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C A  Goal s and  Ob j ect i v es of  t he Ser v i ce Cen t er  A d mi n i st r at i on  C A  

 The goal  of  t he Serv i ce Cent er  admi ni st rat i on i s t o creat e an env i ronment  

i n whi ch al l  st udent s can demonst rat e cont i nuous academi c i mprov ement .   The 

ex ecut i v e di rect or  must  possess l eadershi p qual i t i es whi ch mot i v at e al l  st af f  

members t o i mprov e the educat i onal  program and t o at t ai n t he boardÕs goal s and 

obj ect i v es.   The ex ecut i v e di rect or ,  w i t h t he boardÕs di rect i on,  shal l  mobi l i ze 

and coordi nat e al l  av ai l abl e resources to dev el op an educat i onal  program de-

si gned to mai nt ai n cont i nuous academi c i mprov ement  and f ul l  st at e accredi t at i on 

i n al l  school s.  
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CB  A d mi n i st r at or  E t h i cs CB  

 A n admi ni st rat or ' s prof essi onal  behav i or  must  conf orm t o an et hi cal  code.   

The admi ni st rat or  ack nowl edges school s bel ong t o t he publ i c and t hey  must  

prov i de educat i onal  oppor t uni t i es to al l .   A n admi ni st rat or ' s act i ons w i l l  be 

v i ewed and apprai sed by  the communi ty ,  prof essi onal  associ at es,  and students.   

Theref ore,  t he admi ni st rat or  subscr i bes t o t he f ol l ow i ng st andards:  

 The admi ni st rat or :  

•  M ak es t he wel l - bei ng of  st udent s t he basi s f or  deci si on mak i ng and 

act i on;  

•  Ful f i l l s prof essi onal  r esponsi bi l i t i es w i t h honesty  and i nt egr i t y ;  

•  Suppor t s t he pr i nci pl e of  due process as requi red by  l aw;   

•  Obey s l ocal ,  st at e and nat i onal  l aws;  

•  I mpl ement s al l  board pol i ci es,  r ul es and regul at i ons;  

•  Pursues appropr i at e measures t o cor rect  t hose l aws, pol i ci es and 

regul at i ons that  are not  consi st ent  w i t h sound educat i onal  goal s;  

•  A v oi ds usi ng an admi ni st rat i v e posi t i on f or  personal  gai n;  

•  A ccept s academi c degrees or  prof essi onal  cer t i f i cat es onl y  f r om dul y  

accredi t ed i nst i tut i ons;  

•  Seek s t o i mprov e t he prof essi on t hrough research and cont i nui ng 

prof essi onal  dev el opment ;  and 

•  Honors empl oy ment  cont ract s unt i l  f ul f i l l ment  or  r el ease. 
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C D  A d mi n i st r at i v e L i ne and  St af f  Rel at i ons  (See GA CA  and GA CB)  C D 

 A l l  admi ni st rat ors are ul t i mat el y  responsi bl e t o the board.   Wi t hi n the 

l i mi ts of  pol i cy  and t erms of  t he j ob descr i pt i on,  the ex ecut i v e di rect or 's ad-

mi ni st rat i v e subordi nat es hav e f ul l  aut hor i t y  t o admi ni st er  Serv i ce Cent er  pro-

grams. 
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CE  S e r v i c e  Ce n t e r  E x e c u t i v e  D i r e c t o r  CE  

 The ex ecut i v e di rect or  i s t he serv i ce cent erÕs admi ni st rat i v e l eader  and 

shal l  hav e, under  t he boardÕs di rect i on, general  superv i si on of  al l  t he pro-

grams.  The ex ecut i v e di rector  i s account abl e t o t he board and i s responsi bl e 

f or  managi ng programs i n compl i ance w i th board pol i ci es 

 The ex ecut i v e di rector  may  del egat e powers and dut i es t o other  personnel .   

Del egat i ng power  or  dut i es,  howev er ,  shal l  not  r el i ev e t he ex ecut i v e di rect or  of  

r esponsi bi l i t y  f or  any  act i on t ak en. 
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CE A  Ex ecu t i v e D i r ect or  Q ual i f i cat i ons CE A  

 The ex ecut i v e di rect or  shal l  possess, or  be el i gi bl e f or ,  an appropr i at e 

K ansas l i cense. 
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CE B  E x e c u t i v e  Di r e c t o r ’ s  Du t i e s  CE B  

 The ex ecut i v e di rect or  shal l  be responsi bl e t o:  

 serv e as t he serv i ce cent er ' s  chi ef  admi ni st rat or ;  

 car r y  out  al l  board pol i ci es and rul es;  

 ensure st udent  achi ev ement  f or  al l  st udent  groups;  

 bui l d posi t i v e school / communi t y  rel at i ons;  

 l ead t he board i n dev el opi ng const ruct i v e board/ di rect or  rel at i ons;  

 ov ersee ef f ect i v e and ef f i ci ent  st af f  per f ormance;  

 pract i ce responsi bl e f i scal ,  f aci l i t y  and resource management ;  and 

 model  posi t i v e prof essi onal  at t r i but es.  
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CE C  Ex ecu t i v e D i r ect or  Recr u i t m en t  CE C 

 Th e  e x e c u t i v e  d i r e c t o r  s e a r c h  p r e s e n t s  t he  b o a r d  w i t h  a n  o pp o r tu n i t y  t o  

r e c r u i t  i n d iv i du a l s  wh o  wi l l  i m p l e m e n t  t he  b o a r d ' s  go a l s .   Th e  b o a r d  sh a l l  e s -

t a b l i s h  a n  o r d e r l y  p r o c e d u r e  f o r  e m p l o y i ng  a n  e x e c u t i v e  d i r e c t o r  t h a t  c o n f o r m s  

t o  g e n e r a l l y  a c c e p t e d  e t h i c a l  a n d  l e g a l  s t an d a r d s  a n d  m i n i m i z e s  m i s u nd e r s t a n d -

i n g  i n  t h e  c o m m u n i t y .   Th e  p r o c e s s  s h o u l d  a l l o w  t h e  b o a r d  a m p l e  o p p o r tu n i t y  

t o  e v a l u a t e  a  n u m b e r  o f  c a n d id a t e ’ s  q u a l i f i c a t i o ns  wh o s e  p r o f e s s i o n a l  t r a in i ng  

a n d  e x p e r i e n c e  m e e t  s e r v i c e  c e n t e r  n e e d s .   Th e  b o a r d  m a y  s o l i c i t  a p p l i c a t i o ns  

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

 Th e  b o a r d  m a y  s e l e c t  a  p r o f e s s io n a l  c o mm i t t e e  wh o  s h a l l  s c r e e n  a l l  a p -

p l i c a t i o n s  a n d  r e c o m m e n d  f i n a l i s t s  t o  t h e  b o a r d  f o r  i n t e r v i e ws .   Th e  b o a r d  s h a l l  

i n t e r v i e w  s e l e c t e d  c a n d i d a t e s .   B o a r d  m e m b e r s  s h o u l d  v i s i t  e a c h  f i n a l i s t ’ s  d i s -

t r i c t  o r  c u r r e n t  p l a c e  o f  e m p l o y m e n t .  

 

Ap p r o v e d :   8 / 1 5 / 0 7  

 



 

©KASB. This material may be reproduced for use in Northeast Kansas Educational Service Center #608.  It may not be reproduced, either in 
whole or in part, in any form whatsoever, to be given, sold or transmitted to any person or entity including but not limited to another school 
district, organization, company or corporation without written permission from KASB. 

 

CE D  Ap p o i n t me n t  CE D 

 The ex ecut i v e di rect or  w i l l  be of f ered a one, t wo or  t hree y ear  cont ract  

of  empl oy ment .  
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CE D- R  Ap p o i n t me n t  CE D- R 

 The ex ecut i v e di rect or ' s cont ract  w i l l  be consi dered f or  r enewal  on or  

bef ore t he st at uary  dat e f or  non- renewal .  
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CE E  Compensat i on  and  Ben ef i t s   CE E 

 The board shal l  annual l y  det ermi ne t he ex ecut i v e di rect orÕs compensa-

t i on and benef i t s.   Compensat i on shal l  be based on recent  per f ormance and t he 

ex ecut i v e di rectorÕs abi l i t y  t o car r y  out  board pol i cy .  
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CE F  Ex pense Rei mbu r sem en t  an d  Cr ed i t  Car ds  ( see GA N)  CE F 

 The ex ecut i v e di rect orÕs use of  serv i ce cent er  mot or  v ehi cl e and serv i ce 

cent er  credi t  card shal l  be conf i ned t o necessary  serv i ce cent er  busi ness.  The 

board shal l  annual l y  prescr i be l i mi t s and rest r i ct i ons on t he use of  credi t  cards 

and shal l  moni t or  monthl y  recei pt s and rei mbursement  ex penses.  Ex penses f or  

di st r i ct  t r av el  i n personal  v ehi cl es or  ex tended t rav el  i ncur red i n t he per f orm-

ance of  of f i ci al  dut i es shal l  be rei mbursed i n accordance w i t h t he prov i si ons of  

GA N. 
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CE G  St af f  Dev el opmen t  Oppor t un i t i es CE G 

 The ex ecut i v e di rector  shal l  k eep i nf ormed of  modern educat i onal  

t hought s and pract i ces by  st udy ;  by  v i si t i ng other  serv i ce cent ers,  communi t y  

col l eges and cooperat i v es;  by  at t endance at  educat i onal  conf erences;  and by  

ot her  such means as may  appear  t o be appropr i at e.  
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CE G- R  St af f  Dev el opmen t  Oppor t un i t i es CE G- R 

 The ex ecut i v e di rect or  w i l l  be permi t t ed t o at t end t he annual  conv en-

t i ons of  the Nat i onal  School  Board A ssoci at i on and the A mer i can A ssoci at i on 

of  School  A dmi ni st rat ors and t hei r  st at e l ev el  subsi di ar i es.   (See BBB C)  
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CE I  Ev al uat i ng t he Ex ecu t i v e D i r ect or  ( CGI  and GA K )  CEI  

 The board shal l  adopt  an ev al uat i on sy st em t hat  prov i des a basi s f or  

f ormal  ev al uat i on of  t he ex ecut i v e di rect orÕs per f ormance.  The sy st em shal l  

i ncl ude t he ev al uat i on f orm used and t he process necessary  t o compl et e the 

f orm. 

 The board shal l  ev al uat e t he ex ecut i v e di rect or  usi ng t he ev al uat i on 

f orm i n accordance w i t h cur rent  l egal  r equi rement s f or  t he f i r st  f our  y ears of  

empl oy ment  and annual l y  f or  t he t erm of  t he di rect orÕs empl oy ment .  

 The ex ecut i v e di rect orÕs ev al uat i on shal l  be conf i dent i al  and be made 

av ai l abl e onl y  t o t he board,  t he di rect or  and ot hers as prov i ded by  l aw. 

 The ev al uat i on i nst rument  shal l  be on f i l e at  t he i nt er l ocal  of f i ce w i t h 

t he cl er k .   A ny  rev i si ons i n t he ev al uat i on syst em shal l  i ncl ude i nput  f r om t he 

ex ecut i v e di rector .  

  

 

A pprov ed:   8/ 15/ 07 

 



 

©KASB. This material may be reproduced for use in Northeast Kansas Educational Service Center #608.  It may not be reproduced, either in 
whole or in part, in any form whatsoever, to be given, sold or transmitted to any person or entity including but not limited to another school 
district, organization, company or corporation without written permission from KASB. 

 

CEJ  Separ at i on  CEJ  

 The board may  el ect  not  t o renew t he ex ecut i v e di rect orÕs cont ract .  
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CE K  Resi gnat i on  CE K  

 The ex ecut i v e di rect or  may  submi t  a resi gnat i on t o t he board presi dent  

at  a regul ar  or  speci al  meet i ng.  The board w i l l  consi der  t he accept ance of  t he 

resi gnat i on i n l i ght  of  t he needs of  the serv i ce cent er .  
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C F  Boar d -Ex ecu t i v e D i r ect or  Rel at i ons (See BBC)  C F 

 The board del egat es t o t he ex ecut i v e di rect or  al l  admi ni st rat i v e dut i es.   

Whi l e t he board reserv es t o i t sel f  t he ul t i mat e deci si on i n al l  mat t ers concern-

i ng pol i cy  or  expendi t ures of  f unds, i t  w i l l  normal l y  proceed i n t hose areas 

onl y  af t er  r ecei v i ng recommendat i ons f r om t he ex ecut i v e di rect or .  
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CG  A d mi n i st r at i v e Per sonn el  (See CEF and GA N)  CG 

 The board w i l l  empl oy  admi ni st rat i v e personnel  as needed. 

 Compensat i on Gui des and Cont racts 

 A l l  admi ni st rat i v e personnel  shal l  be compensat ed f or  t hei r  serv i ces w i t h 

a sal ary  det ermi ned by  t he board.  

 Qual i f i cat i ons and Dut i es 

 The ex ecut i v e di rect or  shal l  assure t hat  appropr i at e j ob descr i pt i ons ex i st  

f or  each admi ni st rat i v e posi t i on.   When adopt ed by  t he board,  such documents 

shal l  be f i l ed i n t he serv i ce cent er  of f i ce and publ i shed i n t he appropr i at e 

handbook . 

 Recrui t ment  

 The board del egat es t o t he ex ecut i v e di rect or  t he aut hor i t y  to i dent i f y  and 

recommend t he appoi nt ment  of  i ndi v i dual s t o f i l l  v acant  admi ni st rat i v e posi -

t i ons.  

 A ssi gnment  

 A ssi gnment  of  admi ni st rat i v e personnel  shal l  be recommended t o t he 

board by  t he ex ecut i v e di rect or .  

 Or i ent at i on 

 The ex ecut i v e di rect or  w i l l  conduct  an appropr i at e admi ni st rat i v e or i ent a-

t i on program desi gned to acquai nt  admi ni st rat ors w i t h t he serv i ce cent er .  

 Superv i si on 

 The ex ecut i v e di rect or  shal l  be responsi bl e f or  superv i si ng al l  admi ni st ra-

t i v e personnel .  
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CG  A d mi n i st r at i v e Per sonn el  CG-2 

 T i me Schedul es 

 A dmi ni st rat i v e t i me schedul es and work  l oads shal l  be di ct at ed by  t he 

t erms of  t he empl oy ment  cont ract .  

 A dmi ni st rat i v e I nt ern Program 

 The board may  cooperat e w i t h an approv ed admi ni st rat or  t r ai ni ng i nst i t u-

t i on i n est abl i shi ng an admi ni st rat i v e i nt ern program. 

 Personnel  

 The admi ni st rat i v e st af f  shal l  r ecommend candi dat es onl y  f or  t hose posi -

t i ons aut hor i zed by  t he board.  

 T rav el  Ex pense 

 T rav el  ex pense f or  admi ni st rat i v e st af f  shal l  be prov i ded i n accordance 

w i t h CEF. 
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CG- R  A d mi n i st r at i v e Per sonn el  CG- R 

 The board w i l l  sol i ci t  t he recommendat i ons of  t he ex ecut i v e di rect or  i n 

appoi nt ment ,  assi gnment ,  t r ansf er ,  demot i on, t ermi nat i on,  or  non- renewal  of  

any  admi ni st rat i v e personnel .  

 Recrui t ment  

 A l l  appl i cant s shal l  be screened by  t he ex ecut i v e di rect or ,  who may  use 

ot her  st af f  members t o assi st ,  bef ore recommendat i ons are made t o t he board.  

 Ex penses i ncur red by  candi dat es i nt erv i ewed f or  an admi ni st rat i v e po-

si t i on may  be pai d by  t he serv i ce cent er .  
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CG- R  A d mi n i st r at i v e Per sonn el  CG- R -2 

 Compensat i on Gui des and Cont racts 

  Serv i ce Cent er  st af f  admi ni st rat i v e cont ract s shal l  be rev i ewed annu-

al l y .   The t erm of  each admi ni st rat i v e cont ract  shal l  be det ermi ned by  the 

board.   Cont ract  f orms f or  admi ni st rat ors shal l  be drawn by  t he boardÕs at t or -

ney . 

 Qual i f i cat i ons and Dut i es 

 Ref erenced t o t he appropr i at e j ob descr i pt i on and handbook . 
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CGI  Ev al uat i on   ( S e e  C EI ,  G A K a n d  GB I )  CGI  

 Ad m i n i s t r a t i v e  p e r s o n n e l  s h a l l  b e  e v a l u a t e d  i n  wr i t i n g  by  t h e  e x e c u t i v e  

d i r e c t o r  i n  a c c o r d a n c e  w i t h  t h e  m in i m um  s t a t u t o r y  r e q u i r e m e n t s  f o r  t h e  f i r s t  

f o u r  y e a r s  o f  e m p l o y m e n t  a n d  a t  l e a s t  a n nu a l l y  t h e r e a f t e r .   Ad m i n i s t r a t i v e  p e r -

s o n n e l  f i l e s  a n d  e v a l u a t i o ns  s h a l l  b e  a v a i l a b l e  o n ly  t o  t h e  b o a r d ,  t h e  a p p r op r i -

a t e  a d m i n i s t r a to r ,  t h e  d i r e c t o r  a n d  o t h e r s  a u t h o r i z e d  by  l a w .   

 Th e  b o a r d ' s  p r o c e d u r e s  c o n c e r n i n g  e v a l u a t i o n  o f  s e r v i c e  c e n t e r  a d m i n i s -

t r a t o r s  s h a l l  b e  o n  f i l e  i n  t h e  c e n t r a l  o f f i ce  w i t h  t h e  c l e r k  a n d  m a y  b e  p u b l i s h e d  

i n  t h e  a p p r o p r i a t e  h a n d bo o k .  
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CJ  Co n s u l t a n t s   (See B B G and CL )  CJ  

 The admi ni st rat i on may  use prof essi onal  consul t ant s.   Consul t ants shal l  

be approv ed by  t he board i n adv ance. 
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CK  Pr of essi onal  Dev el opmen t  Oppor t un i t i es CK  

 The board may  requi re admi ni st rat ors t o at t end summer  sessi ons, 

conf erences, work shops or  other  act i v i t i es whi ch w i l l  di r ect l y  benef i t  t he 

serv i ce cent er .   Ex penses may  be pai d by  t he serv i ce cent er  t o at t end meet i ngs 

approv ed by  t he ex ecut i v e di rector .  
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CL  Counci l s,  Cab i net s and  Com mi t t ees CL  

 The board adv ocat es t he admi ni st rat i v e t eam concept  of  school  admi ni -

st rat i on and hereby  est abl i shes an admi ni st rat i v e counci l .  

 M et hod of  A ppoi nt ment  

 A l l  admi ni st rat ors are aut omat i cal l y  members of  the admi ni st rat i v e coun-

ci l .  

 Organi zat i on 

 The ex ecut i v e di rect or  shal l  serv e as t he chai r  of  t he admi ni st rat i v e coun-

ci l  and, w i t h t he recommendat i ons of  t he counci l ,  w i l l  det ermi ne t he counci l Õs 

organi zat i on.  

 Resources 

 The admi ni st rat i v e counci l  shal l  hav e at  i t s di sposal  al l  of  t he personnel  

r esources of  t he serv i ce cent er  normal l y  used by  the prof essi onal  st af f .   Wi t h 

board approv al ,  the counci l  may  ut i l i ze out si de consul t ants and resources t o 

i mpl ement  t he counci l Õs act i v i t i es.  

 M at er i al  

 The admi ni st rat i v e counci l  may  ut i l i ze mat er i al  purchased by  the serv i ce 

cent er  t o i mpl ement  t he counci l Õs act i v i t i es.  

 Fi nanci al  

 The ex ecut i v e di rect or  may  recommend a budget  t o t he board f or  t he ad-

mi ni st rat i v e counci l .  
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CL  Co u n c i l s ,  Ca b i n e t s  a n d  Co m mi t t e e s                                           CL - 2  

 Repor t i ng 

 The board may  cal l  f or  r epor t s f r om the admi ni st rat i v e counci l .   Repor t s 

shoul d per t ai n t o t he act i v i t i es of  t he counci l  and may  t ak e t he f orm of  r ecom-

mendat i ons t o t he board.  

A pprov ed:   8/ 15/ 07 

 

 

CL - R  Counci l s,  Cab i net s and  Com mi t t ees CL - R 

 A dmi ni st rat i v e counci l  meet i ngs shal l  be hel d at  t i mes deemed appro-

pr i at e by  t he chai r .  

 Fi nanci al  

 Funds f or  t he admi ni st rat i v e counci l Õs budget  shal l  be i ncl uded i n t he 

serv i ce cent erÕs general  f und. 
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C M  Pol i cy  I mp l emen t at i on  (See B D A , CM A ,GA A  and JA )  C M  

 A dmi ni st rat i v e empl oy ees who f ai l  t o i mpl ement  board pol i ci es may , by  

board act i on,  be suspended, demot ed, pl aced on probat i on,  nonrenewed or  t er -

mi nat ed. 
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C M A  Ad mi n i s t r a t i v e  Ru l e s  ( See B DA , CM ,DJFA B , GA A  and JA )  C M A 

 The board del egat es t o the ex ecut i v e di rect or  t he responsi bi l i t y  f or  de-

v el opi ng recommendat i ons, and f or  desi gni ng any  necessary  ar rangements t o 

car r y  out  board pol i cy  and t o operat e t he serv i ce cent er .   These rul es and ar -

rangement s shal l  const i tut e the admi ni st rat i v e regul at i ons gov erni ng t he 

school s and shal l  be consi dered f or  approv al ,  modi f i cat i on or  di sapprov al  by  

t he board.  

 St af f  I nv ol v ement  

 I n dev el opi ng rul es,  r egul at i ons and ar rangement s f or  t he serv i ce cen-

t erÕs operat i on,  the ex ecut i v e di rector  shal l  i ncl ude at  the pl anni ng st age repre-

sent at i v es of  t hose empl oy ees who w i l l  be af f ect ed. 

 The ex ecut i v e di rect or  shal l  dev el op procedures ut i l i zi ng cer t i f i ed and 

noncer t i f i ed empl oy ees f or  the ex change of  i deas and f eel i ngs regardi ng the 

serv i ce cent erÕs operat i on.   The adv i ce gi v en by  empl oy ees, especi al l y  that  

gi v en by  groups desi gnat ed t o represent  l arge segment s of  t he st af f ,  shal l  be 

consi dered.  The board shal l  be i nf ormed of  such counsel  when repor t s and rec-

ommendat i ons are made t o t he board.   (See al so GA C)  

 Communi t y  I nv ol v ement  

 The ex ecut i v e di rect or  may  i nv ol v e serv i ce cent er  pat rons on commi t -

t ees or  st udy  groups whenev er  necessary .  

 St udent  I nvol v ement  

 The ex ecut i v e di rect or  i s encouraged t o consi der  st udent sÕ opi ni ons con-

cerni ng t he rul es whi ch af f ect  t hem.  (See al so JCB)  
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C M A  Ad mi n i s t r a t i v e  Ru l e s  C M A- 2  

 Rul es A dopt i on 

 The ex ecut i v e di rect or  shal l  r ev i ew al l  proposed rul es bef ore they  are 

submi t t ed t o t he board.   A l l  admi ni st rat i ve rul es recommended by  t he ex ecut i v e 

di rect or  shal l  be rev i ewed by  t he admi ni st rat i v e st af f  bef ore bei ng submi t t ed t o 

t he board f or  t hei r  consi derat i on.  

 Rul es D i ssemi nat i on 

 Copi es of  admi ni st rat i v e rul es shal l  be gi v en t o al l  empl oy ees who pl ay  

a rol e i n enf orci ng t he rul es or  who w i l l  be af f ect ed by  any  rul e changes. 

 Rul es Rev i ew 

 A dmi ni st rat i v e rul es adopt ed by  t he board shal l  be subj ect  to f r equent  

rev i ew by  t he board and t he admi ni st rat i ve st af f .  

 A dmi ni st rat i on i n Pol i cy  A bsence 
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C M A- R  Ad mi n i s t r a t i v e  Ru l e s  C M A- R 

 No admi ni st rat i v e rul e shal l  be i n conf l i ct  w i t h board pol i cy .  

 Rul es Draf t i ng 

 A l l  proposed rul es shal l  be submi t t ed to the board at t orney  or  a K A SB  

at t orney  bef ore bei ng submi t t ed t o t he board f or  f i nal  approv al .  

 St af f  I nv ol v ement  

 The ex ecut i v e di rect or  and members of  t he serv i ce cent er ' s admi ni s-

t r at i v e st af f   may  appoi nt  commi t t ees f or  f unct i ons not  bei ng per f ormed by  ex -

i st i ng groups or  persons. 

 Each st af f  or  communi t y  commi t t ee shal l  act  i n an adv i sory  capaci t y  

t o t he admi ni st rat i v e of f i cer  responsi bl e f or  t he commi t t eeÕs area.  A l l  commi t -

t ees shal l  t ermi nat e no l at er  t han one y ear  af t er  t hei r  est abl i shment  unl ess re-

est abl i shed by  t he board.   (See GA C)  

 St udent  I nvol v ement  

 The use of  st udent  i nput  i n t he f ormat i on of  pol i ci es and rul es shal l  

normal l y  be rest r i ct ed t o areas per t ai ni ng t o at t endance cent er  admi ni st rat i on.  

 A dmi ni st rat i on i n Pol i cy  A bsence 
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C MB  Ad mi n i s t r a t i o n  i n  Po l i c y  A b s e n c e  C MB  

 I n cases of  an emergency  nat ure i n whi ch act i on must  be t ak en w i t hi n 

t he Serv i ce Cent er  where t he board has prov i ded no gui des f or  admi ni st rat i v e 

act i on,  the ex ecut i v e di rect or  shal l  hav e the power  t o act ,  but  hi s/ her  deci si ons 

shal l  be subj ect  t o rev i ew by  act i on of  t he board at  t he nex t  board meet i ng.  I t  

shal l  be t he duty  of  t he ex ecut i v e di rect or  t o i nf orm t he board prompt l y  of  such 

act i on and of  t he need f or  pol i cy .  
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C MB - R  Ad mi n i s t r a t i o n  i n  Po l i c y  A b s e n c e  C MB - R 

 I n t he ev ent  t he ex ecut i v e di rect or  i s f orced t o act  i n t he absence of  

r egul ar  board pol i cy  or  gui del i nes,  he/she shal l  i mmedi at el y  draf t  a proposed 

board pol i cy ,  t ogether  w i t h appropr i at e rul es,  t o be present ed t o t he board at  

i t s nex t  meet i ng f or  i t s consi derat i on.  
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C N  Pub l i c Recor ds  ( S e e  B E ,  E C A,  H AI ,  J G G A,  J R A ,  J R B ,  J R C ,  J R D a n d   C N  

/ J R  e t s e q )   

 Th e  b o a r d  s h a l l  d e s i g n a t e  a  F r e e d o m  o f  I n f o r m a t i o n  Of f i c e r ,  t h e  e x e c u t i v e  

d i r e c t o r ,  w i t h  t h e  a u t ho r i t y  t o  es t a b l i sh  a n d  m a i n t a in  a  s y s t e m  o f  r e c o r d s  i n  

a c c o r d a n c e  w i t h  t h e  Ka n s a s  Op e n  R e c o r d s  Ac t  a n d  o t h e r  a p p l i c a b l e  l a ws  a n d  

m a y  a s s i g n  a n o t h e r  s e r v i c e  c e n t e r  e m p l o y e e  C l e r k  o r  M I S  C l e r k s  t o  h a n d l e  

r e q u e s t s  f o r  r e c o r ds  a n d  t o  s e r v e  a s  t h e  cu s t od i a n  o f  t h e  r e c o r d s .   Th e  c u s to d i a n  

s h a l l  p r o m i n e n t ly  d i s p l a y  a nd  d i s t r i b u t e  o r  o t h e r wi s e  m a k e  a v a i l a b l e  t o  t h e  

p u b l i c  a  b r o c hu r e  i n  t h e  f o r m  p r e s c r i b e d  b y  t h e  l o c a l  F r e e d o m  o f  I n f o r m a t i o n  

Of f i c e r .  

 Ty p e s  o f  R e c o r d s  

 A  p u b l i c  r e c o r d  m e a n s  an y  r e c o r d e d  i n fo r m a t i o n ,  r e g a r d l e s s  o f  f o r m  o r  

c h a r a c t e r i s t i c s  wh i c h  i s  m a d e ,  m a i n t a i n e d  o r  k e p t  b y  o r  i s  i n  t h e  p o s s e s s io n  o f  

t h e  s e r v i c e  c e n t e r ,  i n c l u d i n g  th o s e  e x h i b i t e d  a t  p u b l i c  b o a r d  m e e t i ng s .  

 C e n t r a l  Of f i c e  R e c o r d s  

 R e c o r d s  m a i n t a i n e d  b y  t h e  e x e c u t iv e  d i r e c t o r  s h a l l  i n c l ud e ,  b u t  n o t  b e  

l i m i t e d  t o ,  t h e  f o l l o wi n g :  f i n a n c i a l ,  p e r s on n e l ,  p r o p e r t y  ( bo t h  r e a l  a n d  p e r s o n a l )  

o wn e d  b y  t h e  s e r v i c e  c e n t e r .  

 B u i l d in g  R e c o r d s  

 S p e c i a l  Ed u c a t i o n  r e c o r d s  m a i n t a i n ed  b y  t h e  s e r v i c e  c e n t e r  s h a l l  i n c l u d e ,  

b u t  no t  b e  l i m i t e d  t o ,  t h e  f o l l o wi n g :  s tu d e n t  r e c o r d s  a n d  p e r so n n e l  r e c o r d s .   

( S e e  J R  e t  s e q . )  

 P u b l i c  Ac c e s s  

 A l l  r e c o r d s  e x c e p t  t h o s e  s ub j e c t  t o  e x c e p t i o n  b y  th e  Ka n s a s  Op e n  R e c o r d s  

Ac t  s h a l l  b e  o p e n  t o  i n s p e c t i o n  b y  t h e  g e ne r a l  p u b l i c  d u r i ng  r e g u l a r  o f f i c e  ho u r s  
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C N  Recor ds C N-2 

o f  t h e  s e r v i c e  c e n t e r  o f f i c e .   Th e  e x e c u t i v e  d i r e c t o r  w i l l  e s t a b l i s h  p ro c e d u r e s  

f o r  m a k i n g  r e c o r d s  a v a i l a b l e  o n  no r m a l  b u s i n e s s  d a y s  wh e n  s e r v i c e  c e n t e r  

o f f i c e s  a r e  c l o s e d .   C o p i e s  o f  o p e n  r e c o r d s  s h a l l  b e  a v a i l a b l e  o n  wr i t t e n  r e q u e s t .  

 R e q u e s t s  f o r  a c c e s s  t o  o p e n  r e c o r d s  s h a l l  b e  m a d e  i n  wr i t i n g  t o  a n  o f f i c i a l  

c u s t o d i a n  o f  s e r v i c e  c e n t e r  r e c o r d s .   Th e  o f f i c i a l  c u s t od i a n  s h a l l  e x a m i n e  e a c h  

r e q u e s t  t o  d e t e r m i n e  wh e t h e r  t h e  r e c o r d  r e q u e s t e d  i s  a n  o p e n  r e c o r d  o r  i s  s u b j e c t  

t o  a n  e x c e p t i o n  b y  t h e  Ka n s a s  Op e n  R e c o r d s  Ac t .   Th e  c u s t o d i a n  s h a l l  e i t h e r  

g r a n t  o r  d e n y  t h e  r e q u e s t .  

 I f  t h e  c u s to d i a n  d o e s  n o t  g r a n t  t h e  r e qu e s t ,  t h e  p e r s o n  r e qu e s t i n g  t h e  

r e c o r d  s h a l l  r e c e i v e  a  wr i t t e n  e x p l a n a t i on  o f  t h e  r e a s o n  f o r  t h e  d e n i a l  w i t h i n  

t h r e e  d a y s  o f  t h e  r e q u e s t ,  i f  an  e x p l a na t i o n  i s  r e q u e s t ed .   I f  t h e  r e q u e s t e r  

d i s a g r e e s  w i th  t h e  e x p l a n a t i o n ,  t h e  f r e e do m  o f  i n f o r m a t i o n  o f f i c e r  s h a l l  s e t t l e  

t h e  d i sp u t e .  

 To  t h e  e x t e n t  p os s ib l e ,  r e q u e s t s  f o r  a c c e s s  t o  r e c o r d s  s h a l l  b e  a c t e d  o n  

i m m e d i a t e l y .   I f  t h e  r e q u e s t  i s  n o t  a c t ed  o n  i m m e d i a t e l y ,  t h e  c u s t o d i a n  sh a l l  

i n f o r m  t h e  r e q u e s t e r  o f  wh e n  a nd  wh e r e  t h e  o p e n  r e c o r d  w i l l  b e  m a d e  a v a i l a b l e .   

Th e  r e c o r d  s h a l l  b e  m a d e  a v a i l a b l e  w i t h i n  t h r e e  b u s i n e s s  d a y s  o f  t h e  r e q u e s t .   

Ea c h  c u s t o d i a n  s h a l l  f i l e  a l l  r e q u es t s  a nd  t h e i r  d i s p o s i t i o ns  i n  t h e  a p p r op r i a t e  

o f f i c e  a n d  m a k e  r e p o r t s  a s  r e q u e s t e d  by  t h e  e x e c u t iv e  d i r e c t o r  o r  t h e  b o a r d  o f  

e d u c a t i o n .  

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

o f  t h e  e x p e n s e  o f  c op y in g  o p e n  r e c o rd s  s h a l l  b e  b o rn e  b y  th e  i n d i v id u a l  

r e q u e s t in g  t h e  c o p y .   Un d e r  n o  c i r c u m s t a n c e s  s h a l l  t h e  d o cu m e n t s  b e  
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C N  Recor ds C N-3  

A l l o we d  o u t  o f  t h e i r  u s u a l  b u i ld i ng  l o c a t io n  w i t h o u t  a p p ro v a l  o f  t h e  o f f i c i a l  

c u s t o d i a n  R e v e n u e  f r o m  c o p y i n g  o p e n  r e co r d s  w i l l  b e  d e p o s i t e d  i n  t h e  s e r v i c e  

c e n t e r ’ s  g e n e r a l  f u n d .  

 D i s p o s i t i on  

 A l l  s e r v i c e  c e n t e r  o f f i c e  r e c o r d s  s h a l l  b e  k e p t  f o r  a t  l e a s t  t h e  m i n i m u m  

l e n g t h  o f  t i m e  r e q u i r e d  b y  l a w .  

 Th e  c l e r k  i s  d es i gn a t e d  a s  t h e  o f f i c i a l  c u s t od i a n  o f  a l l  b o a r d  r e c o r d s  

m a i n t a i n e d  b y  t h e  s e r v i c e  c e n t e r .   Th e  C l e r k  i s  a l so  d e s i g n a t e d  a s  o f f i c i a l  

c u s t o d i a n  o f  a l l  s e r v i c e  c e n t e r  o f f i c e  r e c o r d s  m a i n t a i n e d  by  t h e  s e r v i c e  c e n t e r  

e x c e p t  f o r  s t ud e n t  r e c o r d s .   Th e s e  r e c o r d s  w i l l  b e  m a i n t a i n e d  b y  t h e  

M a n a g e m e n t  I n f o r m a t i o n  C l e r k (s ) .   Ea c h  b u i ld i ng  p r i n c i p a l  o r  h i s / h e r  d e s ig n e e   

i s  d es i g n a t e d  a s  o f f i c i a l  c u s t o d i a n  o f  a l l  r e c o r d s  e s t a b l i s h e d  a n d  m a i n t a i n e d  a t  

t h e  p r o g r a m  l e v e l .   I n  a d d i t i o n  t o  t h os e  r e c o r d s  r e q u i r e d  by  l a w ,  t h e  c l e r k  o r  h e r  

d e s i g n e e  sh a l l  b e  r e s po n s i b l e  f o r  p r e p a r ing  a n d  k e e p i n g  o t h e r  r e c o r d s  n e c e s s a r y  

f o r  t h e  s e r v i c e  c e n t e r ’ s  e f f i c i e n t  o p e r a t i on .  

 S e r v i c e  c e n t e r  e m p l o y e e s  s h a l l  f o l l o w  t he  g u i d e l in e s  f o u n d  i n  t h e  s t u d en t  

r e c o r d s  p o l i c i e s .   ( S e e  J R  a n d  J R B )  

 

Ap p r o v e d :   8 / 1 5 / 0 7  
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NORTHEAST KANSAS EDUCATIONAL SERVICE CENTER #608 

OSKALOOSA, KANSAS 

PUBLIC REQUEST FOR 

SCHOOL RECORDS 
 

Person requesting records___________________________________________ 

 
Address of person requesting records__________________________________ 

 

Specific records being requested: 
_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 
 

_____Approval to release records 

_____Denial to release records 
_____Delayed release of records  

 

Reason for denial or reason for delay: 
 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
_____________________________________________________________________________________ 

 

________________________________________________                               _____________________ 
Custodian/ 

Freedom of Information Officer                                                                                          Date 

 

 
 

 

For Office Use Only: 
 

Date and time the request was made___________________________________ 

 
Estimated cost of copies and applicable employee time:  $__________________ 

(To be paid in advance) 
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CO  Repor t s ( See BCB K )  CO 

 The board may  requi re repor t s f r om t he staf f .  

 Ty pes 

 The ex ecut i v e di rect or  shal l  submi t  t o the board an annual  r epor t  summa-

r i zi ng t he serv i ce cent erÕs operat i ons f or  t he precedi ng school  y ear .   The ex -

ecut i v e di rect or  shal l  present  a mont hl y  budget  repor t  t o t he board.   The board 

del egat es t o the di rect or  t he aut hor i t y  t o request  repor t s f r om any  st af f  mem-

ber .  

 D i ssemi nat i on  (See JR et  seq.)  

 The board,  upon request ,  shal l  r ecei v e copi es of  al l  r epor ts submi t t ed t o 

t he ex ecut i v e di rector .   Copi es of  st af f  repor t s may  be sent  to st af f  members 

f or  t hei r  conf i dent i al  use i f  the di rect or  approv es.  St af f  r epor t s shal l  be made 

publ i c onl y  w i t h board approv al .  

A pprov ed:  

CO- R  Repor t s CO- R 

 Ty pes 

 The ex ecut i v e di rect orÕs annual  r epor t  shal l  be submi t t ed t o t he board 

30 days af t er  t he end of  t he school  y ear .   I f  the ex ecut i v e di rect or  resi gns or  

l eav es t he serv i ce cent er ,  the annual  r epor t  shal l  be submi t t ed t o t he board 

pr i or  t o f i nal  pay ment  of  compensat i on under  t he empl oy ment  cont ract .  

 The ex ecut i v e di rect orÕs mont hl y  budget  repor t  shal l  be i ncl uded i n the 

boardÕs agenda and shal l  i ncl ude the cash summary  repor t  r ef l ect i ng each f und, 

t he amount  recei v ed, amount  ex pended, t he amount  encumbered, and t he re-

mai ni ng bal ance i n each f und. 

A pprov ed:   8/ 15/ 07 
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C P A d mi n i st r at i v e Chai n -of - Com mand  Per t ai n i ng t o L ocal  C P 
 M em ber  Ser v i ce Cen t er  Pr ob l ems i n  Rel at i on  t o t he Ser v i ce Cen t er  
 
 I n order  t o k eep probl ems per t ai ni ng t o t he Serv i ce cent er  and t he member  

serv i ce cent ers t o a mi ni mum, t he board encourages admi ni st rat ors of  member  

di st r i ct s and t he Serv i ce Cent er  admi ni st rat i on to cooperat e i n ev ery  way  i n or -

der  t o sol v e t hei r  admi ni st rat i v e probl ems i n t he most  ef f i ci ent  and ex pedi t i ous 

manner  possi bl e.  

 

A pprov ed:   8/ 15/ 07 

 
C P- R  A d mi n i st r at i v e Chai n -of - Com mand  Per t ai n i ng t o L ocal  C P- R 
 M em ber  Ser v i ce Cen t er  Pr ob l ems i n  Rel at i on  t o t he Ser v i ce Cen t er  
 
 Ev ery  admi ni st rator  i s encouraged t o cooperat e w i t h t he admi ni st rat i v e 

st af f  of  t he Serv i ce cent er .   I f  conf l i ct s ar i se,  t he l ocal  admi ni st rat or ,  member  

di rect ors and/ or  ot her  member  di rect ors as appropr i at e and t he Serv i ce cent er  

ex ecut i v e di rector  shal l  at t empt  t o sol v e the probl em. 

 I f  t he conf l i ct  i s not  r esol v ed and sai d conf l i ct  persi st s,  t he Serv i ce 

Cent er  ex ecut i v e di rect or  shal l  uni l at eral l y  at t empt  to sol v e t he probl em.  I f  

t he probl ems cannot  be resol v ed, t he probl em shal l  be t ak en t o t he Serv i ce Cen-

t er  board f or  r esol ut i on.  

 
A pprov ed:   8/ 15/ 07 


