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EA  Goal s and  Ob j ect i v es EA  

 The serv i ce cent erÕs busi ness af f ai r s shal l  be managed i n t he most  eco-

nomi cal  and ef f i ci ent  manner  possi bl e.  

 The ex ecut i v e di rect or  has aut hor i t y  t o manage t he serv i ce cent erÕs busi -

ness af f ai r s.  
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EB A  I nsu r ance Pr ogr am  EB A  

 A l l  serv i ce cent er -owned proper t y ,  r eal  and personal ,  w i l l  be i nsured t o 

cov er  l osses f r om nat ural  causes, f i r e,  v andal i sm and ot her  casual t i es.   I nsur -

ance shal l  al so cov er  t hef t  of  serv i ce center  moni es.  

 L i abi l i t y  Ot her  Than For  V ehi cl es 

 To t he ex t ent  permi t t ed by  l aw, t he board may  i nsure al l  empl oy ees 

agai nst  l egal  act i on ar i si ng out  of  t he per f ormance of  any  author i zed dut i es.   

The board may  aut hor i ze t he serv i ce cent er  t o j oi n a group- f unded pool  t o pro-

v i de i nsurance cov erage f or  t he serv i ce cent er .  
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EB A - R  I nsu r ance Pr ogr am  EB A - R 

 The serv i ce cent er  may  desi gnat e one or  more i nsurance agent s of  r e-

cord.   The di rect or  may  work  w i t h t he i nsurance agent  of  r ecord or  group-

f unded pool  to dev el op adequat e i nsurance programs and/ or  proposal s cov er i ng 

t he serv i ce cent erÕs empl oy ees and proper t y .  
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EB A A  W or k er s Compensat i on  EB A A  

 The serv i ce cent er  w i l l  par t i ci pat e i n work ers compensat i on as re-

qui red by  cur rent  st at ut e.   The combi ned work ers compensat i on benef i t s and 

sal ary  recei v ed under  al l owed si ck  l eav e, or  ot her  av ai l abl e l eav e, shal l  not  ex -

ceed one f ul l  day Õs pay . 

 A l l  empl oy ees of  t he serv i ce cent er  shal l  be cov ered by  work ers com-

pensat i on.   Work ers compensat i on cov erage i s prov i ded f or  al l  empl oy ees re-

gardl ess of  assi gnment ,  l engt h of  assi gnment ,  and/ or  hours work ed per  day .  

Benef i t s are f or  personal  i nj ur y  f r om acci dent  or  i ndust r i al  di seases ar i si ng out  

of  and i n t he course of  empl oy ment  i n t he serv i ce cent er .  
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EB A A  W or k er s Compensat i on  EB A A -2 

 The work ers compensat i on pl an w i l l  prov i de cov erage f or  medi cal  ex -

penses and wages t o the ex t ent  r equi red by  st atut e t o t hose empl oy ees who 

qual i f y ;  howev er ,  t he amount  of  work ers compensat i on benef i t s and si ck  l eav e 

benef i t s shal l  not  ex ceed a regul ar  dai l y  r at e of  pay .  A n empl oy ee usi ng si ck  

l eav e, or  ot her  av ai l abl e l eav e, i n combi nat i on w i t h work ers compensat i on w i l l  

be charged f or  one f ul l  or  par t i al  day  of  si ck  l eav e, as prov i ded f or  i n t he si ck  

l eav e pol i cy  or  t he negot i at ed agreement ,  f or  each day  of  absence unt i l  the em-

pl oy eeÕs si ck  l eav e i s ex haust ed. 

 A ny  empl oy ee who i s of f  work  and dr awi ng work ers compensat i on 

shal l  be requi red to prov i de t he cl er k  of  t he board w i t h a wr i t t en doct orÕs re-

l ease bef ore t he empl oy ee i s al l owed t o ret urn t o work .   I n addi t i on,  shoul d the 

empl oy ee be rel eased t o ret urn t o work  by  a doct or  and f ai l  t o do so, al l  bene-

f i t s under  si ck  l eav e shal l  be ended and those benef i t s under  work ers compen-

sat i on shal l  be rest r i ct ed as prov i ded by  cur rent  st atut e.  

 Choi ce of  Phy si ci an 

 The board shal l  hav e t he r i ght  t o choose a desi gnat ed heal th care pro-

v i der  t o prov i de medi cal  assi st ance t o any  empl oy ee who suf f er s an i nj ur y  

whi l e per f ormi ng t hei r  j ob.   Nor t heast  K ansas Educat i onal  Serv i ce Cent er  #608 

empl oy ees assi gned to a desi gnat ed di st r i ct  w i l l  ut i l i ze t he di st r i ct ' s desi gnat ed 

phy si ci an. 
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EBB  Saf et y    EBB 

 The i nt er l ocal  shal l  mak e reasonabl e ef f or t s to prov i de a saf e env i ron-

ment  f or  st udents and empl oy ees. 

 Saf et y  Rul es 

 The ex ecut i v e di rect or  and st af f  shal l  devel op necessary  rul es and regu-

l at i ons f or  st udent  saf ety  i n school  and at  school  act i v i t i es.  

 Heat i ng and L i ght i ng 

 A l l  i nt er l ocal  f urnaces, boi l er s and emer gency  l i ght i ng f i x tures w i l l  be 

i nspect ed annual l y  t o ensure saf et y  f or  st udents,  i nt er l ocal  empl oy ees and pa-

t rons.  These dev i ces shal l  meet  mi ni mum st at e and f ederal  st andards. 
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EBB D  Ev acuat i ons and  E mer gen ci es (See EBBF)  EBB D 

 I f  an emergency  i nt er f eres w i t h t he normal  conduct  of  i nt er l ocal  af -

f ai r s,  st udents may  be di smi ssed f rom school  onl y  by  t he di rect or  of  speci al  

educat i on or  ex ecut i v e di rect or  or  di st r i ct  bui l di ng admi ni st rator .   A  pl an f or  

emergency  di smi ssal  of  st udent s dur i ng the school  day  shal l  be dev el oped by  

t he di rect or  and approv ed by  the board.   A  copy  shal l  be f i l ed w i t h the cl er k  

and procedures f or  di smi ssal  shal l  be gi ven t o parent s and st udents at  t he be-

gi nni ng of  each school  y ear .  

A pprov ed:  3/ 21/ 07 

EBB D- R  Ev acuat i ons and  E mer gen ci es EBB D- R 

 School  w i l l  not  be di smi ssed ear l y  because of  an emergency  when 

t he saf et y  of  st udent s and t eachers i s bet ter  serv ed by  remai ni ng at  school .  

 Dur i ng an emergency  per i od when t here i s i nsuf f i ci ent  warni ng 

t i me, t he i nt er l ocal  w i l l  k eep al l  st udent s under  school  j ur i sdi ct i on and super -

v i si on.  The st af f  shal l  r emai n on duty  to superv i se st udent s dur i ng t hi s t i me.  

Parent s may  come t o school  and pi ck  up t hei r  chi l dren. St udents shal l  be re-

l eased accordi ng to board pol i cy  f or  r el ease of  st udent s dur i ng the school  day . 

(See JB H)  

 Pl anni ng f or  Emergenci es 

 Each bui l di ng pr i nci pal 's emergency  procedures w i l l  be made av ai l -

abl e t o t hei r  r espect i v e i nt er l ocal  empl oyees.  A s appropr i at e,  por t i ons of  t he 

cr i si s pl an dev el oped shal l  be hel d i n st r i ct  conf i dence by  st af f  members hav -

i ng di rect  r esponsi bi l i t y  f or  i mpl ement i ng t he pl an. 
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EBB E  Em er gency  Dr i l l s f or  A l t er nat i v e H i gh  School  Pr ogr am  EBB E 

 A l t ernat i v e bui l di ng pr i nci pal s shal l  be responsi bl e f or  schedul i ng and 

conduct i ng emergency  dr i l l s as requi red by  l aw and f or  ensur i ng st udent s are 

i nst ruct ed i n the procedures t o f ol l ow dur i ng t he emergency  dr i l l  and i n an ac-

t ual  emergency . 
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EBB E- R  Em er gency  Dr i l l s f or  A l t er nat i v e H i gh  School  Pr ogr am  EBB E- R 

 Each al t ernat i v e bui l di ng pr i nci pal  shal l  dev el op a wr i t t en pl an f or  

speci f i c emergency  dr i l l s r equi red by  l aw.  The pl an shal l  i ncl ude speci f i c ar -

rangement s f or  t he ev acuat i on of  mobi l i t y  i mpai red and ot her  i ndi v i dual s who 

may  need assi st ance f rom st af f  members t o saf el y  ex i t  the bui l di ng. 

 Each pr i nci pal  shal l  conduct  br i ef i ngs w i th t he st af f  concerni ng t he 

emergency  pl an. 

 Each t eacher  shal l  ex pl ai n t he pl an to st udent s under  t hei r  j ur i sdi c-

t i on pr i or  t o a dat e est abl i shed by  the pr i nci pal .  Dr i l l s shal l  be hel d at  t i mes 

det ermi ned by  t he bui l di ng pr i nci pal .   Howev er ,  at  l east  one of  t he three t or -

nado dr i l l s r equi red by  l aw shal l  be hel d pr i or  to t he t ornado season begi nni ng 

each A pr i l .  

 Bui l di ng pr i nci pal s shal l  prov i de parents w i t h a copy  of  t he emer -

gency  pl ans at  t he begi nni ng of  each school  y ear .   Each emergency  dr i l l  pl an 

shal l  be rev i ewed by  t he di rect or  and f i l ed w i t h t he cl er k .  
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E B B F  Cr i s i s  P l a n n i n g  -  A l t e r n a t i v e  H i g h  S c h o o l  Pr o g r a m  ( S e e  E B B D) E B B F 

 Th e  D i r e c t o r  o f  S p e c i a l  Ed u c a t i o n  a nd  o r  e x e c u t i v e  d i r e c t o r  s h a l l  m a k e  

c e r t a i n  t h a t  a  b u i l d in g  c r i s e s  p l a n  t o  e x i s t s  i n  t h e  A l t e r n a t iv e  H i g h  S c h o o l .   

Ea c h  p l a n  s h a l l  b e  a p p r o v e d  b y  th e  r e s p e c t i v e  b o a r d  b e f o r e  i t  i s  i m p l e m e n t e d .  
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E B B F- R  Cr i s i s  P l a n n i n g  –  A l t e r n a t i v e  H i g h  S c h o o l  Pr o g r a m  E B B F- R 

 A  c o p y  o f  t h e  p l a n  s h a l l  b e  on  f i l e  i n  e a c h  t h e  A l t e r n a t i v e  H i g h  

S c h o o l  a n d  wi t h  t h e  c l e r k .  

 B u i l d in g  p r i n c i p a l s  s h a l l  t r a i n  s t a f f  t o  i mp l e m e n t  t h e  b u i l d in g  p l a n .   

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

 C r i s i s  p l an s  s h a l l  b e  s u b j e c t  t o  r e g u l a r  r e v i e w  b y  t h e  a d m i n i s t r a -

t i o n .   I f  a  p l a n  i s  i m p l e m e n t e d ,  t h e  b o a r d  s h a l l  r e c e i v e  a  r e p o r t  o n  h o w we l l  t h e  

p l a n  wo r k e d .   I f  n e c e s s a r y ,  t h e  r e p o r t  s h a l l  i n c l ud e  r e c o m m e n d e d  c h a n g e s .  
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EB C  Secu r i t y  and  Saf et y  ( S e e  J D D a n d  J D D B )  EB C 

 S e c u r i t y  d e v i c e s  m a y  b e  i n s t a l l e d  a t  s e rv i c e  c e n t e r  a t t e n d an c e  c e n t e r s .   

O t h e r  m e a s u r e s  m a y  b e  t a k e n  t o  p r e ve n t  i n t r u s i o n s  o r  d i s t u rb a n c e s  f r o m  

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

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

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

s e r v i c e  c e n t e r ,  o n  s e r v i c e  c e n t e r  p r ope r t y  o r  a t  s e r v i c e  c e n t e r - sp o n so r e d  

a c t i v i t i e s .  

 R e p o r t i n g  C r i m e s  a t  S e r v i c e  C e n t e r s  t o  La w En f o r c e m e n t  

 An y  s e r v i c e  c e n t e r  e m p l oy e e  wh o  k n o ws  o r  h a s  r e a s on  to  b e l i e v e  a ny  o f  

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

a t  a  s e r v i c e  c e n t e r - s po n s o r e d  a c t i v i t y  s h a l l  i m m e d i a t e ly  r e p o r t  t h i s  i n f o r m a t i o n  

t o  l o c a l  l a w  e n f o r c e m e n t :   a n  a c t  wh i c h  co n s t i t u t e s  t h e  c o m m i s s i o n  o f  a  f e lo n y  

o r  a  m i s d e m e a n o r ;  o r  a n  a c t  wh i c h  i n v o lv e s  t h e  p os s e s s i o n ,  u s e  o r  d i s p os a l  o f  

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

 R e p o r t i n g  C e r t a i n  S t ud e n t s  t o  Ad m i n i s t r a to r s  a n d  S t a f f  

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

c e n t e r  wh o  h a v e  i n f o r m a t i on  t h a t  a  p u p i l  h a s  e n g a g e d  i n  t h e  f o l l o wi n g  s h a l l  

r e p o r t  t h e  i n f o r m a t io n  a n d  t h e  i d e n t i t y  o f  t h e  p u p i l  t o  t h e  p r i n c ip a l .   Th e  

p r i n c i p a l  s h a l l  i nv e s t i g a t e  t h e  m a t t e r  a nd  i f  i t  i s  d e t e r m i n e d  th e  s t ud e n t  h a s  

b e e n  i n v o l v e d  in  t h e  f o l l o wi n g ,  t h e  p r i n c ip a l  s h a l l  p r o v i d e  i n f o r m a t io n ,  a n d  t h e  

i d e n t i t y  o f  t h e  s t u d e n t  t o  a l l  e m p l o y e e s  wh o  a r e  i n v o l v e d   
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EB C  Secu r i t y  and  Saf et y  EB C-2  

o r  l i k e l y  t o  b e  d i r e c t l y  i n vo l v e d  in  t e a c h i n g  o r  p r o v i d i n g  r e l a t e d  s e r v i c e s  t o  

p u p i l :  

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

o t h e r s .  

 

¥ An y  s t u d e n t  wh o  h a s  b e e n  e x p e l l e d  f o r  c om m i s s i o n  o f  f e l o ny  t y p e  o f f e n s e s ;  

 

¥ An y  s t u d e n t  wh o  h a s  b e e n  e x p e l l e d  f o r  p os s e s s i o n  o f  a  we a p o n ;  

 

¥ An y  s t u d e n t  wh o  h a s  b e e n  a d j u d g e d  t o  b e  a  j u v e n i l e  o f f e n d e r  a n d  wh o s e  o f -

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

t h e f t  o f f e n s e  i n vo l v i n g  no  d i r e c t  t h r e a t  t o  h u m a n  l i f e ;  

 

¥ An y  s t u d e n t  wh o  h a s  b e e n  t r i e d  a n d  c o n v ic t e d  a s  a n  a d u l t  o f  a n y  f e l o n y ,  e x -

c e p t  t h e f t  i nv o lv i n g  no  d i r e c t  t h r e a t  t o  h um a n  l i f e .  

 

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

 Th e  p r i n c i p a l  o f  t h e  a l t e r n a t i v e  s c h oo l  s ha l l  p r e p a r e  a l l  r e p o r t s  r e q u i r e d  

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

e d u c a t i o n  a n n u a l l y .   R e p o r t s  sh a l l  n o t  i n c lu d e  a ny  p e r so n a l l y  i d e n t i f i a b l e  

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

a v a i l a b l e  u po n  r e q u e s t  t o  p a r e n t s ,  p a t r o ns ,  s t u d e n t s ,  a n d  e m p l o y e e s  a n d  o t h e r s  

wh o  r e q u e s t  t h e  i n f o r m a t i on .  

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

 No  b o a r d  o f  e d u c a t i o n ,  b o a r d  m e m b e r ,  s e r v i c e  c e n t e r  d i r e c t o r  o r  s e r v i c e  

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

p e r s o n ' s  g oo d  f a i t h  a c t s  o r  o m is s io n  i n  c om p l y i n g  wi t h  t h e  r e q u i r e m e n t s  o r  

p r o v i s i o ns  o f  t h e  Ka n s a s  s c h o o l  s a f e ty  a n d  s e c u r i t y  a c t .  

Ap p r o v e d :   3 / 2 1 / 0 7  
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Ð Sampl e F or m Ð 
 
Ret ype t o sui t  l ocal  needs, r emove f r om pol i cy book and f i l e wi th the cl er k and 
pr i nci pal s.   For m coul d al so be i ncl uded i n st af f  or  st udent  handbooks. 
 

Repor t to Staf f  M ember   

Nor theast Kansas Educat i onal  Ser vi ce Center  #608 

 
Pur suant  t o K .S.A. 72-89b03, admi ni st r at i ve,  pr of essi onal  or  par aeducat or  
empl oyees of  a ser vi ce cent er  who have i nf or mat i on t hat  a pupi l  has engaged i n 
t he f ol l owi ng shal l  r epor t  the i nf or mat i on and t he i dent i t y of  t he st udent  to the 
di r ect or .   The di r ector  shal l  i nvest i gat e t he mat t er  and i f  i t  i s det er mi ned the 
st udent  has been i nvol ved i n t he f ol l owi ng, t he di r ector  shal l  pr ovi de 
i nf or mat i on, and t he i dent i t y of  t he pupi l  t o al l  empl oyees who ar e i nvol ved, or  
l i kel y t o be di r ect l y i nvol ved, i n t eachi ng or  pr ovi di ng r el at ed ser vi ces to pupi l :  
 
1.   Any st udent  who has been expel l ed f or  conduct  whi ch endanger s t he saf et y of  

ot her s;  
2.   Any st udent  who has been expel l ed f or  commi ssi on of  f el ony t ype of f enses;  
3.   Any st udent  who has been expel l ed f or  possessi on of  a weapon;  
4.   Any st udent  who has been adj udged t o be a j uveni l e of f ender  and whose of -

f ense, i f  commi t t ed by an adul t ,  woul d const i t ut e a f el ony, except  a f el ony 
t hef t  of f ense i nvol vi ng no di r ect  thr eat  t o human l i f e;  

5.   Any st udent  who has been t r i ed and convi ct ed as an adul t  of  any f el ony, 
except  t hef t  i nvol vi ng no di r ect  t hr eat  to human l i f e.  
 
You ar e not i f i ed t hat  __________________, wi t hi n the past  365 days, has 
been expel l ed,  adj udged or  convi ct ed f or  an act i vi t y l i st ed above. 

 

Ser vi ce cen ter  staf f  ar e r equ i r ed by both  F eder al  L aw and K.S.A. 72-6214 
to pr otect  the r i gh t  of  pr i vacy of  any studen t  under  the age of  18 and the 
studen t ' s f ami l y r egar di ng per sonal l y i den t i f i abl e r ecor ds, f i l es, data and 
i n f or mat i on  di r ect l y r el ated to the studen t  and h i s/her  f ami l y.    I  
acknowl edge th i s r esponsi bi l i t y and agr ee that  I  wi l l  di scl ose the above 
i n f or mat i on  onl y to other  Ser vi ce cen ter  607 empl oyees and of f i ci al s. 
V i ol at i on  of  these pr i vacy r i ghts cou l d i ncl ude sanct i ons up to and 
i ncl udi ng ter mi nat i on.  
 
 
Si gned: __________________________________________________________ 
 Ser vi ce cent er  empl oyee who r ecei ves t he r epor t  
 
 
Si gned: __________________________________________________________ 
 Admi ni st r ator  or  ser vi ce cent er  empl oyee maki ng r epor t  
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EC A  H I PA A  Pol i cy  (A l so see J R B)  EC A  

 The serv i ce cent er  shal l  compl y  w i t h al l  appl i cabl e Heal t h I nsurance 

Por t abi l i t y  and A ccount abi l i t y  A ct  (H I PA A )  prov i si ons ensur i ng t he conf i den-

t i al i t y  of  prot ect ed heal th i nf ormat i on.   

 St af f  T r ai ni ng Requi red 

 The serv i ce cent er  shal l  prov i de appropr i at e and t i mel y  prof essi onal  de-

v el opment  act i v i t i es regardi ng HI PA A  requi rement s.  

 Compl i ance Requi red 

 A l l  st af f  shal l  abi de by  HI PA A  requi rement s and mai nt ai n t he conf i den-

t i al i t y  of  prot ect ed heal t h i nf ormat i on.  T he serv i ce cent er  shal l  prov i de not i ce 

t o st af f  and students as requi red by  l aw.  

 

A pprov ed:   3/ 21/ 07 
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A dap t  r egu l at i on f or  l ocal  use,  r emove f r om pol i cy  book  

and d i st r i but e as necessar y .  

 
NOTICE OF PRIVACY PRACTICES 

 
___ Service center ______________, HEALTH INSURANCE PLAN 

(referred to as the ÒGroup Health PlanÓ, ÒWeÓ ÒOurÓ or ÒUsÓ in this document) 
 
 

This noti ce descr ibes how Protected Health Informati on (PHI) about You may be used and how 
You can get access to the informati on. 

PLEASE READ IT CAREFULLY. 
 
PHI is individually identifiable information about You.  All of the following are examples of PHI: 

¥ demographic information:  Your name, address, social security number and date of birth; or 
¥ medical information:  relating to Your past, present or future physical or mental health that is col-

lected/created/received from You, a health care provider, a health plan, employer or health care clearing-
house; or 

¥ the providing of health care; or 
¥ the past, present or future payment for providing health care to You. 
 
 

OUR LEGAL DUTY 
 We are required by applicable federal and state laws to maintain the privacy of Your PHI.  We are also re-
quired to give You this notice about Our privacy practices, Our legal duties, and Your rights concerning Your PHI.  
We must follow the privacy practices that are described in this notice while it is in effect.  This notice takes effect on 
April 14, 2004 or the date coverage became effective for You, whichever is later, and will remain in effect until We 
replace it. 
 We reserve the right to change Our privacy practices and the terms of this notice at any time, provided such 
changes are permitted by applicable law.  We reserve the right to make the changes in Our privacy practices and 
the new terms of Our notice effective for all PHI that We maintain, including PHI We created or received before We 
made the changes.  Before We make a significant change in Our privacy practices, We will change this notice and 
send the new notice to Our health plan subscribers at the time of the change. 
 You may request a copy of Our notice at any time.  For more information about Our privacy practices, or for 
additional copies of this notice, please contact Us using the information listed at the end of this notice. 
 
USES AND DISCLOSURES OF YOUR PHI 
 We use and disclose PHI about You for treatment, payment and health care operations.  For example: 

¥ Treatment:  We may disclose Your PHI to a doctor, hospital or other health care provider on request when 
necessary to assist in Your treatment.  For example, We might disclose Your PHI to assist in case man-
agements or precertification activities. 

¥ Payment:  We may use and disclose Your PHI to pay claims from doctors, hospitals and other providers for 
services delivered to You that are covered by Your health plan.  For example, We might disclose Your PHI 
to determine Your eligibility for benefits, to coordinate benefits, to examine medical necessity and to issue 
explanations of benefits to the person who subscribes to the health plan in which You participate.  We may 
disclose Your PHI to a health care provider or entity subject to the federal Privacy Rules so they can obtain 
payment or engage in these payment activities. 

¥ Health Care Operations:  We may use and disclose Your PHI in connection with Our health care operations.  
Health care operations include: 

o Rating Our risk and determining contributions for Your health plan; 
o Quality assessment and improvement activities; 
o Reviewing the competence or qualifications of health care professionals, evaluating practitioner 

and provider performance, conducting training programs, accreditation, certification, licensing or 
credentialing activities 

o Medical review, legal services and auditing, including fraud and abuse detection and compliance; 
o Business planning and development; and 
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o Business management and general administrative activities, including management activities re-
lating to privacy, customer service, resolution of internal grievances, and creating de-indentified 
PHI or a limited data set. 

 
 

We may disclose Your PHI to another entity which has a relationship with You and is subject to the fed-
eral Privacy Rules, for their health care operations relating to quality assessment and improvement ac-
tivities, reviewing the competence or qualifications of health care professionals, or detecting or prevent-
ing health care fraud and abuse. 
 

ON YOUR AUTHORIZATION:  You may give a written authorization to use Your PHI to disclose it to anyone for 
any purpose.  If You give Us an authorization, You may revoke it in writing at any time.  Your revocation will not af-
fect any use or disclosure permitted by Your authorization while it was in effect.  Unless You give Us a written 
authorization, We cannot use or disclose Your PHI for any reason except those described in this notice. 

 
TO YOUR FAMILY AND FRIENDS:  We may disclose Your PHI to a family member, friend or other person to the 
extent necessary to help with Your health care or with payment for Your health care.  We may use or disclose Your 
name, location and general condition or death to notify or assist in the notification of (including identifying or locat-
ing) a person involved in Your care.  Before We disclose Your PHI to a person involved in Your health care or pay-
ment for Your health care, We will provide You with an opportunity to object to such uses or disclosures.  If You are 
not present, or in the event of Your incapacity or an emergency, We will disclose Your PHI based on Our profes-
sional judgment of whether the disclosure would be in Your best interest. 

 
UNDERWRITING:  We may receive Your PHI for underwriting, premium rating or other activities relating to the 
creation, renewal or replacement of a contract of health insurance or health benefits.  We will not use or further dis-
close this PHI for any other purpose, except as required by law, unless the contract of health insurance or health 
benefits is placed with Us.  In that case, Our use and Disclosure of Your PHI will only be as described in this notice. 

 
DISASTER RELIEF:  We may use or disclose Your PHI to a public or private entity authorized by law or by its char-
ter to assist in disaster relief efforts. 

 
PUBLIC BENEFIT:  We may use or disclose Your PHI as authorized by law for the following purposes deemed to 
be in the public interest or benefit: 

¥ As required by law; 
¥ For public health activities, including disease and vital statistics reporting, child abuse reporting, FDA over-

sight, and to employers regarding work-related illness or injury; 
¥ To report adult abuse, neglect or domestic violence; 
¥ To health oversight agencies; 
¥ In response to court and administrative orders and other lawful processes; 
¥ To law enforcement officials pursuant to subpoenas and other lawful processes, concerning crime victims, 

suspicious deaths, crimes on Our premises, reporting crimes in emergencies and for purposes of identifying 
or locating a suspect or other person; 

¥ To coroners, medical examiners and funeral directors; 
¥ To organ procurement organizations; 
¥ To avert a serious threat to health or safety; 
¥ In connection with certain research activities; 
¥ To the military and to federal officials for lawful intelligence, counterintelligence and national security activi-

ties; 
¥ To correctional institutions regarding inmates; and 
¥ As authorized by state workers compensation laws. 
 

HEALTH RELATED SERVICES:  We may use Your PHI to contact You with information about health-related bene-
fits and services or about treatment alternatives that may be of interest to You.  We may disclose Your PHI to a 
business associate to assist Us in these activities.  We may use or disclose Your PHI to encourage You to purchase 
or use a product or service by face-to-face communication or to provide You with promotional gifts. 
 
INDIVIDUAL RIGHTS 

¥ Access:  You have the right to look at or get copies of Your PHI, with limited exceptions.  You may request 
that We provide copies in a format other than photocopies.  We will use the format You request unless We 
cannot practicably do so.  You must make a request in writing to obtain access to Your PHI when You make 
the request as an exercise of Your HIPAA Privacy rights.  Many records are available without making the 
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request as an exercise of HIPAA Privacy rights.  You may obtain a form to request access by using the con-
tact information listed at the end of this notice.  If You request copies, We will charge You a fee for the costs 
of copying, other supplies and postage if You want the copies mailed to You and staff time associated with 
Your request.  For information maintained off-site in archival warehouses or that is not reasonably identifi-
able and accessible, We will charge the actual cost of the time and other resources required to make the in-
formation available.  If You request an alternative format, We will charge a cost-based fee for providing 
Your PHI in that format.  If You prefer, We will prepare a summary or an explanation of Your PHI for a fee.  
Contact Us using the information listed at the end of this notice for a full explanation of Our fee structure. 

¥ Disclosure Accounting:  You have the right to receive a list of instances in which We or Our business asso-
ciates disclosed Your PHI for purposes other than for treatment, payment, health care operations, as 
authorized by You, and for certain other activities since April 14, 2004 or the date coverage became effec-
tive for You, whichever is later.  For example, We would account for Your PHI or demographic information 
We disclose during an audit by a government oversight agency or pursuant to a court order.  You must 
make Your request in writing.  We will provide You with the date on which We made a disclosure, the name 
of the person or entity to whom We disclosed Your PHI, a description of the PHI We disclosed, the reason 
for the disclosure and certain other information.  If You request this accounting more than once in a 12-
month period, We may charge You a reasonable, Cost-based, fee for responding to these additional re-
quests.  Contact Us using the information listed at the end of this notice for a full explanation of Our fee 
structure and how to make Your request. 

¥ Restriction:  You have the right to request that We place additional restrictions on Our use or disclosure of 
Your PHI.  You must make a request in writing if You wish to request additional restrictions.  You may ob-
tain a form to request additional restriction by using the contact information listed at the end of this notice.  
We are not required to agree to these additional restrictions, but if We do, We will abide by Our agreement 
(except in an emergency).  Both Your request and any agreement to additional restrictions must be in writ-
ing signed by the person making the request and (for Our agreement) by a person authorized to make such 
an agreement on Our behalf.  We will not be bound unless Our agreement is so stated in writing. 

¥ Confidential Communications:  You have the right to request that We communicate with You about Your 
PHI by alternative means or to an alternative location.  You must make Your request in writing, and You 
must state that the information could endanger You if it is not communicated in confidence as You request.  
We must accommodate Your request if it is reasonable, specifies that alternative means or location and 
continues to permit Us to collect premiums and pay claims under Your health plan, including issuance of 
explanations of benefits to the subscriber of the health plan in which You participate.  An explanation of 
benefits issued to the subscriber for health care that You received for which You did not request confidential 
communications or about the subscriber or others covered by the health plan in which You participate may 
contain sufficient information to reveal that You obtained health care, even though You requested that We 
communicate with You about that health care in confidence.  Other transactions under the membership may 
also detract from the level of confidentiality You might obtain from an alternate communication or address. 

¥ Amendment:  You have the right to request that We amend Your PHI.  Your request must be in writing, and 
it must explain why the information should be amended.  If You need information about making a request or 
amendment, contact Us using the contact information listed at the end of this notice.  We may deny Your 
request if We did not create the information You want amended and the originator remains available or for 
certain other reasons.  If We deny Your request, We will provide You a written explanation.  You may re-
spond with a statement of disagreement to be appended to the information You wanted amended.  If We 
accept Your request to amend the information, We will make reasonable efforts to inform others, including 
giving people Your name, of the amendment and to include the changes in any future disclosures of that in-
formation. 

¥ Electronic Notice:  If You receive this notice on Our web site or by electronic mail (e-mail), You are entitled 
to receive this notice in written form.  Please contact Us using the information listed at the end of this notice 
to obtain this notice in written form. 

 
QUESTIONS AND COMPLAINTS 
If You want more information about Our privacy practices or have questions or concerns, please contact Us us-
ing the information listed below.  If You are concerned that We may have violated Your privacy rights, or You 
disagree with a decision We made about access to Your PHI or in response to a request You made to amend or 
restrict the use or disclosure of Your PHI or to have Us communicate with You by alternative means or at an al-
ternative location, You may complain to Us using the contact information listed below.  You also may submit a 
written complaint to the U.S. Department of Health and Human Services.  We will provide You with the address 
to file Your complaint with the U.S. Department of Health and Human Services upon request.  We support Your 
right to the privacy of Your PHI.  We will not retaliate in any way if You choose to file a complaint with Us or with 
the U.S. Department of Health and Human Services. 
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HEALTH RECORDS 
(Request for Amendment Form) 

 
 
To: ______________________________, the (Northeast Kansas Educational Service Center #608) privacy of-
ficial. 
 
From:  ___________________________ 
 
Date:  ____________________________ 
 
I request that the service center make the following amendment to protected health information: 

____________________________________________________________________________________________

____________________________________________________________________________________________

___________________________________________________________________________________ 

I would like the amendment made for the following reason(s): 

 

 

 

 

 
* * * * * * * 

  
Note:  The reader is encouraged to review policies and/or procedures for related information in this ad-

ministrative area. 
 

Implemented:  (adopt, date)        (Revise Date) 
 
 (Northeast Kansas Educational Service Center #608) 
 

A dap t  r egu l at i on f or  l ocal  use,  r emove f r om pol i cy  book  

and d i st r i but e as necessar y .  
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EC H  Pr i n t i ng and  D up l i cat i ng Ser v i ces (See I I BG)  EC H  

 The copy r i ght  l aws of  t he Uni t ed St at es mak e i t  i l l egal  f or  any one to 

dupl i cat e copy r i ght ed mat er i al s w i t hout  permi ssi on.  Sev ere penal t i es are pro-

v i ded f or  unauthor i zed copy i ng of  al l  mat er i al s cov ered by  t he act  unl ess t he 

copy i ng f al l s w i t hi n t he bounds of  the " f ai r  use"  doct r i ne.  

 A ny  dupl i cat i on of  copy r i ght ed mat er i al s by  serv i ce cent er  empl oy ees 

must  be done w i t h permi ssi on of  the copy r i ght  hol der  or  w i t hi n the bounds of  

" f ai r  use."  

 The l egal  or  i nsurance prot ect i on of  t he serv i ce cent er  shal l  not  be ex -

t ended t o school  empl oy ees who v i ol at e any  prov i si ons of  t he copy r i ght  l aws. 

 

A pprov ed:   3/ 21/ 07 
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Copyright Regulations and Òfair useÓ rules for educators. 

Suggested Handbook Language 

 

 In accordance with the board of directors policy ECH, the following regulations will be ob-

served to comply with the copyright laws of the United States. 

 Under the Òfair useÓ doctrine, unauthorized reproduction of copyrighted materials is permissible 

for such purposes as criticism, comment, news reporting, teaching, scholarship or research.  If  duplicat-

ing or altering a product is to fall within the bounds of fair use, these four standards must be met for any 

of the purposes: 

 The Purpose and Character of the Use 

 The use must be for such purposes as teaching or scholarship and must be nonprofi t.  Fair use 

would probably allow teachers acting on their own to copy small portions of work for the classroom but 

would not allow a school system or an institution to do so. 

 The Nature of the Copyrighted Work 

 Copying portions of a news article may fall under fair use but not copying from a workbook de-

signed for a course of study. 

 The Amount and Substantiality of the Portion Used 

 Copying the whole of a work cannot be considered fair use; copying a small portion may be.  At 

the same time, however, extracting a short sequence from a 16mm fi lm may be far different from a short 

excerpt from a textbook, because two or three minutes out of a 20-minute fi lm might be the very essence 

of that production and thus outside fair use.  Under normal circumstances, extracting small amounts out 

of an entire work would be fair use, but a quantitative test alone does not suffi ce. 

 The Effect of the Use Upon the Potential Market for or 

 Value of the Copyrighted Work 

 If resulting economic loss to the copyright holder can be shown, even making a single copy of 

certain materials is an infringement, and making multiple copies can result in greater penalties. 

 Prohibited Practice 

 No one may make multiple copies of a work for classroom use if it has already been copied for 

another class in the same institution; make multiple copies of a short poem, article, story, or essay from 

the same author more than once in a class term or make multiple copies from the same collective work 

or periodical issue more than three times a term; make multiple copies of works more than nine times in 
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the same class term; make a copy of works to take the place of an anthology; and may not make a copy 

of ÒconsumableÓ materials, such as workbooks. 

 Permitted Practice 

 A teacher may make--for use in scholarly research, in teaching or in preparation for teaching a 

class--a single copy of the following:  a chapter from a book; an article from a periodical or newspaper; 

a short story, short essay or short poem (whether or not from a collected work); a chart, graph, diagram, 

drawing, cartoons or picture from a book, periodical or newspaper; may make (for classroom use only 

and not to exceed one per student in a class) multiple copies of the following:  a complete poem (if it has 

fewer than 250 words and is printed on not more than two pages), an excerpt from a prose work (if the 

excerpt has fewer than 1,000 words or 10 percent of the work, whichever is less) and one chart, graph, 

diagram, cartoon or picture per book or periodical. 

 A library may, for interlibrary-loan purposes, make up to six copies a year of a periodical pub-

lished within the last fi ve years, make up to six copies a year of small excerpts from longer works, make 

copies of unpublished works for purposes of preservation and security and make copies of out-of-print 

works that cannot be obtained at a fair price. 

 Guidelines for Off-Air Recording of Broadcast 

 Programming for Education Purposes 

 A broadcast program may be recorded off-air simultaneously with broadcast transmission (in-

cluding simultaneous cable retransmission) and retained for a period not to exceed the fi rst 45 consecu-

tive calendar days after date of recording.  Upon conclusion of such retention period, all off-air record-

ings must be erased or destroyed immediately. 

 Off-air recordings may be used once by individual teachers in the course of relevant teaching 

activities and repeated once, only when instructional reinforcement is necessary, in classrooms and simi-

lar places devoted to instruction within a single building, cluster or campus, as well as in the homes of 

students receiving formalized home instruction, during the fi rst 10 consecutive school days in the 45 

calendar day retention period.  ÒSchool daysÓ are school session days--not counting weekends, holidays, 

vacations, examination periods or other scheduled interruptions--within the 45 calendar day retention 

period. 

 Off-air recordings may be made only at the request of and used by individual teachers and may 

not be regularly recorded in anticipation of requests.  No broadcast program may be recorded off -air 

more than once at the request of the same teacher, regardless of the number of times the program may be 

broadcast. 
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 A limited number of copies may be reproduced from each off -air recording to meet the legiti-

mate needs of teachers under these guidelines.  Each such additional copy shall be subject to all provi-

sions governing the original recordings. 

 After the fi rst 10 consecutive school days, off -air recordings may be used up to the end of the 45 

calendar day retention period only for evaluation purposes by the teacher, i .e., to determine whether or 

not to include the broad-cast program in the teaching curriculum.  They may not be used for student ex-

hibition or any other nonevaluation purpose without authorization. 

 Off-air recordings need not be used in their entirety, but the recorded programs may not be al-

tered from their original content.  Off -air recordings may not be physically or electronically combined or 

merged to constitute teaching anthologies or compilations. 

 All copies of off-air recordings must include the copyright notice on the broadcast programs as 

recorded. 

 Computer Software 

 Service center employees may make a back-up copy of computer programs as permitted by cur-

rent Federal Law.  Back-up copies may be used for archival purposes only and all archival copies shall 

be destroyed in the event that continued possession of the computer program should cease to be rightful. 

 When software is used on a disk-sharing system, efforts shall be made to secure this software 

from copying. 

 Il legal copies of copyrighted programs shall not be made or used on school equipment. 

 

Approved by Board of Northeast Kansas Educational Service Center #608:  ________ Date 

 



 

©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 
service center, organization, company or corporation without written permission from KASB. 

 

  

ED  St uden t  T r anspor t at i on  M anagemen t  ED 

 Us e  o f  b u s e s / v a n s  b y  th e  S e r v i c e  C e n t e r  s h a l l  c o n f o r m  t o  c u r r e n t  s t a t e  

l a w .   A t  t i m e s  i t  m a y  b e  e x p e d i e n t  t o  p a y  m i l e a g e  t o  p a r e n t s  wh o  t r a n s p o r t  

t h e i r  c h i l d  t o  a  s p e c i f i ed  p o in t  t o  m e e t  t he  b u s ,  o r  t o  p ro v i d e  p r i v a t e  t r a n s p o r -

t a t i on  i n  l i e u  o f  p r o v i d in g  b us  s e r v i c e .   M i l e a g e  p a y m e n t s  t o  p a r e n t s  m a y  b e  

m a d e  o n l y  w i t h  b o a r d  a p p r o v a l .  

 Ex c e p t  a s  m a y  b e  p e r m i t t e d  e l s e wh e r e  i n  p o l i c y ,  S e r v i c e  C e n t e r  

b u s e s /v a n s  s h a l l  n o t  b e  a v a i l a b l e  f o r  u s e  b y  o u t s i d e  g r o u ps .   ( S e e  E D D A)  
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ED A A  School  V eh i cl es  (Ser v i ce Cen t er -O w ned  Buses/ V ans)  ( See ED )  ED A A  

 Serv i ce Cent er  bus/ v an and ot her  Serv i ce Cent er  v ehi cl es w i l l  not  be 

l oaned, l eased or  subcont ract ed t o any  person, groups of  persons or  organi za-

t i ons ex cept  as al l owed by  l aw subj ect  t o board approv al .   

 L i abi l i t y  

 A l l  Serv i ce Cent er  v ehi cl es w i l l  be adequat el y  i nsured. 

 Saf et y  

 Ev ery  school  v ehi cl e dr i v er  shal l  hav e aut hor i t y  and responsi bi l i t y  f or  

t he passengers r i di ng i n school  v ehi cl es.  

 St udent s or  other  persons r i di ng Serv i ce Cent er  bus/ v ans who v i ol at e 

Serv i ce Cent er  bus/ v an passenger  rul es w i l l  be repor t ed t o t he proper  admi ni s-

t r at i v e of f i ci al .   V i ol at i ons of  these rul es may  resul t  i n di sci pl i nary  act i on by  

school  of f i ci al s.  

 Speed L i mi t s 

 The board may  set  speed l i mi ts f or  Serv i ce Cent er  bus/ v ans, whi ch may  

be l ower  t han st at e-al l owed max i mum speed l i mi t s.  

 Saf et y  I nspect i on 

 The D i rect or  of  Speci al  Educat i on shal l  be responsi bl e f or  bus/ v an and 

ot her  t r anspor t at i on i nspect i ons. 

 Def ect s f ound i n school  v ehi cl es shal l  be repai red as soon as possi bl e.   

The di rect or  of  Speci al  Educat i on shal l  be responsi bl e f or  k eepi ng school  v ehi -

cl es i n good operat i ng condi t i on.
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ED A A  School  V eh i cl es ED A A -2 

 Schedul i ng and Rout i ng 

 Schedul i ng and rout i ng shal l  be the responsi bi l i t y  of  t he assi st ant  di -

r ect or .  

 Bus/ v an and t ranspor t at i on schedul es and rout i ng maps w i l l  be updat ed 

annual l y  pr i or  t o t he openi ng of  school .  

 Records 

 Ev ery  bus/ v an or  ot her  dr i v er  of  school  vehi cl es w i l l  k eep accurat e re-

cords per t ai ni ng t o each assi gned v ehi cl e.  The t y pes of  r ecords shal l  be dev el -

oped by  t he D i rect or  of  Speci al  Educat i on.  

 A ny  record dev el oped by  t he Serv i ce Cent er  f or  t he purpose of  moni -

t or i ng v ehi cl e use w i l l  i ncl ude but  w i l l  not  be l i mi t ed t o t he f ol l ow i ng i nf orma-

t i on:   mi l es dr i v en each t r i p,  gas and oi l  usage, purpose of  t he t r i p,  dest i nat i on,  

t i me of  depar t ure and t i me of  r et urn.   Such records w i l l  be si gned by  each 

dr i v er  at  t he concl usi on of  each t r i p and submi t t ed to t he person responsi bl e 

f or  col l ect i on of  these records.   A n annual  summary  repor t  w i l l  be used i n t he 

compi l at i on of  t he Serv i ce Cent er ' s budget .   A  copy  of  t he annual  r epor t  may  

be gi v en t o t he board of  di r ect ors on or  bef ore t he regul ar  board of  di r ect ors 

meet i ng i n Jul y  or  upon request .  

 L i censi ng of  Dr i v ers 

 I t  shal l  be the responsi bi l i t y  of  al l  school  bus/v an dr i v ers to regi st er  

w i t h t he D i rect or  of  Speci al  Educat i on annual l y  t he v al i di t y  of  l i cense cer t i f i -

cat i on by  the K ansas D epar t ment  of  Rev enue.  I f  a school  bus/ v an dr i v er ' s l i -

cense i s suspended or
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ED A A  School  V eh i cl es ED A A -3 

 

rev ok ed at  any  t i me, t he suspensi on or  rev ocat i on shal l  be repor t ed t o t he di -

rect or  and t he empl oy ee shal l  i mmedi at el y  cease dr i v i ng a school  bus/v an.   

School  bus/ v an dr i v ers shal l  r ecei v e a copy  of  t hi s pol i cy  annual l y  on regi st er -

i ng t hei r  dr i v i ng cer t i f i cat i on w i t h t he D i rect or  of  Speci al  Educat i on.  

 Housi ng of  School  V ehi cl es 

 A l l  school  v ehi cl es shal l  be housed i n areas desi gnat ed by  t he di rector .   

Bus/ v ans may  be housed i n the Serv i ce Cent er ' s cent ral  st orage area or  as-

si gned t o a desi gnat ed dr i v er  who may  t hen house t he bus/ v an as di rect ed. 

 I f  i nt er l ocal  cars or  v ans are assi gned to desi gnat ed empl oy ees, t he 

empl oy ee shal l  be responsi bl e f or  t he proper  care,  mai nt enance and housi ng of  

t he v ehi cl e ei t her  at  an i nt er l ocal -owned si t e or  at  t he empl oy ee's resi dence. 
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