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1.  Introduction 
 

a. Board Policy 
All employees shall have access and comply with all policies and regulations 
established by the Board of Education.  Board policy supersedes any handbook 
discrepancies.  Board policy is accessible online at www.abileneschools.org. 

 
b. Equal Opportunity Employer:  (See Board Policy GAAAA) 

The district is an equal opportunity employer and shall not discriminate in its 
employment practices and policies with respect to hiring, compensation, terms, 
conditions, or privileges of employment because of an individual’s race, color, 
religion, sex, age, disability or national origin. 

 
c. Media On-line (See Board Policy Staff Social Media Guidelines) 

Unified School District No. 435 (the “Abilene School District”) understands that 
social media can be a fun and rewarding way to share your life and opinions with 
family, friends and co-workers around the world. However, use of social media 
also presents certain risks and carries with it certain responsibilities. To assist you 
in making responsible decisions about your use of social media, both on the 
District’s system as well as privately owned systems, we have established these 
guidelines for the appropriate use of social media. These guidelines apply to all 
administrators, faculty and staff of U.S.D. No. 435. (See Appendix A for 
guidelines.) 

 
d. Use of District Resources:  (See Board Policy IIBG) 

Computer systems are for educational and professional use. All information 
created by staff shall be considered district property and shall be subject to 
unannounced monitoring by district administrators. Unauthorized access to and/or 
unauthorized use of the district server or security system (including, but not 
limited to, surveillance footage) is also prohibited. The district retains the right to 
discipline any student, up to and including expulsion, and any employee, up to 
and including termination, for violations of this policy.  

Software acquired by staff using either district or personal funds, and installed on 
district computers, must comply with copyright laws. Proof of purchase (copy or 
original) must be filed in the district office.  

No software, including freeware or shareware, may be installed on any district 
computer until cleared by the network administrator. The administrator will verify 
the compatibility of the software with existing software and hardware, and 
prescribe installation and de-installation procedures. Program files must have the 
superintendent’s approval to be installed on any district server or computer.  

Staff shall not install unapproved hardware on district computers, or make 
changes to software settings that support district hardware.  
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Staff may install free apps through their own iTunes account on their district 
issued iPad.  

The administration may conduct periodic audits of software installed on district 
equipment to verify legitimate use.  

Employees, BOE members and/or students shall have no expectation of privacy 
when using district e-mail or other official communication systems. Any e-mail or 
computer application or information in district computers or computer systems is 
subject to monitoring by the administration.  

Computer materials or devices created as part of any assigned district 
responsibility or classroom activity undertaken on school time shall be the 
property of the board.  

e. Cell Phones 
Personal cell phone usage is permitted as long as it does not interfere with the 
employee’s job performance or infringe on the rights of others. 

 
f. Workplace Safety   

The district shall make all reasonable efforts to provide a safe environment for 
students and employees.  Every employee and student should make every effort to 
help the district maintain a safe workplace environment. 
 

g. Blood Borne Pathogens (see Board Policy GARA) 
Bloodborne pathogens are a potential health hazard and you need to assume 
responsibility for preventing contact with blood or body fluids.  Glove before you 
touch.  Have students treat their own injury if possible.  Treat all blood and 
body fluids as if infected.  Report all first aid incidents that involve blood or 
fluids containing blood to the school nurse the same day.  Report possible 
exposure immediately.  Hand washing is VERY important.  If away from running 
water use antiseptic towelettes until soap and water are accessible.   

 
Every employee is required to read and sign the Universal Precautions sheet 
annually and return it to the school nurse. (See Appendix B) 

 
h. Tobacco and Drug Free Workplace (GAOA, GAOB, GAOC) 

Maintaining a drug free work place is important in establishing an appropriate 
learning environment for the students of the district. The unlawful manufacture, 
distribution, sale, dispensing, possession or use of a controlled substance is 
prohibited in the district.  (See GAOA) 

The unlawful possession, use, sale or distribution of controlled substances and the 
possession, use, sale or distribution of alcohol by school employees at school, on 
or while utilizing school property, or at school sponsored activities or events is 
prohibited.  (See GAOB) 
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The use of tobacco products in any form and/or electronic cigarettes is prohibited 
in any school building owned or operated by the district and in school vehicles. 
{Any use of tobacco products or electronic cigarettes on district property shall be 
only in areas designated for such purpose.} (See GAOC) 

i. Harassment (GAAC, GAACA) 
The board of education is committed to providing a positive and productive 
working and learning environment, free from discrimination on the basis of sex, 
including sexual harassment. Sexual harassment will not be tolerated in the school 
district. Sexual harassment of employees or students of the district by board 
members, administrators, certificated and support personnel, students, vendors, 
and any others having business or other contact with the school district is strictly 
prohibited. (See GAAC) 

The board of education is committed to providing a positive and productive 
working and learning environment, free from discrimination, including 
harassment, on the basis of race, color, national origin, or disability. Racial and 
disability harassment will not be tolerated in the school district. Racial or 
disability harassment of employees or students of the district by board members, 
administrators, certified and support personnel, students, vendors, and any others 
having business or other contact with the school district is strictly prohibited. (See 
GAACA) 

2.  Employment 
a. Criminal Background Investigation 

A Criminal background investigation will be conducted on every employee. 
 

b. Drug Testing 
The district performs random drug testing on all employees. 
 

c. Physical Examination 
All employees who come into regular contact with students will submit a 
certification of Health in accordance with KSA 72-5213. 

 
d. Required Records 

Every certified employee must have the following records/forms on file with the 
district office before the first day of employment: 

• Employment application 
• KPERS enrollment form (if employee is eligible) 
• W-4 withholding certificate 
• K-4 withholding certificate 
• Social security number 
• Loyalty oath or affirmation 
• Health certification/TB skin test 
• Driver’s license and driving record (if required for position) 
• I-9 form 
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• Valid KS Teacher’s certificate 
• Completed Direct Deposit form 
• Copy of an up-to-date Official college Transcript 
• Signed Contract 

 
e. Personnel Records (GAK) 

Personnel files required by the district shall be confidential and in the custody of 
the records custodian and/or the superintendent.  Employees have the right to 
inspect their files upon proper notice and under the supervision of an appropriate 
supervisor. 

 
f. Passes to Athletic Events (GCRL) 

USD 435 employee passes will be issued annually to all USD 435 full time 
employees, part time employees, and personnel employed by other districts who 
work directly with USD 435 students on a full time basis. A USD 435 district pass 
will also be issued to substitute teachers who worked more than 15 days within 
the district the previous year along with being an eligible/active substitute during 
the current year.  
 
The USD 435 employee pass covers the employee, spouse, school age children, 
and children dependent upon the home while continuing their education.  
The pass only is valid for events hosted by USD 435 during the regular 
season.  The pass is not recognized by other schools and cannot be used to gain 
admittance to KSHSAA post-season events hosted by USD 435. 

 
g. Evaluations (GBI)   

The board shall adopt an approved evaluation instrument. The instrument shall 
govern evaluation of teachers, shall be filed with the clerk and may be published 
in teacher handbooks.   Completed evaluation documents shall be available to the 
employee, the superintendent, assistant superintendent, and other administrators 
under whose supervision the teacher works, and others authorized by law. 
 

h. Suspension (GBK) 
The superintendent shall have the authority to suspend licensed employees with 
pay pending further board action. 
 
The superintendent may suspend licensed employees with pay for any reason, 
including, but not limited to, one or more of the following: alleged violation of 
board policy, rule or regulation; refusal or failure to follow a reasonable directive 
of an administrator; the filing of a complaint against the employee with any civil 
or criminal authority; the alleged commission of an offense involving moral 
turpitude; or other good cause. 
 
If a suspension without pay is imposed on an employee, the employee is entitled 
to pay until the employee has been advised of the basis for suspension and has 
been given an opportunity to respond. 
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i. Non-renewal and Termination (GBN) 

Non-renewal or termination shall be in accordance with Kansas’s law. 
 

j. Grievance Procedure 
Complaints (GAE) Any employee may file a complaint with their supervisor 
concerning a school rule, regulation, policy or decision that affects the employee. 
The complaint shall be in writing; filed within ten (10) days following the event 
complained of and shall specify the basis of the complaint. The supervisor shall 
meet with the employee and provide a written response within ten (10) days. If 
the employee disagrees with the decision, employee may appeal to the 
superintendent. The superintendent’s decision shall be final. Employees covered 
by the negotiated agreement shall follow procedures outlined in that document. 
Complaints of Discrimination (GAAB) (See JDDC, JGECA and KN) 
The district is committed to maintaining a working and learning environment free 
from discrimination, insult, intimidation or harassment due to race, color, religion, 
sex, age, national origin or disability. Any incident of discrimination in any form 
shall promptly be reported to an employee’s immediate supervisor, the building 
principal or the district compliance coordinator for investigation and corrective 
action by the building or district compliance officer. Any employee who engages 
in discriminatory conduct shall be subject to disciplinary action, up to and 
including termination. 
 
Discrimination against any individual on the basis of race, color, national origin, 
sex, disability, age, or religion in the admission or access to, or treatment or 
employment in the district’s programs and activities is prohibited.  
 
Superintendent, USD 435, 213 N. Broadway, Abilene, Kansas 67410; 785-263-
2630, has been designated to coordinate compliance with nondiscrimination 
requirements contained in Title VI and Title VII of the Civil Rights Act of 1964, 
Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation 
Act of 1973, and The Americans with Disabilities Act of 1990. 
 
Complaints of discrimination should be addressed to an employee’s supervisor or 
to the building principal or the compliance coordinator. Complaints against the 
superintendent should be addressed to the board of education. 
 
Complaints of discrimination will be resolved using the district’s discrimination 
complaint procedures. 

 
3.  Compensation and Benefits 

a. Movement for Certified positions  
(See the negotiated agreement concerning the salary schedule steps and classes.) 

 
b. Employee Benefits 
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Employees working 20 hours or more per week are eligible for health insurance 
and other insurance through the section 125 plan. 
 

c. Kansas Public Employees Retirement System 
Employees working in a KPERS covered position are required to be enrolled in 
the Kansas Public Employees Retirement System and have a percentage deducted 
from their paycheck. 
 

d. Retirement Benefits (GACDA) 
Upon retirement under KPERS or disability, a teacher will be reimbursed for sick 
leave accumulated while employed with USD 435 unless the teacher is reassigned 
to a position, in which case the teacher signs a statement deferring payment until 
final termination of employment.  Teachers will be paid for the days accumulated 
plus unused days from their annual allocation from their last year of teaching 

If a certified staff member has been with USD 435 for over 15 years and should 
die while still employed, his/her estate would be paid for the unused sick leave at 
the same rate as the retired teacher.  

The amount to be paid for unused sick leave upon retirement or death is paid in a 
graduated scale: 

Years of Service at Abilene           Rate per day accumulated   
            10-14 years     $12.00 per day   

15+ years     $15.00 per day   
The payment shall not exceed 1⁄2 of the daily wage. 
 

e. District Early Retirement Plan (See negotiated agreement)  
If an employee of USD No. 435 finds it necessary or desirable to retire from 
employment after age 60 and less than 65 years of age, the following terms and 
conditions for such early retirement shall be as follows: 
 
ELIGIBILITY - The Employee:  

1. Must be a full time employee of the District upon retirement.   
2. Must reach 60 years of age prior to September 1 of any given year and be 

less than 65 years old. 
3. Must have 20 years of service credit in elementary or secondary education, 

the last 10 of which shall be continuous with USD No. 435. Members 
qualifying for the KPERS 85 and Out Plan will automatically be eligible 
for District retirement benefits if they have served a minimum of 20 years 
with the District (otherwise, a special ruling must come from the Board of 
Education).   

4. Must submit the application for approval to the superintendent of schools 
with sufficient facts and information necessary to prove eligibility for 
early retirement. The application shall be provided by the Education 
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Center and it shall be submitted to the Superintendent of Schools by 
February 1 preceding the anticipated retirement date.  

5. Upon receipt of the application for early retirement, assuming that all 
requirements are met and the application is in order, the Superintendent 
shall notify the applicant in writing, by April 15 of the same year, 
indicating the approval/disapproval of early retirement and state the 
amount of annual early retirement benefits to be paid.   

6. The Board of Education will review, on an individual basis, early 
retirement requests from employees ages 55 to 60, who are not eligible for 
KPERS disability, who for personal or physical reasons, wish to retire. 
Such benefits will not include more than the 5 years of benefits derived by 
multiplying the descending percentage index times the last annual salary 
times the years of experience, as defined in the regular plan. 

EARLY RETIRMENT BENEFITS: 
1. The early retirement monthly benefit shall be the product of: 

a.  the years of service credited by a public elementary or secondary 
institution, 
Multiplied by – 

• The individual’s largest base salary. Plus fringe, plus 
supplemental pay – not to exceed 15% of the salary schedule 
base pay, received by an employee of the District during any one 
of the five most recent years (July 1 through June 30). 

Multiplied by – 
• a percentage factor related to the person’s current age (see 

below) 
Multiplied by - one-twelfth (1/12). 
 b.  The maximum monthly retirement benefit shall be equal to 5% of 
the salary schedule base ($28,445 for 2008-09), not to include fringes or 
salary supplements. 

2. The percentage factor paid each month will be determined by the 
employee's age and will be calculated as follows: 

a. Age 59 - use the multiple of 00        
b. Age 60 - use the multiple of .008                           
c. Age 61 - use the multiple of .007                           
d. Age 62 - use the multiple of .006                           
e. Age 63 - use the multiple of .005                            
f. Age 64 - use the multiple of .004                           
g. Age 65 - use the multiple of 00 

 
Example: the monthly income at age 60 with 36 years under KPERS and a 
final annual salary of $34,000, would be equal to: 
 
36 x $34,000 x .008 x 1/12 = $816.00 (approx.. $9,792 annually). 
 

TERMS AND CONDITIONS:   
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1. The District early retirement benefit shall be paid annually by the first 
pay period of the fiscal year.  Payment will be made into the district 
established post retirement 403(b) plan as outlined above not to exceed 
five (5) years. 

2. A certified employee taking early retirement shall have the option to 
maintain health insurance coverage at the employee’s expense through 
the district sponsored health insurance program provided payment is 
made one (1) month in advance. 

3. All early retirement benefits, including the option for health insurance, 
shall terminate the month the employee reaches the age of 65. 

4. The employee will be responsible for any expenses related to their 
post-retirement 403(b) account. 

5. If any provision of this early retirement plan is determined to be in 
violation of State or Federal law or regulation, this policy shall 
terminate and shall be of no further force or effect. 

f. Work Schedule (GBR) (Also see JGFB) 
Licensed personnel must be at their assigned area during each duty day and at 
their assigned time.  Any teacher who finds it necessary to leave while 
supervising students shall first secure approval from the principal. Building, 
playground, and other assigned duties shall be made by the principal. 
Work Schedules 

The minimum length of the school day for licensed and professional staff 
shall be defined in the negotiated agreement. Work schedules for other 
employees shall be defined by the superintendent consistent with the Fair 
Labor Standards Act (FLSA) and the provisions of this policy. 

Attendance Required 
Regular attendance is required of all employees subject to leave provisions 
in district policy or the negotiated agreement, as appropriate. Excessive 
absences or tardiness, unauthorized leave or unexcused absences may 
result in disciplinary action including termination of employment. 

Sick leave of 3 days or more per week requires a doctor’s note in order to return 
to work. 

4.  Employee Leave  
a. Personal Leave 

Certified employees receive three (3) personal days at the beginning of the fiscal 
year (July 1).  Any personal leave remaining on June 30 will be moved to sick 
leave. (See negotiated agreement for more detail) 
 

b. Sick Leave  
All certified teachers will be credited at the beginning of the school year with 10 
days of sick leave, which shall accumulate to not more than 70 days. (See 
negotiated agreement for more detail) 
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c. Funeral Leave 
Funeral leave will be permitted as necessary and deducted from sick leave.  Leave 
for deaths or serious illnesses in the immediate family will be limited to one week 
unless special approval is given by the Superintendent of Schools. 
 

d. Maternity Leave 
An employee may take a leave of 30 consecutive days for maternity leave 
immediately following the birth of their child during the school year.  (See 
negotiated agreement for more detail) 
 

e. Reimbursement of Sick Leave 
Upon retirement under KPERS or disability, a teacher will be reimbursed for sick 
leave accumulated while employed with USD 435, unless the teacher is 
reassigned to a position, in which case the teacher will sign a statement deferring 
payment until final termination of employment.  Teachers will be paid for the 
days accumulated plus unused days from the annual allocation from their last year 
of teaching.  (See negotiated agreement for more detail) 
 

f. Jury/Civil Leave & Military Leave 
Any employee called to jury duty will be granted paid leave and such leave will 
not be deducted from the employee’s credited paid leave.  (See policy GARID - 
Military Leave, for more detail) 
 

g. Professional Leave 
Each certified teacher shall be allowed, and encouraged, to use one day of 
professional leave.  (See negotiated agreement for more detail) 
 

h. Family and Medical Leave Act (See Appendix C) 
To be eligible for FMLA leave, an employee must have worked for an employer 
for at least 12 months, meet the hours of service requirement (1250 hours) in the 
12 months preceding the leave, and work at a site with at least 50 employees 
within 75 mile. 
 
USD 435 requires the employee to use any leave they have during the FMLA 
absence.  This means that the employee will receive their paid leave and the leave 
will also be considered FMLA leave and counted against their FMLA leave 
entitlement. 
 
Employees are to inform their administrator as soon as they are aware of the need 
of FMLA.  Administrators are to inform the payroll clerk immediately so the 
necessary paperwork can be sent to the employee. 
 

i. Call in Procedure 
All employees will notify their supervisor or designee in advance of their absence.  
If that is not possible due to illness or an emergency, the employee should notify 
their supervisor as soon as possible and reasonable.  In certain circumstances the 
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employee may be unable to contact the supervisor.  In which case, the employee 
is allowed to have someone else notify the supervisor or designee.  
 

5.  Employee Conduct 
a. Dress Code 

Dress for Success!  All employees at Abilene Public Schools are to serve as 
models for our students.  One important aspect of modeling is your appearance.  
Please dress appropriately as a professional educator.  Friday has been designated 
as a casual day, so jeans are appropriate on Friday only. 
 

b. Student/Staff Relations (GAF) 
Staff members shall maintain professional relationships with students, which are 
conducive to an effective educational environment.  Staff members shall not 
submit students to bullying, harassment, or discrimination prohibited by board 
policy.  Staff members shall not have any interaction of a romantic and/or sexual 
nature with any student at any time regardless of the student’s age or consent. 

 
c. Confidentiality 

Student Information – Confidential student information, whether written or oral, 
shall be handled in a confidential manner and be discussed only with the 
parents/guardians of the particular student and the appropriate school personnel.  
Violations of this rule, which violate the privacy rights of students, could result in 
disciplinary actions being taken against the employee, including termination. 
 
Personnel Information – Confidential personnel information, whether written or 
oral, shall be handled in a confidential manner and be discussed only with the 
appropriate school personnel.  Violations of this rule, which violate the privacy 
rights of personnel, could result in disciplinary actions being taken against the 
employee, including termination. 
 

6.  Teaching and Learning 
a. Educational Program (IC) 

The academic program shall assist students to grow intellectually, to master the 
curriculum objectives, and to prepare for further education or training. The board 
shall consider new curriculum as presented for approval. And, when approved, the 
program shall constitute the district's basic curriculum.  
 

b. Instructional Materials (IF) 
All textbooks, instructional materials and the selection criteria for district media 
center materials shall be subject to board approval. 
 
Textbooks and instructional materials shall support the district’s instructional 
program. Media center materials shall support and supplement the curriculum, 
promote wise use of leisure time, develop literary discrimination and appreciation, 
and encourage students to become productive citizens. 
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Selection Criteria: Textbooks and Instructional Materials 
Textbooks and instructional materials shall provide: 

• An effective education for all students; 
• Factual knowledge, literary appreciation, aesthetic values and ethical 

standards;  
• Practice for students to develop abilities in critical thinking, 

communication, mathematics and science skills. 
• Information which helps students develop an appreciation of American 

cultural, ethnic and racial diversity and balanced views concerning 
international, national, state and local issues and problems; and 

• Sufficient flexibility for meeting the special needs of individuals and 
groups. 

 
The superintendent shall develop selection procedures which meet the above 
criteria, which shall include a review of available material by appropriate staff 
members. 
 
Selection Criteria: Media Center Materials  
Materials shall be chosen for accuracy, artistic quality, format and 
authoritativeness. Materials shall be chosen on various reading levels presenting 
different points of view, including current issues. 

 
Books and other media materials shall be evaluated before purchase, either 
through direct examination or by using reputable, unbiased, professionally 
prepared selection tools. 
 
The media center(s) shall obtain, process, and circulate materials and equipment 
and provide references and other services to students and faculty. Media 
specialists shall work toward providing resources so that students have an 
opportunity to achieve high levels of performance.  
 
Collection Development 
The media collection shall be developed systematically, be well balanced in 
coverage of subjects, include various types of materials and a variety of content in 
various formats. 
 
The collection shall reflect, enrich, and complement the broad interests 
represented in the curriculum. The collection should be large enough to allow 
materials to be placed in classrooms for extended periods of time.  
 
Challenges of Materials 
Any person having a complaint about textbooks, media center, or other 
instructional materials shall meet with the principal. If the matter cannot be 
resolved, the principal shall notify the superintendent and ask the complainant to 
use a request for review form which is available through building principals or at 
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the district office. After receiving the completed form, the superintendent shall 
meet with the complainant to discuss the complaint. 
 
If the complaint is not resolved at the meeting with the superintendent, the 
complainant may request that the board consider the complaint. If the board 
chooses to consider the complaint, it shall forward all appropriate written 
materials to a review committee. 

 
Review Committee 
When a review committee is established by the board to handle complaints 
concerning textbooks, media center, or instructional materials, the review 
committee shall be composed of the building principal, media specialist, two 
subject area specialists, and two community members. 

 
The committee’s charge shall be: 

• To review the material and prepare a written report containing 
conclusions and recommendations within 30 days;  

• To direct a written report to the board; and 
• To send the complainant a copy of the report.  

 
The Review Committee Shall:  
Examine and evaluate the material as a whole; consider the district’s policy, 
procedure and philosophy for selection of textbook, instructional materials and 
media center materials; and 
Weigh strengths and weaknesses and form opinions based upon the selection 
criteria. 

 
If the complainant is dissatisfied with the committee’s recommendation, an appeal 
of the decision may be made to the board for a hearing and final decision. If an 
appeal is requested by the complainant, the superintendent shall request that the 
board schedule an appeal and shall prepare in advance of the appeal all 
appropriate documentation for the board’s study.  

 
Removing Challenged Materials 
Challenged materials shall not be removed from use during the review period.  
 

c. Lesson Plan (IKI) 
Each teacher shall develop, maintain, and follow lesson plans which conform to 
the approved curriculum, the district’s educational goals and the expected student 
learning outcomes.  Principals shall establish methods to regularly review teacher 
lesson plans.  
 

d. Homework (IHB) 
Homework shall not be used as a means to discipline students.  Homework shall 
be assigned as needed to reinforce lessons introduced in the classroom. 
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e. Grading (JFA) 
No student shall be allowed to grade another student’s work.  Students may grade 
their own work.  In most cases, teachers who assign work to students are expected 
to grade each assignment and to enter the grade or mark in the appropriate grade 
book. 
 

f. Make-Up Work (IHEA) 
Within time limits established by the administration, all teachers shall supply 
make-up work assignments when requested.  Students shall return make-up 
assignments in a timely fashion. 
 

7.  Reports 
a. Academic Achievement (JF) 

Staff shall establish high expectations for all students.  These expectations shall 
be based on individual student ability to meet the board approved learning 
objectives for each subject. 

 
Reporting 
Periodic reports on each student’s mastery of the approved learning objectives 
shall be issued to the parents.  

 
Report Cards  
Grades will be reported to each student at the end of each specific grading period 
for each subject taken.  Reasons for deficiencies and/or failures shall be given 
when requested. 

 
b. Attendance (JB) 

Daily attendance records shall be maintained for each student in each 
school.  The primary responsibility for recording attendance shall be 
assigned to teachers using forms prescribed by the superintendent.  A 
cumulative attendance record for each student shall be kept in the district 
student management system.  

 
c. Child Abuse (GAAD) 

Any district employee who has reason to know or suspect a child has been injured 
as a result of physical, mental or emotional abuse or neglect or sexual abuse, shall 
promptly report the matter to the local Kansas Department for Children and 
Families (DCF) office or to the local law enforcement agency if the DCF office is 
not open. Employees may file a report of suspected abuse anonymously to either 
DCF by phoning 1-800-922-5330 or to local law enforcement officials. The Code 
for Care of Children also provides civil immunity from prosecution if the report is 
made in good faith. The employee making the report will not contact the child’s 
family or any other persons to determine the cause of the suspected abuse or 
neglect. 
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DCF or Law Enforcement Access to Students on School Premises 
The building principal shall allow a student to be interviewed by DCF or law 
enforcement representatives on school premises to investigate suspected child 
abuse and shall act as appropriate to facilitate the agency’s access to the child and 
to protect the student’s interests during the process. State law grants the 
investigating agency the authority to determine whether a school employee may 
be present while the interview is being conducted, taking into account the child’s 
best interests. If asked to sit in on the interview by the agency representative 
conducting it, the building principal or designee thereof shall oblige such request 
in order to provide comfort to the child throughout the process and to facilitate the 
investigation. 

 
Cooperation Between School and Agencies 
Principals shall work with DCF and law enforcement agencies to develop a plan 
of cooperation for investigating reports of suspected child abuse or neglect. To the 
extent that safety is not compromised, law enforcement officers investigating 
complaints of suspected child abuse or neglect on school property shall not be in 
uniform. 

 
Reporting Procedure  
The employee shall promptly report to the local DCF office or law enforcement if 
DCF is closed. It is recommended the building administrator also be notified after 
the report is made. 

 
If the building principal has been notified, the principal shall immediately notify 
the superintendent that the initial report to DCF has been made. If appropriate, the 
principal may confer with the school's social worker, guidance counselor or 
psychologist. At no time shall the principal or any other staff member prevent or 
interfere with the making of a suspected child abuse report. 

 
If available, the following information shall be given by the person making the 
initial report: name, address and age of the student; name and address of the 
parents or guardians; nature and extent of injuries or description of neglect or 
abuse; and any other information that might help establish the cause of the child’s 
condition.  
 
Any personal interview or physical inspection of the child by any school 
employee shall be conducted in an appropriate manner with an adult witness 
present. 

 
State law provides that anyone making a report in good faith and without malice 
shall be immune from any civil liability that might otherwise be incurred or 
imposed. 
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d. Vandalism (EBCA) 

Vandalism Protection 
All school personnel shall report any vandalism to their immediate supervisor. 
School personnel are expected to lock or otherwise secure any files, records, safes 
or similar compartments at the close of each school day. 

 
In the event of vandalism, the board may offer a reward according to law. 
 
Restitution for Damages 
The board shall seek restitution according to law for loss and damage sustained by 
the district. 

 
The principal shall notify the superintendent of any loss of, or damage to, district 
property. The superintendent shall investigate the incident. The cost involved in 
repairing the damage and/or replacing equipment will be determined after 
consultation with appropriate personnel.  

 
When a juvenile is involved, the superintendent may contact the parents and 
explain their legal responsibility. The parents shall be notified in writing of the 
dollar amount of loss or damage. Routine procedures will be followed for any 
necessary follow-up to secure restitution from the responsible party. 
 
Restitution payments shall be made by juveniles or their parents to the business 
office, and accounts shall be kept. Persons of legal age shall be held responsible 
for their own payments. If necessary, provisions may be made for installment 
payments. 

 
Accounts not paid in full within the specified time may be processed for legal 
action. 
 
Return of School Property 
School property must be returned by students. If a student does not return district 
property, the superintendent may take action allowed by law. 

 
Offering a Reward 
The board may offer a reward for information leading to the discovery, arrest, and 
conviction of persons committing acts of vandalism. The offer will conform to 
state law and the policy adopted by the board. 

 
When the board decides to offer a reward, the notice to be published by the 
superintendent shall conform to the following:   

The board of education, as authorized by K.S.A. 12-1672a, hereby offers a 
$500.00 reward to any person who first provides information leading to 
the discovery, arrest and conviction of the person or persons responsible 
for acts of vandalism on property, real or personal, owned by the school 
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district or rightfully located on school district premises by its employees 
or students. 

 
Persons having any knowledge are urged to contact the superintendent of 
schools at 213 N, Broadway, Abilene, KS 67410, telephone 785-263-
2630. The board reserves the right to determine the deserving recipients of 
the reward in the event of corroborating and supplementary information. 

 
e. Reporting to Law Enforcement (JDDB) 

Unless reporting would violate the terms of any memorandum of understanding 
between the district and local law enforcement, whenever a student engages in 
conduct which constitutes the commission of any misdemeanor or felony, at 
school, on school property, or at a school supervised activity and/or has been 
found: 

• in possession of a weapon 
• in possession of controlled substance or illegal drug; or 
• to have engaged in behavior at school which has resulted in, or was 

substantially likely to have resulted in, serious bodily injury to others, the 
principal or designee shall report such act to the appropriate law 
enforcement agency  

 
f. Student Accidents (JGFG) 

When a staff member sees a student who has been involved in an accident at 
school, on school property or at a school-sponsored event, the staff member shall 
follow the rules for the care of an injured student and report the accident to the 
building principal. If a student has an accident which appears to require medical 
treatment, no action shall be taken by an employee except to send for medical 
help and to make the student as comfortable as possible while waiting for medical 
assistance to arrive. If an employee is qualified to administer first aid, that aid 
may be given. Qualified employees, for the purpose of this policy, are those 
employees who have successfully completed an approved Red Cross first aid 
program or the school nurse. 

 
When appropriate, the student's parent(s) shall be notified of the injury as soon as 
possible to determine appropriate action. If the student needs medical attention 
and the parents cannot be reached, the principal shall seek emergency medical 
treatment.  

 
Records 
Appropriate records documenting student accidents shall be kept on file in the 
board clerk’s office. 
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8.  Students 
a. Release of Student from School During the Day (JBH) 

Building principals shall not release a student during the school day except upon a 
written or verbal request from the student's lawful parent or person acting as a 
parent. 
Parents are responsible to notify the school of the persons picking up their child 
beyond the emergency contacts listed at enrollment. 
Before releasing a student during the school day, the building principal shall be 
responsible for verifying the identity of the person seeking release of the student. 
If the principal is not satisfied with the identification provided by the person 
seeking release of a student, the student’s release may be refused. 
Students shall not be allowed to run personal errands for school employees off 
school premises during the school day. 

 
b. Searches of Students and Property (JCAB & JCABB) 

(Whenever the principal is mentioned in this policy, it shall be construed so as to 
include the superintendent “or designated representative.”) 
Principals are authorized to search property if there is reasonable suspicion that 
district policies, rules or directives are being violated. In addition all lockers shall 
be subject to random searches without prior notice or reasonable suspicion. All 
searches by the principal shall be carried out in the presence of another adult 
witness. 

 
Search of Lockers 
Lockers in the district schools shall be under supervision of the principal. 
Students shall have no expectation of privacy in any school locker. 
The combinations and/or keys to all locker locks shall be in the possession of the 
principal and stored in a place designed to guard against unauthorized access or 
use. The principal may search any locker at any time without notice. Students 
shall not place locks, other than those approved by the school, on any locker. 
 
Search of Computer (See IIBG) 
All information created by students shall be considered district property and shall 
be subject to unannounced monitoring by district administrators. The district 
retains the right to discipline any student, up to and including expulsion for 
violations of this policy.  
 
Searches of Property 
Any person other than the principal who wishes to search a student’s locker or 
property shall report to the principal before proceeding. In no event shall any 
person be permitted to search a student’s locker or property without the 
principal’s consent unless the person has a valid search warrant authorizing a 
search. 
 
If a law enforcement officer desiring to search a student’s locker or property has a 
search warrant, the principal shall permit the search which shall be made in the 
presence of the principal. 
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Prohibited items found during the search shall remain in the custody of either the 
building principal or the law enforcement officer. If any items are turned over to 
law enforcement officials the principal shall receive a receipt for the items. 
Principals are authorized to search students if there is reasonable suspicion that 
district policies, rules or directives are being violated. Strip searches shall not be 
conducted by school authorities. All searches by the principal shall be carried out 
in the presence of another adult witness. 
 
The student shall be told why a search is being conducted. The student shall be 
requested to empty items such as, but not limited to, pockets, purses, shoulder 
bags, book bags and briefcases. The principal shall attempt to call the student’s 
parent/s and may call law enforcement. Items which the principal believes may be 
connected with illegal activity shall remain in the custody of the principal unless 
the items are turned over to law enforcement officials. If the student refuses to 
cooperate, the principal may take disciplinary action and/or seek assistance from 
law enforcement 
 
If law enforcement assistance is present, further search of the student shall be with 
cooperation and assistance of law enforcement officials. The principal shall 
remain with the student and be present during any search of the student made by 
law enforcement officials on school property. The principal shall receive and file 
a receipt for items turned over to law enforcement officials. 
 
If the principal believes a student is in possession of an object which can 
jeopardize the health, welfare or safety of the student or others, the student shall 
be removed to a safe location. This determination may be based on any 
information received by the principal or any member of the faculty or staff. 
 
A written report of each search shall be made by the principal and submitted to 
the superintendent. The superintendent shall keep a copy of the written report on 
file. 

 
c. Student Records (JR) 

All student records shall be treated as confidential and primarily for local school 
use unless otherwise stipulated.  
 
When records include information on more than one student, the parents/ 
guardians of any student shall have access to copies of that part of the record that 
pertains to their child. Each school shall establish procedures for the granting of a 
request by parents/guardians for access to their child's school records within a 
reasonable period of time, but in no case more than 45 days after the request has 
been made. 
 
In situations where the parents of a student are divorced or separated, each parent, 
custodial and/or non-custodial, shall have equal rights to their child's records 
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unless a court order specifies otherwise. Private agreements between the student's 
parents shall not be recognized by the district's personnel. 
 
Parents/guardians shall have an opportunity for a hearing to challenge the content 
of their child's school records to ensure that the records are not inaccurate, 
misleading or otherwise in violation of the privacy or other rights of students; to 
have an opportunity for the correction or deletion of any inaccurate, misleading or 
otherwise inappropriate data contained therein; and to insert into records the 
parent's/guardian's written explanation of the content of the records. 
 
Any eligible parent/guardian or student may inspect the personal records of the 
student during regular school office hours. The district reserves the right to 
interpret selected records to students and/or parent/guardians at the time of the 
inspection. 
 
When a student attains 18 years of age, the permission or consent required of and 
the rights accorded to the parents of the student shall thereafter only be required 
of and accorded to the student. 
 
The parents/guardians of students, or the students if they are 18 years of age or 
older shall be informed annually by the superintendent of the rights accorded 
them by this section and by the Family Educational Rights and Privacy Act. In 
addition, the public shall be informed annually by the superintendent of the 
categories of information the institution has determined to be directory 
information. 

 
d. Initiations 

Hazing of students or initiation of any kind is strictly forbidden.  Every boy and 
girl has the right to attend school without intimidation or abuse.  Such action will 
be considered a serious breach of school conduct and dealt with accordingly.  
Parents or students who know of such activity shall let the administration know 
immediately. 

 
e. Supervision (JGFB) 

Students shall be supervised by school personnel when they are under the 
jurisdiction of the school. 
 
Each building principal shall coordinate and assign teachers, aides or 
paraprofessionals to supervise students engaged in school sponsored activities. All 
school-sponsored activities shall be supervised by an adult approved by the 
administration. 
 
Each building principal shall ensure appropriate staff members are available for 
supervising students at specific times and in designated areas. 
 

f. Disciplinary Procedures (See also Policy JDA, JDB, JDC, JDD) 
Staff is expected to utilize the district approved discipline techniques. 
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9. Safety and Security 

a. Safety Rules 
The superintendent and staff shall develop necessary rules and regulations 
for student safety in school and at school activities. 

 
b. Emergency Drills (EBBD) 

Building principals shall be responsible for scheduling and conducting emergency 
drills as required by law and for ensuring students are instructed in the procedures 
to follow during the emergency drill and in an actual emergency. 
 

Each building principal shall develop a written plan for specific emergency drills 
required by law. The plan shall include specific arrangements for the evacuation 
of mobility impaired and other individuals who may need assistance from staff 
members to safely exit the building. 

Each principal shall conduct briefings with the staff concerning the emergency 
plan. 

Each teacher shall explain the plan to students under their jurisdiction prior to a 
date established by the principal. Within one week there-after, the building 
principal shall conduct a surprise drill. Other drills shall be held at times 
determined by the building principal. However, at least one of the three tornado 
drills required by law shall be held prior to the tornado season beginning each 
April. 

Building principals may provide parents with a copy of the emergency plans at 
the beginning of each school year. Each emergency drill plan shall be reviewed by 
the superintendent and filed with the clerk. 

c. Evacuations (EBBE) 
If an emergency interferes with the normal conduct of school affairs, students 
may be dismissed from school only by the superintendent or principal. A plan for 
emergency dismissal of students during the school day shall be developed by the 
superintendent and approved by the board. A copy may be filed with the clerk and 
procedures for dismissal shall be given to parents and students at the beginning of 
each school year.  
 
School will not be dismissed early because of an emergency when the safety of 
students and teachers is better served by remaining at school. 
 
During an emergency period when there is insufficient warning time, the district 
will keep all students under school jurisdiction and supervision. The staff shall 
remain on duty to supervise students during this time. Parents may come to school 
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and pick up their children. Students shall be released according to board policy for 
release of students during the school day. 
 
Bomb Threats 
If there is a bomb threat or similar emergency, the principal shall see that students 
are escorted to a safe place. The principal shall notify law enforcement agencies 
of the threat and request a thorough inspection of the buildings and grounds. 
Other contingencies as noted in the crisis plan shall be followed. If it is 
determined that no danger exists to the students’ safety and if there is time 
remaining in the school day, school shall be resumed. 
 
Planning for Emergencies 
Each building principal shall develop appropriate emergency procedures which 
shall be included in the district’s crisis plans. As appropriate, portions of the crisis 
plan developed shall be held in strict confidence by staff members having direct 
responsibility for implementing the plan. 
 

d. Emergency Closings 
Occasionally it becomes necessary to close the schools during extreme weather 
conditions.  This decision to close schools in our district is made as early as 
possible on the morning that the schools are to be closed.  Sometimes, however, 
under severe conditions, the decision to close the schools in the district is made 
the night before.  There is also the possibility that worsening conditions will force 
schools to close during the school day. 

 
Decisions regarding the closing of the schools will be posted on the school web 
site at www.abileneschools.org, as well as phoned into radio stations so that the 
announcement to close the schools can be broadcast to the public as early as 
possible.  The local FM stations that are always contacted are 102.5, 106.9, 98.5, 
99.9, and 94 Country; local AM stations are KSAL 1150 and KABI 1560.  
Depending upon the time available, other local stations and KAKE 10, 
Eyewitness 12, WIBW 13, and KS NWTV 3 may also be contacted regarding the 
school closing.  Officially the closing information will be available on KABI and 
KSAL as soon as possible.  You will also receive notification from the District 
School Messenger system when there will be a closing of the schools, as long as 
we have current phone & email information. 

 
e. Securing Work Area 

Employees are expected to lock or otherwise secure any files, records, safes, 
tools, vehicles, or other district equipment at the close of each work day and other 
appropriate times. 

 
f. Keys 

The building principal is responsible for issuing keys and maintaining a current 
and accurate list of all people who have been issued keys.  No keys shall be 
duplicated without permission.  Keys should be turned in to the appropriate 
supervisor when any employee is no longer employed by the district or is 
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assigned to another building.  Keys shall not be loaned to anyone.  Any lost keys 
shall be reported immediately to the principal so measures may be taken to 
maintain safety and security and to protect district property. 

 
 
 
 

g. Crisis Plan (EBBF) 
The superintendent, in cooperation with each building principal and Abilene 
Police Department, shall develop a plan to deal with crisis in an attendance center.  
Each plan shall be approved by the board before it is implemented.  

 
A copy of the plan shall be on file in each building and with the clerk. 

 
Building principals shall train staff to implement the building plan.  As necessary, 
students and parents will be informed about details of the plan. 

 
Crisis plans shall be subject to regular review by the administration.  If a plan is 
implemented, the board shall receive a report on how well the plan worked.  If 
necessary, the report shall include recommended changes. 

 
h. Firearms and Weapons (JCDBB) 

A student shall not knowingly possess, handle, or transmit any object that can 
reasonably be considered a weapon at school, on school property, or at a school-
sponsored event.  This shall include any weapon, any item being used as a 
weapon or destructive device, or any facsimile of a weapon.  (See policy JCDBB 
for a list of what the term “weapon” and/or destructive device shall include.) 

 
Penalties for Possession 
Possession of a firearm or other weapon listed under the “Weapons and 
Destructive Devices” heading shall result in expulsion from school for a period of 
one calendar year, except the superintendent may recommend this expulsion 
requirement be modified on a case-by-case basis. 

 
Possession of, handling of, and/or transmitting a weapon of a type other than 
described under the “Weapons and Destructive Devices” heading above, an item 
being used as a weapon or destructive device, or a facsimile of a weapon may 
result in disciplinary action up to and including suspension and/or expulsion.  
Expulsion hearings for possession of a weapon shall be conducted by the 
superintendent or the superintendent’s designee. 

 
Students violating this policy shall be reported to the appropriate law enforcement 
agency(ies) and if a juvenile, to the Secretary for DCF or the Secretary of KDOC 
as appropriate. 
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Possession of an air gun at school, on school property, or at a school supervised 
activity will not be prohibited for students participating in an air gun-related 
activity sponsored by an organization held at school or when in transit to or from 
such activities held off district property. 

 
10.  Classrooms/Activities 

a. Supplies/Purchase Orders 
Each building principal is given a budget with which to purchase supplies.  A 
requisition must be completed and signed by the individual wishing to purchase 
items.  It is the responsibility of the individual wishing to purchase items to insure 
that all necessary information is on the requisition or the requisition will be 
returned.  The requisition is reviewed by the building administrator/supervisor; if 
approved, the building administrator/supervisor will sign the requisition and send 
to the district treasurer. 

 
Once approved by the board clerk, board treasurer, and superintendent, the PO 
will be mailed to the vendor or given to the employee so the item(s) may be 
purchased. 

 
b. Field Trips (IFCB) 

Field trips shall be approved by the principal when reasonable educational 
objectives can be established.  Advance requests for field trips including 
transportation and other resource needs shall be submitted by the teacher to the 
principal.  Each building principal shall develop a form to notify parents of a 
forthcoming field trip.  The form shall include the nature of the trip, departure 
time, expected return time, name of sponsor(s), and mode of travel.  The form 
shall also include a space where a parent may ask that a child be excused and the 
reasons for the excuse. 

 
Non-Sanctioned Field Trips 
Non-sanctioned field trips organized by employees acting as independent 
contractors/agents involving students on a volunteer, self-supporting basis are not 
approved by the board and are not considered a part of the curriculum. Total 
responsibility for privately planned field trips or tours rests with the individual(s) 
and agency sponsoring them. The district assumes no legal or financial 
responsibilities for non-sanctioned field trips. Participants and Parents may be 
required to sign a waiver. 

 
Every attempt should be made to schedule non-board approved trips during 
weekends and/or vacation periods. If travel arrangements necessitate that some 
school days are missed, normal procedures for staff and students absences must 
be followed. If recruitment of students is sought through the schools(s), the 
request for recruitment shall be made in accordance with those of private citizens. 
Recruitment efforts may not conflict with direct instructional duties. 
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c. Vehicle Requests 
Transportation requests for field trips or meetings shall be made at least one week 
in advance and trips are subject to availability of bus and driver.  Transportation 
requested should be submitted online through the districts website, 
www.abileneschools.org. 

 
d. Student Activity Fund Management (DK) 

Any activity which involves the expenditure of activity funds shall be subject to 
prior approval of the principal. 

 
Activity Fund Management 
The building principals shall maintain an accurate record of all student activity 
funds in the respective attendance centers. No funds shall be expended from 
these accounts except in support of the student activity program. No activity 
account shall have a negative balance. 

 
The board shall receive a monthly report on all activity accounts. All student 
activity funds will be audited annually at the same time as the general fund 
budget. 

 
All payments from student activity funds shall be made from purchase orders 
signed by the employee responsible for the fund. 
 
Receipts shall be kept for all revenue deposited into the activity fund of each 
attendance center. All payments from the activity fund shall be by checks 
provided for that purpose. 

 
Activity Fund Deposits  
Activity funds from gate receipts or other sources may be deposited directly into a 
bank account maintained for this purpose.  

 
Inactive Activity Funds (See JH) 
The board will assume control of all inactive activity funds and disburse those 
funds to other activity accounts or expend the funds as directed by the board. 

 
Each student activity fund shall have an employee in charge of the fund. The 
employee shall be responsible for making a monthly report to the principal, 
superintendent and the board. 
 
The monthly student activity report shall show opening and closing balances of 
each fund. The report shall also show the total amount of deposits and an itemized 
list of expenditures. 
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APPENDIX A 

UNIFIED SCHOOL DISTRICT NO. 435 
 SOCIAL MEDIA GUIDELINES 

(ref. Policy IIBGC Staff Online Activities) 
 Adopted: 2-9-2015 

Unified School District No. 435 (the “Abilene School District”) understands that 
social media can be a fun and rewarding way to share your life and opinions with family, 
friends and co-workers around the world. However, use of social media also presents 
certain risks and carries with it certain responsibilities. To assist you in making 
responsible decisions about your use of social media, both on the District’s system as 
well as privately owned systems, we have established these guidelines for the appropriate 
use of social media. These guidelines apply to all administrators, faculty and staff of 
U.S.D. No. 435.  

GUIDELINES  
In the rapidly expanding and constantly changing world of electronic 

communication, social media can mean many things. For purposes of these Social Media 
Guidelines, the definition of social media includes any means of communicating, posting, 
sharing information, content or resources of any type on the Internet, including but not 
limited to, a Web page, log, blog, journal or diary, Website, social networking or affinity 
Website, Web bulletin board or a chat room, as well as any other form of electronic 
communication. Social media can include text, audio, video images, pod casts and many 
other types of other multi-media communications. The following is intended to serve as a 
non-exhaustive list of some well-known social media outlets:  

 
1. Facebook;  
2. Twitter;  
3. Snap-Chat;  
4. Instagram;  
5. YouTube;  
6. Tumblr;  
7. Flickr;  
8. and Linked In.  

 
The same principles and guidelines found in the Abilene School District’s policies 

and procedures apply to your activities online. As a general rule, your online behavior 
should reflect the same standards of honesty, respect and consideration you apply offline. 
Ultimately, you are responsible for what you post online. Before creating online content, 
consider some of the risks and rewards that are involved. Keep in mind that, by their 
nature, social medial outlets are not private, and others may have access to information 
you post for long periods of time after it is posted. This could allow others to view, 
forward, copy, or archive information you have posted on-line. Any online conduct on 
your part that adversely and materially affects your job performance, the performance of 
fellow faculty and staff or otherwise disrupts school activities or a staff members ability 
to perform his or her job duties or which adversely affects faculty, staff, students, or 
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others who work for or volunteer on behalf of the Abilene School District or the Abilene 
School District’s legitimate business and educational interests may result in disciplinary 
action, up to and including termination.  

Be mindful that any content you publish remains accessible through various 
search engines, in many cases even after the content is deleted. Moreover, even so-called 
“private messaging” may be subject to discovery in legal actions.  

 
KNOW AND FOLLOW THE RULES  

Carefully read these guidelines, the Abilene School District’s policies and 
procedures, and ensure your postings are consistent with these policies. Among other 
things, postings that include obscenity, slander or libel, references to the use of illegal 
drugs or the excessive or irresponsible consumption of alcohol, profanity, vulgarity, 
sexually explicit messages, discriminatory remarks, confidential student or staff 
information or documents, harassment, and/or threats of violence or other inappropriate 
or unlawful conduct cannot be tolerated and may subject you to disciplinary action, up to 
and including termination.  

 
BE FAIR AND COURTEOUS  

Be fair and courteous to fellow faculty and staff, students and all who work or 
volunteer on behalf of the Abilene School District. Keep in mind that you are more likely 
to resolve work- related issues, when they arise, by talking directly with your co-workers 
or by utilizing District policies and procedures than by posting concerns to a social media 
outlet. Nevertheless, if you decide to post complaints or criticism, avoid using statements, 
photographs, video, audio or other material that could reasonably be viewed as malicious, 
obscene, threatening or intimidating, that disparage faculty and staff, students or people 
who work or volunteer on behalf of the Abilene School District, or that might constitute 
harassment or bullying. Examples of such conduct include, but are not limited to, posts 
meant to harm someone’s reputation or posts that could contribute to a hostile work 
environment on the basis of race, sex, disability, religion or any other status protected by 
law or the Abilene School District’s policies. These examples are not intended to be 
exhaustive.  

 
BE HONEST AND ACCURATE  

Make sure you are always honest and accurate when posting information or news, 
and if you make a mistake, correct it quickly. Be open about previous posts you have 
made or, if applicable, altered. Remember that even deleted postings can be searched. 
Never post information or rumors that you know to be false about the Abilene School 
District, its administrators, faculty, staff, students or any of the people who work or 
volunteer on behalf of the Abilene School District.  

 
POST ONLY RESPECTFUL CONTENT AND PROTECT THE PRIVACY OF 
OTHERS  

Seek to build trust in your use of social media. Refrain from disrespectful or 
malicious posts. Respect the privacy of students, faculty and staff. Confidential student 
and staff information should not be posted on-line or otherwise publically disseminated, 
as mandated by state and federal law, including but not limited to the Family Educational 
Rights and Privacy Act [“FERPA”] and the Health Insurance Portability and 
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Accountability Act [“HIPAA”]. FERPA protects the privacy of student educational 
records by prohibiting their release except under certain specified conditions. HIPAA 
protects private health information such as an individual’s health status, the provision of 
health care or payment for health care that can be linked to an individual. If you have 
questions about your responsibility under the law, take time to review the statutes or 
contact the building Principal or the Superintendent. Do not create a link from your blog, 
website or other social networking site to an Abilene School District website without 
identifying yourself as an employee and obtaining the written authorization of the 
building Principal or the Superintendent.  

Express only your personal opinions. Do not represent yourself as a spokesperson 
for the Abilene School District. If the Abilene School District is a subject of the content 
you are creating, be transparent and open about the fact that you are an employee and 
make it clear that your views do not represent those of the Abilene School District, fellow 
faculty and staff, students or people working or volunteering on behalf of the Abilene 
School District. If you publish a blog or post online about the work you do or other 
subjects associated with the Abilene School District, make it clear that you are not 
speaking on behalf of the Abilene School District. It may be best and make things most 
clear to include a disclaimer such as: “The postings on this site are my own and do not 
necessarily reflect the views of the Abilene School District” or “This site contains user-
created content which is not formally reviewed, monitored or endorsed by U.S.D. No. 
435.”  

 
EMPLOYEE-STUDENT RELATIONS  

The district recognizes the role that communication and collaboration between 
employees and students plays in the educational process and experience. The district 
further recognizes that the advancement of electronic communication and social media 
technologies creates greater opportunity for interactions between employees and students, 
and provides these additional guidelines for our own and our students’ protection.  

• Employees are never under an obligation to accept friend or follower requests 
from any student, or to use personal social media accounts to engage with 
students or participate in district projects. In addition, you should bear in mind 
that unless your account has privacy settings correctly configured, everything you 
post may be publicly accessible to your students whether you are connected to 
them or not.  

• Employees should exercise care in connecting with students on any social media 
channels. Permission-based friend or follower requests to students should not be 
sent. Use discretion and carefully consider the guidelines provided by the district 
before accepting any permission-based friend or follower requests received from 
students. It is the District’s recommendation that, if an employee decides to accept 
friend or follower requests received from students, they should accept all such 
requests and not selectively limit their interactions to what could be perceived as a 
few preferred individuals.  

• Any employee-student communications or relationships via social media should 
be of an appropriate professional nature, include content that is appropriate for 
both the communications medium and the audience addressed, and must not 
violate any provisions of the Family Educational Rights and Privacy Act. With 
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each communication, ask yourself if it’s something you would feel comfortable 
being printed in the newspaper, read by parents, colleagues, or the School Board. 
As with all online content, assume any communication can easily end up in the 
public realm.  

• Employees who are connected to or communicate with students via social media 
must understand that they may be granting those students access to all content in 
their personal social media profiles and should consider the guidelines the district 
has provided to ensure students are protected from exposure to inappropriate 
content or content that might compromise the employee’s professional reputation.  

• Employees are also responsible for ensuring any relationship and all dialogue 
with the student is kept professional in its nature and for immediately reporting to 
the District any inappropriate communication received from a student. This is as 
much for your protection as the student’s protection. Any content or 
communication generated either by you or by a student which would be 
inappropriate in the classroom is inappropriate when shared via social media.  

The District recognizes there may be certain limited exceptions to these guidelines, 
such as a student being a family member or relative, or in those instances where an 
employee’s interaction with a student is as a result of certain extracurricular activities, 
such as Boy Scouts, Girl Scouts, religious organizations or other similar relationships.  

 
STUDENT PHOTOGRAPHS, STUDENT NAMES, AND COPYRIGHT OR 
INTELLECTUAL PROPERTY LAWS  

You may post your student identification with either first initial and last name or 
first name last initial, however a student’s full name should not be used. You may also 
display the student’s work or show student’s anonymous photo. The social media content 
you post should not violate copyright or intellectual property laws. This requires that care 
be taken to secure the written consent of all involved parties before distributing or 
publishing recordings, photos, images, video, text, slide show presentations, or other 
materials.  

 
USING SOCIAL MEDIA AT WORK AND USE OF DISTRICT EQUIPMENT  

Refrain from using social media while on work time or on equipment provide by 
the District, unless it is work-related and authorized by your Principal. Do not use 
Abilene School District email addresses to register on social networks, blogs or other 
online tools utilized for  
personal use. Persons using District electronic and computer equipment should 
understand that there is no expectation of privacy with regard to this usage regardless of 
where it occurs.  
 
AUTHORIZATION REQUIRED FOR DISTRICT PRESENCE ON SOCIAL 
MEDIA SITE  

The Abilene School District’s presence on any social media site, including 
school-related accounts, such as clubs, teams, field trips, course, and other sites 
associated with the Abilene School District or a school within the Abilene School 
District, must be authorized by a building principal or the Superintendent prior to 
establishing the presence. Upon request, usernames and passwords to the account shall be 
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given to building administrator. Upon leaving USD 435, please remove any social media 
presence that is associated with Abilene School District.  

 
DISTRICT LOGO  

The use of U.S.D. No. 435 logos on a social media site must be approved by the 
building Principal or the Superintendent.  
 
RETALIATION IS PROHIBITED  

The Abilene School District prohibits taking negative action against any 
employee for reporting a possible deviation from these guidelines or for cooperating in an 
investigation. Any employee who retaliates against another employee for reporting a 
possible deviation from these guidelines or for cooperating in an investigation will be 
subject to disciplinary action, up to and including termination.  
 
MEDIA CONTACTS  

Faculty and staff should not speak to the media on behalf of the Abilene School 
District without obtaining permission from the building Principal or Superintendent. All 
media inquiries should be directed to the building Principal or Superintendent.  
 
FOR MORE INFORMATION  

If you have questions or need further guidance, please contact the Building 
Principal or the Superintendent.  

UNIFIED SCHOOL DISTRICT NO. 435  
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APPENDIX B 
UNIVERSAL PRECAUTIONS 

 
 

DEFINITIONS 
Blood borne pathogens – Microorganisms that are present in human blood and can cause 
disease in humans including HBV and HIV. 
 
Exposure incident – A specific eye, mouth, other mucous membrane or non- intact skin 
with blood or other potentially infectious materials that results from the performance of 
an employees duties.  Report an exposure to the principal or school nurse immediately. 
 
Hepatitis B Virus (HBV) – Causes inflammation of the liver that could lead to cirrhosis 
or cancer of the liver. 
 
Human Immunodeficiency Virus (HIV) – Causes AIDS 
 
Universal Precautions – The infection control measures whereby all human blood and 
certain body fluids are treated as if known to be infections for HIV, HIV, and other 
bloodborne pathogens.  
________________________________________________________________________ 
 
This is the policy of USD 435 for all employees.  Treat everyone as if they are infected. 
 
The conscientious practice of proper hand washing procedures and the use of universal 
precautions will provide you with the best-recommended protection from HIV and HBV 
in the school setting.  Intact skin provides a natural barrier against these viruses.  The 
viruses generally enter the body as the result of splashes in the eyes, mouth, or through 
open wounds or breaks in the skin.  The use of gloves will provide a barrier that prevents 
direct contact.  Use gloves when contact with blood or body fluids are anticipated.  
Disposable gloves are available in all health rooms.  Never reuse disposable gloves.  
Dispose of them in a plastic lined trash container.  Wash hands after use.  You should 
have a zip lock bag with gloves, gauze, and hand wipes in your classroom or office.  
They do not tolerate heat well so check for signs of deterioration.  These are available 
from the school nurse.  Utility gloves used by custodians are to be disinfected.  Wash 
hands after use. 
 
When cleaning surfaces of body fluids, put on disposable or utility gloves.  Sprinkle 
absorbent over the spill or cover with paper towels and allow fluid to absorb.  Dispose of 
material in lined trashcan.  Spray surface with a disinfectant tuberculocidal product 
(follow directions on label), wipe with paper towels, and dispose in a lined container.  
Personal protective equipment such as goggles, masks, and gowns are available in the 
unlikely event that a large spill should occur.  They can be found in each health room in a 
plastic container labeled “clean-up kit”.  If there is a large amount of blood and it is 
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dripping from towels a trash bag is to be used then place in a red BIOHAZARD bag for 
proper disposal.  The school nurse is responsible for the disposal. 
 
When cleaning individuals, use disposable gloves and wipe material with paper towels.  
Dispose of gloves and towels and wash your hands.  Encourage students to clean 
themselves when possible. 
 
For sharp objects like broken glass wear gloves and use a dustpan and broom.  Place 
them in a puncture proof container for disposal. 
 
School districts are required by OSHA to identify Category 1 employees that have the 
most risk to occupational exposure to blood borne pathogens.  Employees in these 
positions are provided free Hepatitis B vaccine.  USD 435 includes school nurses, 
building secretaries, elementary administrators, coaches of contact sports, P.E. teachers, 
industrial arts and vocational agricultural teachers, custodians, laundry workers, and 
workers in SMH, TMH, and early childhood programs.  The employee may decline the 
vaccine and later request that it be provided.  It is a safe vaccine and is given as a series 
of three injections.  The Hepatitis B vaccine is also provided for all other employees who 
have limited exposure if they become exposed.   The vaccine is given after the exposure 
and is effective if given within seven days.  Always report a possible exposure to the 
school nurse as soon as possible.  The vaccine only protects from HBV not HIV that 
causes AIDS.  Memorial Hospital will assist with exposures. 
 
Coaches and P.E. teachers, always utilize first aid and clean up procedures.  Instruct 
students to not share water bottles or towels.  Used towels should be placed in locker 
room containers.  First aid and cleanup kits should be well stocked.  Check with the 
school nurse or athletic director.  KSHAA pamphlet (1-21-93) is a good reference. 
 

SUMMARY 
Bloodborne pathogens are a potential health hazard and you need to assume 
responsibility for preventing contact with blood or body fluids. 
 
Glove before you touch. 
 
Have students treat their own injury if possible. 
 
Treat all blood and body fluids as if infected. 
 
Report all first aid incidents that involve blood or fluids containing blood to the school 
nurse the same day.  Report possible exposure immediately. 
 
Hand washing is VERY important.  If away from running water use antiseptic towelettes 
until soap and water are accessible.  There are fanny packs in the health rooms for field 
trips and zip lock bags for classrooms. 
 
A copy of the complete District Exposure Plan is available on request. 
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Contact Brandi McGivney RN, school nurse, if you have questions. 
 

APPENDIX	C	
USD	#435	FAMILY	AND	MEDICAL	LEAVE	PLAN	

	
************************************************************************
****************	
Definitions	from	FMLA	Regulations	by	US	Department	of	Labor:	Employee’s	spouse,	son	
or	daughter,	or	parent:		
Spouse	–	husband	or	wife	as	defined	or	recognized	under	state	law	for	purposes	of	
marriage	in	the	state	where	the	employee	resides,	including	common	law	marriage	in	
state	where	it	is	recognized.		
Parent	–	biological,	adoptive,	step	or	foster	father	or	mother,	or	any	other	individual	
who	stood	in	loco	parentis	to	the	employee	when	the	employee	was	a	child.	This	term	
does	not	include	parents-in-law.		
Son	or	daughter	–	biological,	adopted,	step,	or	foster	child;	a	legal	ward;	or	a	child	of	a	
person	standing	in	loco	parentis	who	is	either	under	age	18,	or	age	18	or	older	and	
“incapable	of	self-care	because	of	a	mental	or	physical	disability”	at	the	time	that	leave	
is	to	commence.		
In	loco	parentis	–	including	those	with	day-to-day	responsibilities	to	care	for	and	
financially	support	a	child.	This	would	include	grandparents	who	have	taken	in	a	
grandchild	and	assumes	ongoing	responsibility	for	raising	the	child	because	the	parents	
are	incapable	of	providing	care,	or	no	longer	living.	Whether	an	employee	stands	in	loco	
parentis	to	a	child	is	a	fact	issue	dependent	on	multiple	factors.	Courts	have	
enumerated	factors	to	be	considered	in	determining	in	loco	parentis	status;	these	
factors	include:		
·	_The	age	of	the	child;		
·	_The	degree	to	which	the	child	is	dependent	on	the	person	claiming	to	be	standing	in	
loco	parentis;		
·	_The	amount	of	support,	if	any,	provided,	and		
·	_The	extent	to	which	duties	commonly	associated	with	parenthood	are	exercised.		
	
************************************************************************
*****************	
	
Employees	of	USD	435	are	eligible	for	family	and	medical	leaves	of	absence	described	
herein	if	they	have	at	least	12	months	of	service	and	have	worked	at	least	1,250	hours	
within	the	preceding	12-month	period.		
An	eligible	employee	may	be	able	to	take	up	to	12	weeks	of	unpaid	leave	during	the	
period	from	July	1st	through	June	30th	of	each	academic	school	year	for	the	following	
reasons:		
·	_The	birth	of	a	child	of	the	employee	or	to	care	for	a	child	within	the	first	12	months	
after	birth;		
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·	_The	placement	of	a	child	with	the	employee	for	adoption	or	foster	care	and	to	bond	
with	and	care	for	the	child	(within	first	12	months	after	placement);		
·	_To	care	for	an	immediate	family	member	(spouse,	child	or	parent	of	the	employee)	
who	has	a	serious	health	condition;		
·	_For	a	serious	health	condition	that	prevents	the	employee	from	performing	the	
functions	of	his/her	position;	or		
·	_If	the	employee	experiences	a	qualifying	exigency	that	arises	out	of	the	fact	that	a	
spouse,	parent,	or	child	who	is	a	member	of	the	National	Guard,	military	reserves,	or	
the	regular	armed	forces	has	been	called	to	or	is	on	active	military	duty	or	who	is	a	
member	of	the	National	Guard	or	military	reserves	and	is	called	to	active	duty	in	a	
foreign	country.		
	
If	the	teacher	has	any	paid	vacation,	personal,	sick	or	disability	leave,	the	leave	shall	be	
used	first	and	counted	toward	the	annual	family	and	medical	leave.		
Military	Caregiver	Leave		
In	addition,	an	employee	who	is	the	spouse,	parent,	child,	or	next	of	kin	of	a	current	
member	of	the	National	Guard,	military	reserves,	or	the	regular	armed	forces,	or	within	
five	(5)	years	of	such	member’s	separation	from	the	armed	forces,	who	was	injured	
while	on	active	duty,	or	who	had	a	pre-existing	serious	injury	or	illness	that	was	
aggravated	as	a	result	of	their	active	duty,	may	be	eligible	for	up	to	26	weeks	of	FMLA	
leave	in	a	12-month	period,	including	the	types	of	leave	listed	above.		
Notice	of	Leave		
When	requesting	leave,	the	employee	must:		
·	_Supply	sufficient	information	for	USD	435	to	be	aware	that	the	leave	provided	in	this	
policy	may	apply	to	the	leave	request,	as	well	as	information	regarding	the	anticipated	
timing	and	duration	of	leave;		
·	_Provide	notice	of	the	need	for	leave	at	least	30	days	in	advance	or	as	soon	as	
practicable;		
·	_Cooperate	with	all	requests	for	information	regarding	whether	absences	qualify	for	
the	leave	described	in	this	policy;		
·	_Attempt	in	good	faith	to	schedule	leave	requests	so	as	to	minimize	disruption	to	the	
academic	environment.		
	
Failure	to	comply	may	result	in	leave	being	delayed	or	denied.		
Intermittent	Leave		
When	medically	necessary,	employees	may	take	the	leave	provided	in	this	policy	
intermittently	or	on	a	reduced	schedule	basis	for	their	own	serious	health	condition,	the	
serious	health	condition	of	a	family	member,	or	for	military	caregiver	leave.	Employees	
are	required	to	cooperate	with	USD	435	to	arrange	reduced	work	schedules	or	
intermittent	leave	so	as	to	minimize	disruption	of	its	academic	functions.		
Leave	because	of	the	birth	or	adoption	of	a	child	may	not	be	taken	intermittently	and	
must	be	completed	within	the	12-month	period	beginning	on	the	date	of	birth	or	
placement	of	the	child.		
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Medical	and	Other	Certifications		
Employees	will	be	required	to	provide	a	medical	certification	if	the	leave	request	is:	1)	
for	the	employee’s	own	serious	health	condition,	2)	to	care	for	a	family	member’s	
serious	health	condition,	or	3)	military	caregiver	leave.	Failure	to	provide	the	requested	
certification	in	a	timely	manner	may	result	in	denial	of	the	leave	until	it	is	provided.	If	an	
employee	refuses	to	provide	a	certification,	his/her	leave	request	may	be	denied	and	
the	employee	may	be	disciplined.		
USD	435,	at	its	expense,	may	require	a	medical	examination	by	a	health	care	provider	of	
its	own	choosing	if	it	has	a	reasonable	question	regarding	the	medical	certification	
provided	by	the	employee.	USD	435	may	contact	the	health	care	provider	directly	to	
clarify	or	authenticate	a	medical	certification,	including	certifications	for	military	
caregiver	leave.		
Separate	certification	may	also	be	required	regarding	the	nature	of	the	family	member’s	
military	service	and/or	the	existence	of	a	qualifying	exigency.		
Fitness	for	Duty	Certifications		
Because	USD	435	wishes	to	ensure	the	well-being	of	all	employees,	any	employee	
returning	from	the	leave	provided	in	this	policy	for	his/her	own	serious	health	condition	
may	be	required	to	provide	a	Fitness	for	Duty	(FFD)	certification	signed	by	his/her	health	
care	provider.	An	employee	who	fails	to	provide	an	FFD	certification	will	be	prohibited	
from	returning	to	work	until	it	is	provided.	An	employee	who	fails	to	provide	an	FFD	
certification	may	be	disciplined	or	terminated.		
FFD	certifications	may	be	required	when	an	employee	returns	from	intermittent	leave	if	
serious	concerns	exist	regarding	the	employee’s	ability	to	resume	his/her	duties	safely.		
Maintenance	of	Benefits		
USD	435	will	maintain	health	care	benefits	for	the	employee	while	on	the	leave	
provided	in	this	policy,	but	the	employee	is	responsible	for	paying	the	normal	monthly	
contribution.	Any	teacher	portion	of	the	cost	shall	be	paid	by	the	teacher	to	the	clerk	of	
the	board	by	the	payroll	date	or	other	time	as	he/she	and	superintendent/designee	may	
agree.	The	board	may	terminate	group	health	coverage	if	the	teacher’s	payment	is	not	
received	within	30	days	of	the	due	date.	If	the	employee	elects	not	to	return	to	work	at	
the	end	of	the	leave	period,	the	employee	may	be	required	to	reimburse	USD	435	for	
the	cost	of	premiums	paid	for	maintaining	coverage	during	the	leave	period.	All	other	
benefits	cease	to	accrue	during	the	unpaid	portion	of	the	leave.		
Concurrent	Leave		
Employees	must	use	any	accumulated	and	available	leave	benefits	during	the	leave	
provided	in	this	policy	unless	such	leave	is	compensated,	in	whole	or	in	part,	under	
workers’	compensation	and	other	similar	benefit	laws	and	provisions,	in	which	case	the	
employee	may	use	accumulated	leave	time	only	for	the	purpose	of	satisfying	any	
waiting	period,	unless	USD	435	and	the	employee	agree,	in	writing,	to	allow	use	of	
accumulated	and	available	leave	benefits	to	supplement	the	compensation	up	to	the	
amount	of	the	employee’s	regular	rate	of	pay.	Absences	in	excess	of	accumulated	and	
available	leave	benefits	will	be	treated	as	unpaid	leave.		
Married	Couples	Who	Work	for	USD	435		
If	an	employee	and	his/her	spouse	both	work	for	USD	435,	they	are	both	eligible	for	the	
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leave	under	this	policy	as	hereinafter	described.	The	employee	and	the	employee	
spouse	may	be	limited	to	a	combined	total	of	12	weeks	of	leave	during	the	period	from	
July	1st	through	June	30th	of	each	academic	school	year	if	the	leave	is	taken	for:		
·	_The	birth,	adoption,	or	foster	placement	of	a	child;		
·	_To	care	for	and	bond	with	such	child	who	does	not	suffer	from	a	serious	health	
condition;		
·	_To	care	for	a	parent	with	a	serious	health	condition;	or		
·	_A	combination	of	the	above.		
 
 
 


