
 

E-BUSINESS MANAGEMENT 

SN Excludes fiscal management 
 

EA  Goals and Objectives 

 

EB  Buildings and Grounds Management 

 

EBA  Insurance Program 

   Liability Other Than For Vehicles 

 

EBB  Safety (See JBH) 

   Safety Rules 

   Safety Unit 

   Warning System 

   Safety Inspections 

   Heating and Lighting 

 

EBBA  Hazardous Waste Inspection and Disposal  

   Inspection 

   Disposal 

   Rules 

  

EBBD  Evacuation and Emergencies (See EBBF and JBH) 

   School-Closing Announcements 

   Bomb Threats 

   Planning for Emergencies 

  

EBBE  Emergency Drills 

 

EBBF  Crisis Planning (See EBBD) 

 

EBC  Security and Safety (example reports) 

   Reporting Crimes at School to Law Enforcement 

   Reporting Certain Students to Administrators and Staff 

   Annual Reports 

   Staff Immunity 

 

EBCA  Vandalism 

   Vandalism Protection 

   Restitution for Damages 

   Return of School Property 

   Offering a Reward 

 

EBE  Cleaning Program 

   Sanitation 

 

EBI  Long-Range Maintenance Program 

 

EBJ  Records 



 

 

EC  Equipment and Supplies Management 

   Receiving 

 

ECA  HIPPA Policy (See BCBK, BE, CN, CNA, IDAE and JR et seq.) 

   Staff Training Required 

   Compliance Required 

 

ECH  Printing and Duplicating Services (See IIBG and KBA) 

 

ED  Student Transportation Management (See EDDA and JGG) 

  

EDAA  School Buses and Vehicles (See ED, JBCA and JGG) 

   Liability 

   Safety 

   Speed Limits 

   Safety Inspection 

   Scheduling and Routing 

   Records 

   Licensing of Drivers 

   Housing of School Vehicles 

   Transportation to Summer Athletic Events Option 1 

 

EDDA  Special Use of School Buses (See ED) 

   

EE  Food Services Management (See EBBD) 

   Sanitation Inspections 

   Records 

   Meal Prices 

   Free and Reduced Price Meals 

   Unpaid Meal Charges 

 

EE-R  USD#113 Food Service Procedures 

 

EF  Data Management 

   Data Dissemination 

   To Education Agencies 

 

 

 

 

 

 

 

 
 

 

 

 

 



 

EA Goals and Objective 

 The goal of the board will be to manage the business affairs of the district in the most 

economical and efficient manner possible. 

 In order to accomplish the goals of the board, sufficient personnel will be employed to 

administer the various tasks associated with the district’s business affairs.  The superintendent 

is delegated the authority to manage the business affairs of the district and he/she may delegate 

said responsibility to other qualified employees.  However, the superintendent, because of 

his/her status as chief administrative officer of the district, must bear the final responsibility of 

the success or failure of all business affairs. 

 

Approved: 01/09/2012 

 

 

 

EB Buildings and Grounds Management 

 All buildings and surrounding property will be maintained and inspected on a regular 

basis by the superintendent or his/her designated representative.   

 

Approved: 01/09/2012 

 

 

 

 

 

 



 

EBA    Insurance Program EBA 

 All district-owned property, real and personal, will be insured to cover losses from natural 

causes, fire, vandalism, and other casualties.  Insurance shall also cover theft of district monies. 

Liability Other Than for Vehicles 

 To the extent permitted by law, the board may insure all employees against legal action arising 

out of the performance of any authorized duties.  The board may also purchase insurance covering loss 

resulting from student participation in a work-based learning program authorized by the district. The 

board may authorize the district to join a group-funded pool to provide insurance coverage for the 

district. 

 The district may designate one or more insurance agents of record.  The superintendent may 

work with the insurance agent of record or group-funded pool to develop adequate insurance programs 

and/or proposals covering the district's employees and property. 

 

Approved:   07/11/2022 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

E B B S af e ty  ( Se e  J BH )  E B B 

 T h e  d i s t r i c t  sh a l l  make  r ea so na b le  e f f o r t s  t o  p ro v id e  a  s a f e  e nv i ro n me nt  

f o r  s t u de n t s  a nd  e m p l o yees .  

 S a f e t y  Ru l es  

 T h e  s up e r i n t e nd en t  an d  s t a f f  sh a l l  de ve l op  nec es s a r y  r u l e s  a nd  

r e gu l a t i on s  f o r  s t ud en t  s a f e t y  i n  s ch oo l  an d  a t  s c ho o l  ac t i v i t i e s .  

 S a f e t y  Un i t  

 T ea ch e r s  wh o  i ns t r uc t  i n  h a za rd ou s  cu r r i cu lu m a r eas  wi l l  t e ach  a  un i t  

e ac h  yea r  o r  s e me s t e r  d ed i ca t e d  t o  s a f e t y  r u l e s  i nh e re n t  i n  t h e  p a r t i cu l a r  

s ub j ec t  ma t t e r .  

 Ap pr opr i a t e  s a f e t y  s ign s ,  s l o ga ns ,  o r  o t he r  s a f e t y  i t e ms  s ha l l  be  p os t ed  

o n  o r  i n  t he  n ea r  v i c in i t y  o f  po t en t i a l l y  dan ge ro us  de v i c es  o r  ma ch i ne r y .  

 No  s t ud en t  wi l l  b e  pe r mi t t e d  t o  pa r t i c i pa t e  i n  t he  c l a s s  un t i l  s a t i s f ac t o r y  

kn o wled ge  o f  t he  s a f e t y  ru l e s  a r e  de mo ns t r a t e d  t o  t he  t eac he r .  T eac he r s  wi l l  

c on du c t  pe r io d i c  r e v i e ws  o f  s a f e t y  r u l e s  d u r i n g  t he  sc ho o l  yea r .  

 W arn i n g  S ys t e m  

 T h e  boa rd  wi l l  s e e k  t o  c oo pe ra t e  wi t h  l oca l  go ve r n men t  o f f i c i a l s ,  

e me r gen c y  p r ep a re dne ss  au th or i t i e s ,  a nd  o th e r  r e l a t ed  s t a t e  a ge nc i e s  t o  

ma i n t a in  a deq ua t e  d i s a s t e r  warn i n g  s ys t ems .  

 S a f e t y  In sp ec t i on s  

 T h e  s up e r i n t e nd en t ,  b u i l d in g  p r i nc i pa l s ,  a nd  ma i n t e na nce  pe r s on ne l  wi l l  

r e gu l a r l y  i n s pe c t  each  a t t e nda nc e  ce n t e r ,  p l a ygr ou nd  a nd  p l a ygr o un d  

e qu ip me n t ,  bo i l e r s ,  b l e ac he r s ,  a nd  o t he r  ap pr opr i a t e  a r ea s  t o  s e e  t ha t  t he y   

 

 

 

 



 

E B B S af e ty  E B B -2  

a re  ad eq ua t e l y  ma i n t a i ne d .  Wr i t t e n  r ec o rd s  o f  t h ese  i n sp ec t i on s  sh a l l  be  

ma i n t a ine d .  

 I f  r e pa i r s  a r e  ne ces s a r y ,  t he  i n d i v id ua l  co nd uc t i n g  t h e  i n ve s t i ga t i on  

s ha l l  i mme d ia t e l y  i n f o r m the  b u i l d in g  p r i nc i pa l ,  su pe r i n t e nd en t ,  o r  i mme d ia t e  

s up e r v i so r  i n  wr i t i n g .   Nec es sa r y  s t e ps  e i t he r  t o  r ep a i r  o r  t o  r e mo ve  t he  d e fe c t  

w i l l  b e  t a ke n  a s  so on  a s  p os s ib l e .   De fec t s  r eq u i r i n g  e xpe nd i t u r e  o f  mo ne y  { in  

e xc es s  o f  $ __ __ _ }  wi l l  b e  r ep or t ed  t o  t he  b oa r d .   An y  d e fe c t s  n o t  i mme d ia t e l y  

r e mo ved ,  r epa i r e d ,  o r  o th e r wi s e  e l i mi na t e d  s ha l l  be  b l oc ked  o f f  wi t h  f e nce s  o r  

o th e r  r e s t r a i n in g  de v i c es .  

 He a t in g  an d  L i gh t i n g  

 A l l  f u r na ces ,  bo i l e r s ,  a nd  l i gh t i n g  f i x t u re s  wi l l  be  i n s pe c t e d  an n ua l l y  t o  

e ns u re  s a f e t y  f o r  s t ud en t s ,  d i s t r i c t  e mp l oye e s ,  a nd  pa t r on s .   T h es e  de v i c es  s ha l l  

me e t  mi n i mu m s t a t e  a nd  f e de ra l  s t a nd a r ds .  

 T h e  us e  o f  s pac e  h ea t e r s  i n  d i s t r i c t  bu i l d in gs  i s  pe r mi t t e d  so  l o n g  a s  a l l  

h ea t e r s  a r e :  UL  l i s t ed  a nd  a pp ro ved ;  p lugge d  d i r ec t l y  i n t o  t he  wa l l  o u t l e t  an d  

n o t  us ed  wi th  an  e x t e ns i on  co rd ;  an d  ha ve  a  3  fo o t  c l ea r an ce  f ro m an y  

c o mb us t i b l e  i t e ms  tha t  ma y  ca t ch  f i r e .   Co mb u s t i b l e  i t e ms  inc l ud e ,  b u t  a r e  no t  

l i mi t ed  t o ,  pa pe r  p r od uc t s ,  c l o th i n g ,  an d  b l a n ke t s .   S t a f f  me mb er s  wh o  wi s h  t o  

b r in g  t h e i r  o wn  s pac e  h ea t e r  sh a l l  f i r s t  ge t  t he  a pp ro va l  o f  t he i r  i mme d ia t e  

s up e r v i so r .  

Ap pr o ve d :   10 / 13 /2 01 4  

 

 

 

 



 

EBBA  Hazardous Waste Inspection and Disposal 

 Inspection 

 Inspection of district facilities for hazardous waste shall be conducted as provided for 

and in the same manner as specified in policy EBB. 

 Safety Inspections 

 Disposal 

 When hazardous waste material is produced in a class, or otherwise located in the 

district, its disposal shall be in accordance with the rules and regulations of the Kansas 

Department of Health and Environment. 

 

Approved: 01/09/2012 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

E B B D Ev ac ua t io ns  a n d  Eme rg en c ies  ( Se e  E BBF an d  J BH)  E B B D 

 I f  a n  e me r gen c y  i n t e r f e r e s  wi th  t he  no rma l  co nd uc t  o f  s c ho o l  a f f a i r s ,  

s t ud en t s  ma y  be  d i smi s se d  f r o m sc ho o l  o n l y  b y  t h e  su pe r in t e nd en t .   A  p l an  f o r  

e me r gen c y d i s mi s s a l  o f  s t u de n t s  d u r i n g  t he  sc ho o l  da y  s ha l l  be  de ve l op ed  b y  

t he  su pe r i n t e nd en t  an d  ap pro ve d  b y  t h e  b oa rd .   A  c op y  s ha l l  be  f i l ed  wi th  t he  

c l e r k ,  an d  p roc ed ures  fo r  d i s mi s s a l  s ha l l  b e  g i ven  t o  pa r en t s  an d  s tu de n t s  a t  t he  

b e g in n in g  o f  ea ch  sch o o l  yea r .  

 S c ho o l  wi l l  no t  b e  d i s mi s se d  e a r l y  be ca us e  o f  a n  e me r genc y  wh en  th e  

s a f e t y  o f  s t ud en t s  and  t eac he r s  i s  be t t e r  s e r ve d  b y  r e ma i n in g  a t  s c ho o l .  

 Du r in g  an  e me r gen cy  p e r i od  when  t he r e  i s  i n s u f f i c i e n t  warn in g  t i me ,  t h e  

d i s t r i c t  wi l l  keep  a l l  s t u de n t s  un de r  s c hoo l  j u r i s d i c t i on  a nd  su pe r vi s io n .   T he  

s t a f f  s ha l l  r e ma in  o n  d u t y  t o  s up e r v i se  s t u de n t s  du r in g  t h i s  t ime .   P a re n t s  ma y 

c o me  to  s c ho o l  an d  p i c k  u p  t he i r  c h i l d r en .  S t ud en t s  s ha l l  b e  r e l ea se d  a cc ord i n g  

t o  bo a rd  p o l i c y  fo r  r e l ea se  o f  s t ud en t s  du r i n g  t he  sc ho o l  da y .  

 S c ho o l -C lo s in g  Ann ou nc e me nt s  

 W he n  t he  su pe r i n t e nd en t  b e l i e ve s  t he  sa f e t y  o f  s t u de n t s  i s  t h r ea t e ne d  b y  

s e ve re  wea the r ,  hea l t h  o r  s a f e t y  co nc e rns ,  o r  o th e r  c i r cu ms tan ce s ,  p a re n t s  a nd  

s t ud en t s  sh a l l  b e  no t i f i ed  o f  s c ho o l  c lo s in gs  o r  ca nce l l a t i on s  b y  a nn ou nce me nt s  

ma d e  o ve r  r a d i o /T V s t a t i ons .  

 Bo mb  T hrea t s  

 I f  t he r e  i s  a  bo mb  t h r ea t  o r  s i mi l a r  e me r ge nc y ,  t he  p r i nc i pa l  sh a l l  s e e  

t ha t  s t ud en t s  a r e  e s co r t e d  t o  a  s a f e  p l a ce .   T h e  p r i n c i pa l  s ha l l  n o t i f y  l a w   



 

E B B D Ev ac ua t io ns  a n d  Eme rg en c ies  E B B D-2  

e nf o rce me n t  a ge nc i e s  o f  t he  t h r ea t  a nd  r eq ue s t  a  t h o ro u gh  i nsp ec t i on  o f  t he   

b u i l d in gs  a nd  g ro un ds .   Ot he r  c on t in gen c i e s  a s  n o t e d  i n  t h e  c r i s i s  p l a n  sh a l l  b e  

f o l l o wed .   I f  i t  i s  de t e r min ed  th a t  no  da nge r  ex i s t s  t o  t h e  s tu de n t s ’  s a f e t y ,  a nd ,  

i f  t he r e  i s  t i me  r e ma in in g  i n  t he  s ch oo l  d ay ,  s c ho o l  sh a l l  b e  r e su me d .  

 P l a nn i n g  f o r  E me r gen c i e s  

 E ac h  b u i l d in g  p r in c ip a l  s ha l l  d e ve lo p  app ro pr i a t e  e me r gen c y p ro ce dur es  

wh ich  s ha l l  be  i nc l ud ed  i n  t h e  d i s t r i c t ’ s  c r i s i s  p l a ns .   As  ap pr opr i a t e ,  p o r t i ons  

o f  t he  c r i s i s  p l an  d eve l ope d  sh a l l  be  h e ld  i n  s t r i c t  c onf ide nce  b y  s t a f f  me mb er s  

h a v in g  d i r e c t  r e s po ns i b i l i t y  fo r  i mp le me n t i n g  t he  p l a n .  

 

Approved:  02/08/2021 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

E B B E Eme rge nc y  Dr i l l s  E B B E 

 Bu i ld i n g  p r i nc i pa l s  s ha l l  be  r e s po ns i b l e  f o r  s c he du l in g  an d  c on du c t in g  

e me r gen c y  an d  sa f e ty  d r i l l s  a s  r e qu i r e d  b y  l aw  an d  f o r  e ns u r i n g  s tu de n t s  a re  

i n s t r uc t ed  i n  t h e  p r oce du res  t o  fo l l o w du r in g  t he  d r i l l s  a nd  i n  a n  a c tu a l  

e me r gen c y .  

 E ac h  bu i ld i n g  p r i nc i pa l  s ha l l  d e ve lo p  a  wr i t t e n  p l an  fo r  s pe c i f i c  

e me r gen c y  d r i l l s  r e qu i r e d  b y  l a w .   T h e  p l a n  sh a l l  i n c lu de  s pec i f i c  a r r an ge me nt s  

f o r  t h e  e vac ua t i on  o f  mo b i l i t y  i mp a i r e d  a nd  o th e r  i n d i v id ua l s  wh o  ma y  ne ed  

a s s i s t a nce  f r o m s t a f f  me mb er s  t o  s a f e l y  ex i t  t h e  bu i ld i n g .  A l t ho u gh  p l a ns  fo r  

e va cua t io n  a r e  e s sen t i a l ,  t he  s t a t e  f i r e  ma r sh a l  ma y  g r an t  e xe mp t io ns  t o  t he  

n u mb er  o r  ma n ner  o f  d r i l l s  r eq u i r ed  b y  l a w  wi th  r e ga r d  t o  s t ud en t s  r e ce i v in g  

s pe c i a l  e duc a t i on  o r  r e l a t ed  se r v i ces ,  up on  r eq ues t .  

 E ac h  p r i nc i pa l  sh a l l  co nd uc t  b r i e f i n gs  wi th  t he  s t a f f  co nc e rn in g  t he  

e me r gen c y  p l an .  

 E ac h  t ea che r  sha l l  ex p l a in  r e l e van t  p o r t i o ns  o f  t he  p l an  t o  s t u de n t s  u nd e r  

t he i r  j u r i s d i c t i on  p r io r  t o  a  da t e  e s t ab l i she d  b y  t he  p r i nc i pa l .   Wi t h in  o ne  wee k 

t he r ea f t e r ,  t he  bu i ld i n g  p r in c ip a l  s ha l l  co n duc t  a  s u rp r i s e  d r i l l .   Oth e r  d r i l l s  

s ha l l  be  he ld  a t  t i mes  d e t e r mi ne d  b y  t he  b u i l d in g  p r i nc i pa l .    

 T h e  fo ur  f i r e  d r i l l s  a nd  t h r e e  c r i s i s  d r i l l s  r e qu i r e d  b y  l aw  ma y  b e  

s ch ed u le d  a t  an y  t i me  dur i n g  t he  sc ho o l  ye a r .   Ho we ver ,  t he  t wo  t o r nad o  d r i l l s  

r eq u i r e d  sha l l  be  con d uc t e d  i n  Se p t e mb er  an d  Mar ch .  Al l  t h es e  d r i l l s  mu s t  be  

c on du c t e d  b y  eac h  s ch oo l  d u r in g  sch oo l  ho ur s  a nd  ca nn o t  b e  ma de  pa r t  o f  

r e gu l a r  d i s mi s sa l  a t  t h e  c lo se  o f  t he  s c ho o l  d a y .      

 E ac h  e me r genc y  an d  s a f e t y  d r i l l  p l a n  s ha l l  be  r e v i ewe d  b y  t he  

s up e r i n t e nde n t  an d  f i l e d  w i th  t h e  c l e r k .  

 

Ap pr o ve d :   08 / 12 /2 01 9  



 

EBBF  Safety Inspections  (Cf. JGF) 

 The superintendent, building principals and maintenance personnel will periodically 

inspect each attendance center, playgrounds and playground equipment, boilers, bleachers and 

other such areas to determine whether said facilities or play areas are in adequate repair and free 

of dangerous or otherwise harmful defects. 

 

Approved: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

E B C  S e c u r i t y  a n d  S a f e t y  E B C  

 ( S e e  J C A C ,  J C D B B ,  J D D ,  J D D B ,  J D D C ,  J G G A ,  a n d  K G D )  

 S e c u r i t y  d e v i c e s  ma y  b e  i n s t a l l e d  a t  d i s t r i c t  a t t e n d a n c e  c e n t e r s .   O t h e r  

me a s u r e s  ma y  b e  t a k e n  t o  p r e v e n t  i n t r u s i o n s  o r  d i s t u r b a n c e s  f r o m o c c u r r i n g  i n  s c h o o l  

b u i l d i n g s  o r  t r e s p a s s i n g  o n  s c h o o l  g r o u n d s .   T h e  d i s t r i c t  w i l l  c o o p e r a t e  wi t h  l a w  

e n f o r c e me n t  i n  s e c u r i t y  ma t t e r s  a n d  s h a l l ,  a s  r e q u i r e d  b y  l a w a n d  b y  t h i s  p o l i c y ,  

r e p o r t  f e l o n i e s  a n d  mi s d e me a n o r s  c o m mi t t e d  a t  s c h o o l ,  o n  s c h o o l  p r o p e r t y  o r  a t  

s c h o o l - s p o n s o r e d  a c t i v i t i e s .  

 R e p o r t i n g  C r i me s  a t  S c h o o l  t o  L a w E n f o r c e me n t  

 U n l e s s  r e p o r t i n g  wo u l d  v i o l a t e  t h e  t e r ms  o f  a n y  me mo r a n d u m o f  

u n d e r s t a n d i n g  b e t we e n  t h e  d i s t r i c t  a n d  l o c a l  l a w  e n f o r c e me n t ,  a n y  d i s t r i c t  e mp l o y e e  

w h o  k n o ws  o r  h a s  r e a s o n  t o  b e l i e v e  a n y  o f  t h e  f o l l o wi n g  h a s  o c c u r r e d  a t  s c h o o l ;  o n  

s c h o o l  p r o p e r t y ;  o r  a t  a  s c h o o l - s p o n s o r e d  a c t i v i t y ,  p r o g r a m,  o r  e v e n t  s h a l l  

i m me d i a t e l y  r e p o r t  t h i s  i n f o r ma t i o n  t o  l o c a l  l a w  e n f o r c e me n t .  

 R e p o r t a b l e  e v e n t s  wo u l d  i n c l u d e :  

  a n y  a c t  w h i c h  c o n s t i t u t e s  t h e  c o m mi s s i o n  o f  a  f e l o n y  o r  a  m i s d e me a n o r ;  o r   

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

f i r e a r ms ,  o r  o t h e r  we a p o n s  a s  d e f i n e d  i n  c u r r e n t  l a w .  

 I t  i s  r e c o m me n d e d  t h e  b u i l d i n g  a d mi n i s t r a t o r  a l s o  b e  n o t i f i e d .  

 R e p o r t i n g  C e r t a i n  S t u d e n t s  t o  A d mi n i s t r a t o r s  a n d  S t a f f  

 A d mi n i s t r a t i v e ,  p r o f e s s i o n a l ,  o r  p a r a p r o f e s s i o n a l  e mp l o y e e s  o f  a  s c h o o l  w h o  

h a v e  i n f o r ma t i o n  t h a t  a n y  o f  t h e  f o l l o wi n g  h a s  o c c u r r e d  s h a l l  r e p o r t  t h e  i n f o r ma t i o n  

a n d  t h e  i d e n t i t y  o f  t h e  s t u d e n t  r e s p o n s i b l e  t o  t h e  s u p e r i n t e n d e n t .  

 R e p o r t a b l e  e v e n t s  i n c l u d e :  

  A  s t u d e n t  b e i n g  e x p e l l e d  f o r  c o n d u c t  wh i c h  e n d a n g e r s  t h e  s a f e t y  o f  o t h e r s ;  

 

  A  s t u d e n t  b e i n g  e x p e l l e d  f o r  c o m mi s s i o n  o f  f e l o n y  t y p e  o f f e n s e s ;  

 

  A  s t u d e n t  b e i n g  e x p e l l e d  f o r  p o s s e s s i o n  o f  a  w e a p o n ;  

 

 

 

 



 

E B C  S e c u r i t y  a n d  S a f e t y  E B C - 2  

 

  A  s t u d e n t  b e i n g  a d j u d g e d  t o  b e  a  j u v e n i l e  o f f e n d e r  f o r  a n  o f f e n s e ,  w h i c h ,  i f  

c o m mi t t e d  b y  a n  a d u l t ,  wo u l d  c o n s t i t u t e  a  f e l o n y ,  e x c e p t  a  f e l o n y  t h e f t  

o f f e n s e  i n v o l v i n g  n o  d i r e c t  t h r e a t  t o  h u ma n  l i f e ;  

 

  A  s t u d e n t  b e i n g  t r i e d  a n d  c o n v i c t e d  a s  a n  a d u l t  f o r  a n y  f e l o n y ,  e x c e p t  t h e f t  

i n v o l v i n g  n o  d i r e c t  t h r e a t  t o  h u ma n  l i f e .  

 

 T h e  s u p e r i n t e n d e n t  s h a l l  i n v e s t i g a t e  t h e  ma t t e r  a n d ,  i f  i t  i s  c o n f i r me d ,  t h e  

s u p e r i n t e n d e n t  s h a l l  p r o v i d e  a p p r o p r i a t e  i n fo r ma t i o n  a n d  t h e  i d e n t i t y  o f  t h e  s t u d e n t  

r e s p o n s i b l e  t o  a l l  e mp l o y e e s  w h o  a r e  i n v o l v e d  i n  o r  l i k e l y  t o  b e  d i r e c t l y  i n v o l v e d  i n  

t e a c h i n g  o r  p r o v i d i n g  r e l a t e d  s e r v i c e s  t o  t h e  s t u d e n t .  

 A n n u a l  R e p o r t s  

 T h e  p r i n c i p a l  o f  e a c h  b u i l d i n g  s h a l l  p r e p a r e  a l l  r e p o r t s  r e q u i r e d  b y  l a w a n d  

p r e s e n t  t h e m t o  t h e  b o a r d  a n d  t h e  s t a t e  b o a r d  o f  e d u c a t i o n  a n n u a l l y .   R e p o r t s  s h a l l  

n o t  i n c l u d e  a n y  p e r s o n a l l y  i d e n t i f i a b l e  i n f o r ma t i o n  a b o u t  s t u d e n t s .   T h e s e  r e p o r t s  

a n d  t h i s  p o l i c y  ma y  b e  ma d e  a v a i l a b l e  u p o n  r e q u e s t  t o  p a r e n t s ,  p a t r o n s ,  s t u d e n t s ,  

e mp l o y e e s ,  a n d  o t h e r s .  

 S t a f f  I m m u n i t y  

 N o  b o a r d  o f  e d u c a t i o n ,  b o a r d  me mb e r ,  s u p e r i n t e n d e n t  o f  s c h o o l s ,  o r  s c h o o l  

e mp l o y e e  s h a l l  b e  l i a b l e  f o r  d a ma g e s  i n  a  c i v i l  a c t i o n  r e s u l t i n g  f r o m a  p e r s o n ' s  g o o d  

f a i t h  a c t s  o r  o mi s s i o n  i n  c o mp l y i n g  wi t h  t h e  r e q u i r e me n t s  o r  p r o v i s i o n s  o f  t h e  K a n s a s  

s c h o o l  s a f e t y  a n d  s e c u r i t y  a c t .  

 

A p p r o v e d :   0 1 / 0 8 / 2 0 1 8  

 

 

 

 

 

 

 

 

 

 



 

 

EBC SAFETY AND SECURITY  

 

–  Samp le  Form –  
 

Re t yp e  t o  s u i t  l oc a l  n ee ds ,  r e mo ve  f ro m p o l i c y  bo o k  a nd  f i l e  w i t h  t he  c l e r k  a nd  

p r in c ip a l s .   Fo r m c ou ld  a l so  b e  i nc l ud ed  i n  s t a f f  o r  s t u de n t  han d bo o ks .  

 

Report  to  Local  Law Enforcement  

USD ________  

P u r su an t  t o  K .S . A.  72 -6 1 4 3 ,  t he  a d min i s t r a to r  o r  o t he r  s c ho o l  e mpl o yee  wh os e  

s i gn a tu re  ap pe a r s  b e lo w  i s  r ep or t i n g  t h e  fo l l o wi n g  c r i mes .  

{ Br i e f l y  de sc r i be  e ach  i nc i de n t  an d  t he  p e r so n / s  i n vo l ve d  i n  f e l on i e s ,  mi s -

d e me an or s  a nd  wea po ns }  

Date  School /Locat ion  S tudent /s  or  Person /s  

Invo lved  

Br ief  Descr ip t ion  

 

 
1 .  

 

 

   

 

2 .  

 

 

   

 

3 .  

 

 

   

 

4 .  

 

 

   

 

5 .  

 

 

   

 

 

S c ho o l  D i s t r i c t s  a r e  r e q u i r e d  b y  F ede ra l  L a w a nd  K .S . A.   72 -6 3 1 1  to  p ro t ec t  

t he  p r i va c y  r i gh t s  o f  s t ud en t s  un de r  t he  a ge  o f  18 .  

 

S i gne d :_ __ __ __ __ ___ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ __ __ __ _ __ __ __ __ __ __ _  

 Ad mi n i s t r a t o r  o r  o t he r  s ch oo l  e mp l o ye e .  

 

c c :  S u pe r i n t e nd en t  o f  Sch o o l s ,  US D __ __    S tu de n t / s  f i l e



 

 

–  Sample  Form –  

 

Re t ype  to  su i t  l oca l  needs ,  r emove f rom pol i cy  book and  f i l e  wi th  t he  c l erk  

and  pr incipal s .   Form could  a l so  be  included  in  s ta f f  or  s tudent  

handbooks .  

 

Report  to  Staff  Member USD ###  

 

Pu rsuant  to  K .S .A.  72 -6143 ,  admin is t ra t ive ,  pro fes s ional  o r  

pa rap ro fess iona l  emplo yees  o f  a  s choo l  who  have  in format ion  tha t  a  pupi l  

has  engaged  in  the  fo l lowing shal l  r epor t  t he  i n fo rmat ion  and  the  iden t i t y  

o f  t he  s tuden t  t o  t he  super in t enden t .   The  super in t endent  sha l l  i nves t iga t e  

t he  mat t e r  and  i f  i t  i s  de t e rmined  the  s tudent  has  been  invo lved  in  t he 

fo l lowing,  t he  super in t endent  shal l  prov ide  in fo rmat ion ,  and  the  iden t i t y 

o f  the  pup i l  t o  a l l  emplo yees  who  a re  i n vo lved  o r  l i ke ly to  be  d i rec t ly  

i nvo lved ,  i n  t eaching  o r  p rov id ing  re la t ed  se rv i ces  t o  pup i l :  

 

1 .   An y s tudent  who  has  been  ex pel l ed  fo r  conduct  wh ich  endangers  the  

sa fe t y o f  o the rs ;  

2 .   An y s tudent  who  has  been  ex pel l ed  fo r  commiss ion  o f  f e lony t ype  

o f fenses ;  

3 .   An y s tudent  who  has  been  ex pel l ed  fo r  posses s ion  o f  a  weapon;  

4 .   An y s tudent  who  has  been  ad judged  to  be  a  juveni l e  of fender  and  

whose  o f fense ,  i f  commit t ed  b y an  adul t ,  wou ld  cons t i tu t e  a  f e lon y,  

ex cept  a  f e lon y the f t  o f fense  invo lv ing  no  d i rec t  t h rea t  to  human l i f e ;  

5 .   An y s tudent  who  has  been  t r i ed  and  conv ic t ed  as  an  adu l t  o f  an y 

fe lony,  ex cep t  t he f t  i nvo lv ing  no  d i rec t  t h reat  t o  human  l i fe .  

 

You  a re  not i f i ed  tha t  __________________,  wi th in  the  pas t  365  days ,  has  

been  ex pel l ed ,  ad judged  o r  co nv ic t ed  fo r  an  ac t iv i t y l i s t ed  above .  

 

School  Di s tr i c t  s taf f  are  required  by  both  Federal  Law  and  K.S .A.   72 -

6311  to  protect  the  r ight  of  pr ivacy  o f  any  s tudent  under  the  age  of  18  

and  the  s tudent ' s  fami ly  regarding persona l ly  ident i f iab le  records ,  

f i l e s ,  da ta  and informat ion  d irect ly  re la ted  to  the  s tudent  and  h i s /her  

f ami ly .   I  acknow ledge  th is  responsib i l i ty  and  agree  that  I  w i l l  d i sc lose  

the  above  informat ion  only  to  o ther  USD ###  employees  and of f i c ia l s .  

V io la t ion  of  these  privacy  r ights  could  include sanct ions  up  to  and 

including  terminat ion .  

 

S igned :________________________________________________________  

 Schoo l  employee  who  rece ives  t he  repor t  

 

Signed :________________________________________________________  

 Admin is t ra to r  o r  s chool  emplo yee  mak ing  r epor t



 

EBCA  Vandalism 

 Restitution for Damages 

 The board will seek restitution according to law for loss and damage sustained by 

the district because of malicious mischief, vandalism, burglary and/or other wrongful acts 

by adults or juveniles. 

 Adults who are apprehended will be held responsible for payment for any loss or 

damage.  Parents or guardians of juveniles under the age of 18 who are living with said 

parents/guardians are responsible for vandalism loss and damage caused by their children.  

Legal procedures may be instituted at the recommendation of the superintendent. 

 The principal will notify the superintendent of any loss of, or damage to, district 

property.  The superintendent or his/her representative will investigate the incident.  The  

cost involved in repairing the damage and/or replacing equipment will be determine 

after consultation with appropriate personnel. 

 When a juvenile is involved, the superintendent will contact the parents at the 

conclusion of his/her investigation and apprise them of their legal responsibility.  He/she 

will then notify the parents, in writing, of the amount of loss or damage sustained by the 

district.  A routine procedure will be followed for any necessary follow-up to secure 

restitution from the responsible party. 

 Juveniles or their parents will make restitution payments to the business office, and 

their accounts will be credited accordingly.  Persons of legal age will be held responsible 

for their own payments.  If necessary, provisions may be made for payment in several 

installments.  Accounts not paid in full within a specified time may be processed for legal 

action. 



 

EBCA Vandalism          2 

 Return of School Property 

 School property must be returned when a student moves out of the district.  If not 

returned, the district may refuse to forward student records according to law. 

 

Approved: 01/09/2012 

 

 

 

 

 

EBE  Cleaning Program 

 The superintendent or his/her designated representative will develop a building and 

grounds cleaning program. 

 

Approved: 01/09/2012 

 

 

 

 

 

 

 

 

 



 

EBI  Long-Range Maintenance Program 

 The superintendent or his/her designated representative will develop an annual 

priority list outlining long-range maintenance of the school property, buildings and 

grounds. 

Approved: 01/09/2012 

 

 

 

 

EBJ  Records 

 All records pertaining to district-wide maintenance costs will be filed in the central 

office.  To the extent possible, cost analysis of existing and proposed maintenance 

programs will be developed by the superintendent or his/her designated representative. 

 

Approved: 01/09/2012 

 

 

 

 

 

 

 

 



 

EC  Equipment and Supplies Management 

 The superintendent or his/her designated representative will keep up-to-date 

inventory records on all equipment and supplies. 

 The district, in either the central office storehouse or in each attendance center, will 

keep adequate equipment and consumable supplies as the case may be. 

 

Approved: 01/09/2012 

 

 

 

ECA  HIPAA Policy (See BCBK, BE, CN, CNA, IDAE, and JR et seq.) 

 Staff Training Required 

 Compliance Required 

MISSING  

 

 

Approved: 

 

 

 

 

 

 

 



 

 

ECH PRINTING AND DUPLICATING SERVICES 

The copyright laws of the United States make it illegal for anyone to duplicate  

copyrighted materials without permission.  Severe penalties are provided for unauthorized 

copying of all materials covered by the act unless the copying falls within the bounds of the 

“fair use” doctrine. 

 Any duplication of copyrighted materials by district employees must be done with  

permission of the copyright holder or within the bounds of “fair use.” 

 The legal or insurance protection of the district shall not be extended to school  

employees who violate any provisions of the copyright laws. 

 

Approved: 01/09/2012 

 

 

ED Student Transportation management (See EDDA and JGG) 

 
 (See EDDA and JGG) 

 The district will provide transportation to students as required by law.  Student 

transportation can be provided through any of the methods outlined by law. 

  

 

Approved:   07/11/2022 

 

 

  

 

 

 

 
 



 

EDAA    School Buses and Vehicles EDAA 

 (See ED, JBCA, and JGG) 

 Use of buses and other school vehicles by the district shall conform to current law. School 

buses and other school vehicles will not be loaned, leased, or subcontracted to any person, groups of 

persons, or organizations except as allowed by law, subject to board approval. 

Liability 

 All school vehicles will be adequately insured. 

Safety 

 For the purposes of this policy, “school transportation provider” is defined to include school 

bus drivers, school passenger vehicle drivers, and other school employees who may transport 

students. 

 Every school transportation provider shall have a valid driver’s license. Such drivers shall 

have full authority and responsibility for the passengers riding in school vehicles.  

 Students or other persons riding in school buses or school vehicles who violate district 

policy or bus and/or school vehicle rules will be reported to the proper administrator.  Violations of 

these policies and/or rules may result in disciplinary action by school officials or reports to law 

enforcement as appropriate. 

Speed Limits 

 The board may set speed limits for district vehicles, which may be lower than state-allowed 

maximum speed limits. 

Safety Inspection 

 The superintendent or the superintendent’s designee shall be responsible for bus and other 

transportation inspections. 

 Defects found in school vehicles shall be repaired as soon as possible.  The director of 

transportation shall be responsible for keeping school vehicles in good operating condition. 

Scheduling and Routing 

 Scheduling and routing shall be the responsibility of the superintendent or the 

superintendent’s designee. 

 Bus and transportation schedules and routing maps will be updated annually prior to the 

start of school.   

Records 



 

 Every school transportation provider will keep accurate records pertaining to each assigned 

vehicle.  The types of records shall be developed by the superintendent or the superintendent’s 

designee. 

School Buses and Vehicles EDAA-2 

 Any record developed by the administration for the purpose of monitoring vehicle use will 

include, but may not be limited to, the following information:  miles driven each trip, gas and oil 

usage, 

purpose of the trip, destination, time of departure, and time of return.  Such records will be signed 

by each driver at the conclusion of each trip and submitted to the person responsible for collection 

of these records.  An annual summary report will be used in the compilation of the district's budget.  

A copy of the annual report may be given to the board on or before the regular board meeting in 

June or upon request. 

Licensing of Drivers 

 It shall be the responsibility of all school transportation providers provide proof of a valid 

driver’s license appropriate for the vehicle(s) to be driven for the district to the superintendent or the 

superintendent’s designee at the beginning of each school year.  If a school transportation provider's 

license is suspended or revoked at any time, the suspension or revocation shall be reported to the 

superintendent, and the employee shall immediately cease driving a school vehicle and transporting 

students. 

 School transportation providers shall be provided access to this policy annually. 

Housing of School Vehicles 

 All school vehicles shall be housed in areas designated by the superintendent.  Buses may 

be housed in the district's central storage area or assigned to a designated driver who may then 

house the bus as directed. 

 If district vehicles are assigned to designated employees, the employee shall be responsible 

for the proper care, maintenance, and housing of the vehicle at a district-owned site, while on school 

business, or at the employee's residence. 

Transportation to Summer Athletic Events 

 Option 1: 

 The board does not authorize the use of school buses or other school vehicles in 

transporting district students to summer athletic activities such as, but not limited to, camps, 7-on-7, 

and summer league games.  Unauthorized use of district buses or other school vehicles for this 



 

purpose may result in appropriate discipline of district staff, up to and including suspension and/or 

termination from employment. 

  

Approved:   07/11/2022 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

E E  F o od  Ser v ic es  Ma nag eme nt  ( See  E BBD)  E E  

 A  s u pe r v i s o r  ma y  be  h i r e d  b y  t h e  b oa r d  t o  o ve r se e  t h e  d i s t r i c t ' s  f o od  

s e r v i ce  p ro gra m.  

 S a n i t a t i on  In s pec t io ns  

 T h e  b u i l d in g  p r in c ip a l  sh a l l  i n s pec t  eac h  l un chr oo m to  e ns u re  t h a t  

p ro pe r  s an i t a t i o n  p r oc ed ure s  a r e  b e in g  f o l l o wed .  

 Re cor ds  

 T h e  s upe r vi so r  sh a l l  be  r e s po ns i b l e  fo r  ke e p in g  f oo d  s e r v i ce  r e co r ds  

r eq u i r e d  b y  s t a t e  a nd  f e de r a l  l a ws  an d  r e gu la t i on s .  

 T h e  s upe r vi so r  sha l l  b e  u nd e r  t he  d i r e c t  s up e r v i s i on  o f  t h e  

s up e r i n t e nde n t  a nd  sh a l l  h a ve  co n t r o l  o ve r  a l l  a s pe c t s  o f  t h e  d i s t r i c t ' s  f oo d  

s e r v i ce  p ro gra ms  su b j ec t  t o  bo a r d  po l i c y ,  r u l e s  a nd  s t a t e  an d  f e de ra l  

r e gu l a t i on s .  

M ea l  P r i ce s  

M ea l  p r i ce s  s ha l l  be  d e t e r min ed  b y  t he  b oa rd .   

F r e e  a n d  Re du ced  Pr i c e  Mea l s  

 P a r en t s  o r  gu a rd i ans  o f  s t ud en t s  a t t en d i n g  s ch oo l s  p a r t i c ipa t i n g  i n  

f ede ra l  s ch oo l  me a l  p r o gra ms  mu s t  b e  i n fo r me d  o f  t he  ava i l a b i l i t y  o f  

r e i mb ur s ab l e  s ch oo l  me a l s  a nd  p ro v i ded  wi t h  i n fo r ma t i on  ab o u t  e l i g i b i l i t y  

a nd  t h e  p ro ces s  f o r  a pp l y i n g  fo r  f r e e  o r  r ed uc ed  p r i ce  me a l s  o n  o r  be f o re  

t he  s t a r t  o f  s c ho o l  eac h  ye a r .  

 Un pa i d  Mea l  Ch ar ges  

 T h e  d i s t r i c t ’ s  me a l  ch a r g in g  r eq u i r e men t s  a r e  a s  fo l l o ws .  

 A  c ha r ge  ac co un t  fo r  s t u de n t s  pa y in g  f u l l  o r  r ed uce d  p r i c e  f o r  me a l s  

ma y  b e  e s t a b l i s he d  wi t h  t he  d i s t r i c t .   S t ude n t s  ma y  ch a r ge  no  mo r e  t h an   

 



 

 

E E  F o od  Ser v ic es  Ma nag eme nt  E E -2  

{ $ 20  wo r th  o f /5 }  me a l s  t o  t h i s  acc ou n t .   Cha r g i n g  o f  a  l a  c a r t e  o r  e x t ra  

i t e ms  to  t h i s  ac co un t  w i l l  no t  be  pe r mi t t ed .  

 An y  s tu de n t  f a i l i n g  t o  kee p  h i s / he r  acc oun t  s o l ven t  a s  r e qu i r ed  b y  t he  

d i s t r i c t  sh a l l  no t  be  a l l o we d  t o  ch a r ge  fu r the r  me a l s  u n t i l  t h e  ne ga t i ve  

a cc ou n t  ba l an ce  h as  b ee n  pa i d  i n  f u l l .   Ho we ver ,  su ch  s tu de n t s  wi l l  be  

a l l o we d  to  p u r cha se  a  me a l  i f  t he  s t u de n t  p a ys  f o r  t h e  mea l  when  i t  i s  

r ece i ve d .   S tu de n t s  wh o  ha ve  c ha r ge d  t h e  max i mu m a l l owa nce  t o  t h i s  

a cc ou n t  a nd  ca nn o t  pa y  o u t  o f  poc ke t  f o r  a  me a l  wi l l  be  p r o vi de d  a n  

a l t e r na t e  me a l  co ns i s t i n g  o f  a  p ea nu t  bu t t e r ,  pe an u t  bu t t e r  a l t e r na t i ve ,  o r  

c he ese  s an dwich  a nd  mi l k .  

 A t  l e a s t  on e  wr i t t en  warn in g  sh a l l  b e  p ro v id ed  t o  a  s t ud en t  an d  

h i s / he r  pa r en t  o r  gu a rd i an  p r io r  t o  d en y i n g  me a l s  f o r  e xc eed in g  t h e  

d i s t r i c t ’ s  ch a r ge  l i mi t .   I f  p a yme nt  o f  t he  ne ga t i ve  b a l a nce  i s  no t  r ece i ve d  

wi t h in  5  wor k in g  days  o f  t he  ma x i mu m ch a r ge  l i mi t  be i n g  a t t a i ne d ,  t he  de b t  

w i l l  b e  t u rn ed  o ve r  t o  t he  su pe r in t en de n t  o r  s upe r in t en de n t ’ s  d es i gne e  f o r  

c o l l e c t i on  i n  a cco rda nc e  wi t h  bo a rd  p o l i c y  DP .   I f  t h e  deb t  i s  n o t  pa i d  

w i t h in  10  d a ys  o f  ma i l i n g  t he  f i na l  no t i c e  o f  t he  ne ga t i ve  ac co un t  ba l a nce  

u n de r  p o l i c y  DP ,  i t  sh a l l  b e  co ns i de r ed  ba d  de b t  f o r  t h e  pu r po se s  o f  f e de r a l  

l a w  c on ce r n in g  un pa id  me a l  ch a r ges .  

 P a yme nt s  f o r  s c ho o l  mea l s  ma y  be  mad e  a t  t he  s c ho o l  o r  d i s t r i c t  

o f f i c e  {o r  on l in e  a t  _ _ __ __ __ __ __ _} .   S t ud en t s ,  pa r en t s ,  and  gua r d i a ns  o f  

s t ud en t s  a r e  e nc our age d  t o  p r e pa y  me a l  co s t s .  

 

E E  F o od  Ser v ic es  Ma nag eme nt  E E -3  



 

 T h e  d i s t r i c t  wi l l  p rov i d e  a  co p y o f  t h i s  un pa id  me a l  cha r ge s  po l i c y  t o  

a l l  h ous eh o ld s  a t  o r  b e f o re  t he  s t a r t  o f  s ch o o l  ea ch  yea r  an d  t o  f a mi l i e s  a nd  

s t ud en t s  t ha t  t r an s f e r  i n t o  t he  d i s t r i c t  a t  t h e  t i me  o f  t r ans f e r .   T h e  t e r ms  o f   

t h i s  po l i c y  wi l l  a l s o  b e  c o mmu n ica t ed  t o  a l l  d i s t r i c t  s t a f f  r e sp on s ib l e  fo r  

e n f o rc i n g  a n y a s pec t  o f  t he  po l i c y .   Reco rds  o f  h o w an d  whe n  i t  i s  

c o mmu n ic a t e d  t o  ho us eh o ld s  an d  s t a f f  wi l l  b e  r e t a i ne d .  

 Ava i l a b i l i t y  o f  Mea l s  o n  Re mo te  Lea r n in g  Da ys  Due  to  S e ve re  

W ea t he r  

 W he n  s e ve r e  wea t he r  o r  p oo r  r oa d  c on d i t i on s  due  t o  i c e  an d /o r  s no w 

t h re a t e n  t he  s a f e t y  o f  s t u de n t s ,  t h e  s up e r i n t e nde n t  ma y  c l ose  d i s t r i c t  

s ch oo l s  o r  de s i gna t e  s uc h  d a ys  a s  r e mo te  l ea r n i n g  da ys  p u r su an t  t o  po l i cy  

E BBD.   On  th ese  d a ys ,  t he  s up e r i n t en de n t  wi l l  d e t e r min e  whe t he r  t he  

we a th e r  a nd  r oad  con d i t i on s  a l l o w  fo r  s a f e  p as s a ge  o f  s t u den t s ,  s t a f f ,  an d  

p a re n t s  f o r  t h e  p r o vi s io n ,  s e r v i ce ,  an d  t r an sp or t a t i o n  o f  s ch o o l  me a l s  t o  

s t ud en t s .    

 I f  t he  su pe r in t en den t  de t e r mi nes  i t  i s  s a f e  t o  p ro v i de  me a l  s e r v i c e  on  

t hes e  da y s ,  s ch oo l  me a l s  wi l l  b e  p ro v i ded ,  a l t h ou gh  t he  man ner  o f  p ro v i s i on  

ma y  b e  mo d i f i ed  b y  t he  s up e r i n t e nde n t .   I f  t he  su pe r in t en de n t  de t e r min es  

t ha t  i t  i s  n o t  f ea s ib l e  du e  t o  s a f e t y  co nce rn s  t o  p ro v i de  me a l  s e r v i ce  on  su ch  

d a ys ,  no t i ce  t ha t  s ch o o l  mea l s  wi l l  n o t  b e  a va i l ab l e  o n  t ha t  da y  w i l l  be  

p ro v id ed  t o  s t u de n t s ,  p a r e n t s ,  an d  a f f ec t ed  s t a f f  me mb e r s .   Any  a l t e r a t i on  o f  

t he  us ua l  me a l  s e r v i c e  p r oce s s  o n  t hes e  d a ys  wi l l  be  co mmu n ic a t e d  t o  s t a f f ,  

s t ud en t s ,  a nd  p a re n t s  us in g  r e gu l a r  d i s t r i c t  c o mmu n ica t i o n  chan ne l s .  

 

Approved: 07/12/2021 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EE-R   USD #113 FOOD SERVICE PROCEDURES 

 

These policies have been approved by the Prairie Hills Board of Education with the 

approval of the Kansas State Board of Education – Nutrition Services and are intended to 

be used as a uniform set of policies to be followed throughout the entire district.  These 



 

policies are established to cover all meal accounts regardless of the category: free, reduced, 

or paid. 

Parents and students will be notified in writing of the district’s policy at enrollment time.  

ACCOUNT CHARGES 

1. Total charges to each student and adult account will be limited to the cost of 

5 lunches.  Charges will only be allowed for full Main Menu meals.  The 

charging of A La Carte items will not be allowed under any circumstances.  

A reminder is given to the student when their account is $5.90 at the 

elementary level and $6.30 at the middle and high school level.  A notice 

will be sent to the parents/guardian when the account reaches $0.00. 

 

2. In order to conduct the end of the school year account closing, four weeks 

prior to the end of the school year parents and/or students will be notified 

that no charges of any kind will be allowed during the last two weeks of 

school. 

 

NOTE – Students in grades K-12 will never be allowed to be without some kind of 

food.  An alternative food source will be given to these students if this form of action is 

required. (i.e. PB&J, Cheese Sandwich, Fruit & milk) 
 

LOANING, EXCHANGING, BORROWING OR MISUSED MEAL TICKETS 

1. In order to protect the confidentiality of all students, exchanging and/or 

borrowing meal tickets is prohibited by federal guidelines. 
 

2. To prevent the possible reuse or misuse of meal tickets it is the responsibility 

of the secretary to ensure that all tickets are clearly identified when issued 

and used.  It is also the responsibility of the secretary to ensure that only the 

individual that has been issued the ticket actually used the ticket. 

 

REFUNDS 

1. Refunds are only to be given if a student is leaving the school district or at 

the end of the school year. 

2. Refunds of $5.00 or more will be given only if a parent or guardian request 

it.  If a refund is not given at the end of the school year, it will be kept in the 

student’s account for the following school year. 



 

3. Any food service refund must be verified with the signature of the person 

receiving the refund when the refund is given directly to that individual. 

4. Refunds will only be given to the student when the refund is under $20.00.  

Refunds of more than $20.00 will be collected by a parent or guardian 

directly from the school or by a district written check. 

MEAL PRICES: 

 Breakfast: Grades K-5   =           1.70  Grades 6-12   = $1.90 

 Lunch:  Grades K-5   =         $2.95  Grades  6-12   = $3.15 

 Reduced price breakfast:  .30 

 Reduced price lunch:   .40 

 

Please feel free to call your child’s school if you have questions regarding the amount of 

payment. 

 

 

Approved: 06/13/2022  

 
 

 

 

 

 

 

 

 

 

EF Data Management 

 The board of education believes in the axiom that whoever controls the data controls 

the decision-making process.  To insure adequate and responsible decision-making, the 

board delegates to the superintendent or his/her designated representative the authority to 

collect, analyze and disseminate such data as are deemed necessary for the proper and 

efficient management of school district affairs. 

 



 

Approved: 01/09/2012 

 

  

 

 

 

 

 

 

 

  

 

 

 

 

 

  


