boundaries with 
students and not engage in inappropriate behavior that 
could lead to even the appearance of an inappropriate 
relationship. Inappropriate behavior includes, but is not 
limited to, flirting; making suggestive comments; engaging 
in sexual dialogue over the Internet; giving inappropriate 
personal gifts; dating; asking for a ride home after school or 
sports practice; hugging; sending intimate letters or cards; 
making personal phone calls; meeting in social settings; 
touching inappropriately; telling off-color jokes; exchanging 
phone numbers for personal reasons; or engaging in playful 
exchanges. 
2. REPORT ANY INAPPROPRIATE BEHAVIOR 

INITIATED BY STUDENTS 
If a student initiates inappropriate behavior toward you, 
document the incident and report it to the school principal. 
Also report any incidents that follow. Keep copies of any 
documentation in a personal notes file. If appropriate, the 
principal will intervene and speak to the student and parents 
about the inappropriate behavior. 
3. REPORT INAPPROPRIATE BEHAVIOR BETWEEN 

STUDENTS & OTHER STAFF 
Staff members must report observed inappropriate behavior 
between students and other staff members-if they have 
reason to believe that a sexual relationship is occurring. 
State law requires staff to report all suspected child abuse 
to appropriate child protection authorities, and a relationship 
between a teacher and a student constitutes child abuse. 

FAX MACHINE 
There is one in the workroom (high school) for school use. 
Personal use charge is $1 for each fax. 

PHONES 

There is a phone in every classroom; however, you can only 
make internal, local and toll-free calls from them. Any long-
distance calls will need to be made from the office or HS 
workroom. Students should not be released during class to use 
the phone in the office, unless it’s an emergency. If a parent 
calls, with an emergency, the office will contact the student. 

OUT GOING MAIL 
There is a basket in the office for outgoing school mail. The 
high school office will take care of putting postage on it and 
getting it to the post office by 9am. This is for school mail only. 
Please take care of your own personal mailings yourself. 

BULLETIN 
The bulletin will be e-mailed to you daily and should be read to 
the students 3rd hour. This ensures that each student has the 
opportunity to hear them. High school only - each day in the 
bulletin there will be a list of students who need to sign the 
admit sheet. Please be sure to send them as soon as you are 
finished reading the bulletin. Otherwise, the office will have to 
disturb someone’s class to call them to the office.  If you would 
like an announcement included in the bulletin, please email it 
to Brenda before 9 AM to get in the bulletin that day. 

WORKROOM MAILBOXES  
Please check/ empty your mailboxes at least once a day.  
  
HIGH SCHOOL OFFICE SUPPLIES 
Supplies are limited in the office. If you need something not 
available for school use you may fill out a requisition and after 
it is approved by the Superintendent, Brenda will order for you. 
Please ask to make sure we do not have the item before you 
order.  

INK AND LASER CARTRIDGES FOR PRINTERS  
Ink and laser cartridges for printers are available in the high 
school office. Please bring empty cartridges to the high school 
office for recycling 

INTER - STAFF RELATIONSHIPS 
Professional ethics are an absolute necessity. 
1.  Personal differences between teachers must never be 
allowed to be detectable by students. 
2.  Personal differences should never be allowed to become 
detectable by other staff members. Obviously, then, teachers 
should never discuss such differences with other teachers, 
staff members, and/or patrons. 
3. Teachers and other staff members must never criticize 
the work and/or personal behavior of another staff member to 
anyone other than their building Administrator. 

OFF - DUTY PERSONAL BEHAVIOR 
The administration does not wish to become involved with the 
private lives of teachers.  Likewise, we do not wish to be 
placed in the position of explaining teacher’s private life 
activities which may not be acceptable in the community.  
Personal discretion always has been and always will be a 
strong determinant to teacher’s success. 

PURCHASES 
All purchases must be made through the use of a purchase 
order.  If emergency requires the purchase by phone or in 
person at a retail establishment, permission should be 
obtained from the Principal.  In this case a purchase order 
must be submitted covering the purchase that was made. 
Sales tax Will Not be reimbursed in any case. Purchases not 
made through a purchase order are not binding on the School 
District for payment.  Hence, you may have to pay for it with 
your own money.  Teacher reimbursements for such purchases 



will be made after the regular scheduled Board of Education 
meeting.   

STUDENT PURCHASES 
Whenever possible, student purchases should be routed 
directly through the office.  Teachers are discouraged from 
collecting money from student unless absolutely necessary.  
Such money collected should be turned in the following school 
day.  This will help to lessen our responsibility or loss due to 
break-ins, etc.  When money is turned in, always remember to 
get your receipt at that time. 

MONEY 
All school money must be deposited as soon as possible. 
Check with the administrator on how to deal with it on 
weekends. Never turn in uncounted money. Always make a 
copy of the completed deposit slip before turning in money. 
Never have a student or parent in charge of school money 
without prior administrative approval 

CARE OF FACILITY AND EQUIPMENT 
Destruction of school facilities and/or equipment by students is 
the direct responsibility of the teacher responsible for 
supervision at the time of destruction.  Such acts are almost 
always traceable to poor classroom discipline and supervision. 

COPY MACHINE 
These are for school use. Personal copies are 10 cents each. 
You will find one in each of the teacher’s workrooms. If it is 
busy, you may use the one in the library. 

TEACHER'S DRESS 
Teachers are expected to dress for what is appropriate for their 
classroom. REMEMBER you are not ordinary people.  You are 
highly trained professionals involved in the most important 
function in our society.  It is only fitting that we project that 
image to our students. Casual, Elk Valley sportswear may be 
worn on Fridays. 

EXTRA - CURRICULAR ACTIVITIES 
There is no concrete rule concerning attendance of extra 
curricular activities. Students like to see their teachers at 
school activities so teachers should attend as many activities 
as possible. 

POP & CANDY/FOOD/SNACKS  
Pop/candy /food/snacks are not to be brought into any 
classroom for any reason without prior approval of admin. 
Items will need to comply with our wellness policy. 

CALENDAR / ACTIVITY SCHEDULING 
The only official school calendar is the one on the High School 
secretary's desk. Teachers, sponsors, and coaches should 
place all activities on this calendar. If this is not done, the 
activity runs the danger of cancellation.  This will certainly be 
done in the event of a conflict with another scheduled activity.  
Coaches, music teachers, FFA sponsors, class sponsors, 
drama teachers are required to file with the office their activity 
plans. Make sure parents have all the details of the trip. Please 
make sure to leave a list of students who are going to be gone 
during school time with the office and with other teachers at 
least 2 days before going. 

PAYDAY 
The normal pay day will be the 10th of each month. 

FIELD TRIPS 
1. Advanced requests of at least one week prior to intended  
trip. 
2. Field trips must be approved through the Principals office. 

3. Sponsors (not the driver) are responsible for control of  
students on buses. 
4. Students are required to return on the bus unless  
advanced permission has been granted by a parent or 
 guardian.  (Permission must be in writing.) 
5. Anyone other than students must have permission from 
 office to ride bus. 

INJURIES 
Notify the Principal and parents immediately if possible, in the 
event that an injury should occur. 

STUDENT PASSES 
Student passes should be kept to a minimum. Students should 
not be sent to the library for individual work unless pre-
approved by the librarian. 

MEETINGS  
Meetings will be held during WIN.  Please let Brenda know so 
she can put it in the bulletin when you want a meeting 
scheduled. A complete list of all officers and members need to 
be filed in the office after the 1st meeting of the year. 

PERSONAL/SICK LEAVE POLICY  
- - - CERTIFIED - - - 
    First year employees earn up to 96 hours (12 days) personal 
leave at a rate of one day per month of employment plus one 
day for the first day of employment.  Employees are credited 
with 96 hours (12 days) personal leave at the beginning of their 
second year of employment and each following year.
    Personal leave days are used for "sick leave" or as personal 
discretionary leave, and no designations are made.  Leave will 
be charged against a bank of $360.00 at a rate of $3.75 per 
hour.
    Leave can be accumulated to a maximum of 96 hours (12 
days) per year to a maximum of 400 hours (50 days).  
Accumulated days have no cash value.  At the end of each 
year the employee shall receive the balance of the $360.00 
bank or accumulate leave days.  Absences beyond this amount 
will be deducted at the salary rate unless approved by the 
superintendent or board as provided by board policy section 
GBRI.

- - - CLASSIFIED - - - 
    First year employees earn up to 96 hours (12 days) personal 
leave (part time contracted employees earn up to 5 (normal 
work hours) days leave per year) at a rate of one day per 
month of employment plus one day for the first day of 
employment.   Employees are credited with 96 hours (12 days) 
(part time contracted employees earn up to 5 (normal work 
hours) days) personal leave at the beginning of their second 
year of employment and each following year.
    Personal leave days are used for "sick leave" or as personal 
discretionary leave, and no designations are made.  Leave will 
be charged against a bank of $240.00 at a rate of $2.50 per 
hour.
    Leave can be accumulated to a maximum of 96 hours (12 
days) per year to a maximum of 400 hours (50 days).  
Accumulated days have no cash value.  At the end of each 
year the employee shall receive the balance of the $240.00 
bank or accumulate leave days.  Absences beyond this amount 
may be approved by the Superintendent or Board as described 
by Board Policy Handbook section GBRH.



ELK VALLEY TEACHER EVALUATION 
PROCEDURES 
1. Teachers will be evaluated in accordance to local BOE 

policy and state law. The “Teacher Evaluation Instrument” 
shall be used for this purpose. 

2. Teachers shall be evaluated by the school administration.  
3. Every teacher in the first two consecutive school years of 

employment shall be evaluated at least one time per 
semester by not later than the 60th school day of the 
semester. Every teacher during the third and fourth years 
of employment shall be evaluated at least one time each 
school year by not later that February 15. After the fourth 
year of employment, every teacher shall be evaluated at 
least once in every three years by not later than February 
15 of the school year. 

4. Evaluations shall be based primarily on evidence available 
to the administration through formal classroom 
observation and informal observation of teacher 
performance. There will be at least (preferably more) two 
drop in visits and one formal classroom observation. 
Information may also be received from staff, students, 
parents, and other appropriate sources. If information is 
placed in a teacher’s file, that teacher will be notified and 
given the opportunity to respond. 

5. The observer must confer with the teacher prior to the first 
formal classroom observation. In addition to arranging the 
details of the observation, the teacher and the observer 
may also discuss such topics as the needs of the learner 
and the strategies involved in the lesson. 

6. The observer shall conduct a post-observation 
conference. The evaluation instrument shall be completed 
by the observer and the teacher shall receive a copy of 
this report. 

7. If a major function is rated “Needs Improvement,” it is the 
principal’s responsibility to see that an appropriate 
improvement plan is developed by the instructor in each 
area where the teacher did not meet performance 
expectations and establish a reasonable time by which 
improvement should occur. At the end of the designated 
time, the principal shall evaluate the teacher again. If 
improvement does not result by that time, the major 
function shall be rated unsatisfactory. 

8. The principal is encouraged to add pertinent written 
comments at the end of each major function and summary 
comments at the conclusion of the evaluation. 

9. The evaluation instrument must be signed by the teacher 
and the evaluator in the appropriate spaces, and copies 
retained by both parties. The teacher’s signature indicates 
that the teacher has received and reviewed the 
documents. 

10. The teacher has the right to respond, in writing, within 
fourteen (14) days after receiving the completed 
evaluation document. 

11. The evaluation documents, including any teacher 
comments, shall be placed in the teacher’s personnel file 
after fourteen (14) days from the date of signature. 

JCDAB-JCDAC – DRUGS/ALCOHOL 
    The Board of Education of USD 283, recognizing the 
responsibility to promote the health, welfare, and safety to the 
students of the district, does hereby adopt the following policy 
for the protection of the students from the danger resulting 
from the abuse of alcohol and other drugs. 
    All personnel working with students of USD 283 as well as 
any other student under their direct or indirect supervision, who 
observe the use, sale, transfer, or possession of any alcoholic 
beverage, drug, medication, or other controlled substance, or 
the paraphernalia associated with the use of such substances, 
shall report immediately to the designated administrator. Any 
staff person who observes a school sponsored activity, shall 
refer such student to the designated administrator for further 

observation.  If, upon observation, the administrator has 
reasonable suspicion that the student's behavior may be the 
result of the use of alcohol or other drugs, the administrator will 
make a reasonable effort to contact the student's parents or 
legal guardians and suggest that a physician by contacted.  If, 
after a reasonable effort, the parents or legal guardians cannot 
be contacted, law enforcement officers will be consulted, and 
the student placed in their custody. 
    Any student who attends USD 283, while on school grounds, 
or in attendance at school activities held off of the school 
grounds, who exhibits obvious symptoms of having consumed 
alcohol, or are apparently under the influence of alcohol or 
other drugs, or who has possession of alcohol or other drugs, 
will face suspension and/or expulsion.  While suspended or 
expelled, the student will be prohibited from participating in or 
attending school activities.  Police and/or juvenile authorities 
will be notified of every drug/alcohol related incident.   
Adopted 7-11-90 

COMPUTER / E-MAIL 
    Employees shall have no expectation of privacy when using 
district e-mail or other official communication systems.  E-mail 
messages shall be used only to conduct approved and official 
district business.  All employees must use appropriate 
language in all messages.  Employees are expected to 
conduct themselves in a professional manner and to use the 
system according to these guidelines or other guidelines 
published by the administration. 
    Any e-mail or computer application or information in district 
computers or computer systems is subject to monitoring by the 
administration.  The district retains the right to duplicate any 
information in the system or on any hard drive.  Employees 
who violate district computer policies are subject to disciplinary 
action up to and including termination. 

EMPLOYEE COMPUTER AND INTERNET USE - 
GCSA 
The Elk Valley USD 283 provides computers, networks and 
Internet access to support the educational mission of the 
schools and to enhance the curriculum and learning 
opportunities for students and school staff. 
Employees are to utilize the school unit’s computers, networks 
and Internet services for school-related purposes and 
performance of job duties.  Incidental personal use of school 
computers is permitted as long as such use does not interfere 
with the employee’s job duties and performance, with system 
operations or other system users.  “Incidental personal use” is 
defined as use by an individual employee for occasional 
personal communications.  Employees are reminded that such 
personal use must comply with this policy and all other 
applicable policies, procedures and rules. 

Any employee who violates this policy and/or any rules 
governing use of the school unit’s computers will be subject to 
disciplinary action, up to and including discharge. Illegal uses 
of the school unit’s computers will also result in referral to law 
enforcement authorities. 

All Elk Valley USD 283 computers remain under the control, 
custody and supervision of the school unit.  The school unit 
reserves the right to monitor all computer and Internet activity 
by employees.  Employees have no expectation of privacy in 
their use of school computers. 

Each employee authorized to access the school unit’s 
computers, networks and Internet services is required to sign 
an acknowledgment form (GCSA-E) stating that they have 
read this policy and the accompanying rules.  The 
acknowledgment form will be retained in the employee’s 
personnel file. 



The superintendent shall be responsible for overseeing the 
implementation of this policy and the accompanying rules, and 
for advising the board of the need for any future amendments 
or revisions to the policy/rules.  The superintendent may 
develop additional administrative procedures/rules governing 
the day-to-day management and operations of the school unit’s 
computer system as long as they are consistent with the 
board’s policy/rules.  The superintendent may delegate specific 
responsibilities to building principals and others as he/she 
deems appropriate.          
Adopted: 4/14/03 

GUIDELINES FOR USD 283 CREDIT CARD USE 
1. Credit card will be issued only to approved district 

personnel. 
2. District cardholders must have a signed “User 

Agreement” filed with the district clerk. 
3. Cardholders are responsible for the safekeeping and 

use of their assigned cards and may only allow school 
personnel use of the card. 

4. Card use will only be for purchases outlined in the 
User Agreement. 

5. Receipts for use of each card must be given to 
Brenda immediately upon use and returned to the 
school. 

6. Copies of bills will be retained by Brenda. 
7. Credit card limits and usage will be monitored 

monthly. 
8. Sales tax exemption forms will be presented to 

merchants when using credit cards when applicable. 
9. Cash will not be accepted for credit card returns.  

Merchants will be asked to credit the card account 
instead of returning cash. 

10. Each user will follow tips and guidelines for 
purchasing on the web. 

Adopted :8/12/02 

GAOB-R-2  
DRUG FREE SCHOOLS     

Prior to applying sanctions under this policy, 
employees will be afforded all due process rights to which they 
are entitled under their contracts or the provisions of Kansas 
Law. Nothing in this policy is intended to diminish the right of 
the district to take any other disciplinary action which is 
provided for in district policies or the negotiated agreement. 
 If it is agreed that an employee shall enter into and 
complete a drug education or rehabilitation program, the cost 
of such program will be borne by the employee.  Drug and 
alcohol counseling and rehabilitation programs are available 
for employees of the district.  A list of available programs along 
with names and addresses of contact persons for the program 
is on file with the board clerk. 
 Employees are responsible for contacting the 
directors of the programs to determine the cost and length of 
the program, and for enrolling in the programs. 
 A copy of this policy shall be provided to all 
employees.  
Approved:  August 10, 1992 by Board of Education 

GAOB   
DRUG FREE SCHOOLS     

The unlawful possession, use, or distribution of illicit 
drugs and alcohol by school employees on school premises or 
as a part of any school activity is prohibited.  This policy is 
required by the 1989 amendments to the Drug Free Schools 
and Communities Act, P.L. 102-226, 103 St. 1928.  
Approved:  August 10, 1992 by Board of Education 

GAOB-R  
DRUG FREE SCHOOLS     

Employee Conduct: As a condition of continued 
employment in the district, all employees shall abide by the 
terms of this policy.  Employees shall not unlawfully 
manufacture, distribute, dispense, possess or use illicit drugs, 
controlled substances, or alcoholic beverages on district 
property or at any school activity.  Compliance with the terms of 
this policy is mandatory.  Employees who are found violating 
the terms of this policy will be reported to the appropriate law 
enforcement officers.  Additionally, any employee who violates 
the terms of this policy will be subject to the following 
sanctions: 
1.  Short term suspension with pay; 
2.  Short term suspension without pay; 
3.  Long term suspension without pay; 
4.  Required participation in a drug and alcohol education, 
treatment, counseling, or rehabilitation program; 
5. Termination or dismissal from employment. 
Approved:  August 10, 1992 by Board of Education 

GAOA   
DRUG FREE WORKPLACE     

The Board believes that maintaining a drug free 
workplace is important in establishing an appropriate learning 
environment for the students of the district.  The unlawful 
manufacture, distribution, dispensing, possession or use of a 
controlled substance is prohibited in the district. 
Approved:  August 10, 1992 by Board of Education 

GAOA-R  
DRUG FREE WORKPLACE 

As a condition of employment in the district, 
employees shall abide by the terms of this policy. 
 Employees shall not unlawfully manufacture, 
distribute, dispense, possess or use controlled substances in 
the workplace. 
 Any employee who is convicted under a criminal drug 
statute for a violation occurring at the workplace must notify the 
superintendent of the conviction within five days after the 
conviction. 
 Within 30 days after the notice of conviction is 
received, the school district will take appropriate action with the 
employee.  Such action may include the initiation of termination 
proceedings, suspension, placement on probationary status, or 
other disciplinary action.  Alternatively, if in addition to any 
action short of termination, the employee may be required to 
participate satisfactorily in an approved drug abuse assistance 
or rehabilitation program as a condition of continued 
employment.  The employee shall bear the cost of participation 
in such program.      
Approved:  August 10, 1992 by Board of Education
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