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KA  Goals and Objectives  KA  
 

Educational public relations is a planned and systematic two-way process of communication 

between a service center and its internal and external publics.  Its program serves to stimulate a better 

understanding of the role, objectives, accomplishments and needs of the organization. Educational 

public relations is a management function which interprets public attitudes, identifies the policies and 

procedures of an individual organization with the public interest and executes a program of action to 

encourage public involvement and to earn public understanding and acceptance.  
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KBC  Media Relations  KBC  
 

The board will attempt to cooperate with media representatives.  
 
News Releases  
 
News and information concerning service center events and programs may be released to the  
 

press with the approval of the executive director.  
 

Conferences and Interviews  
 
All news conferences and interviews will be scheduled in such a manner that they do not  
 

disrupt the regular educational activities of the schools.  
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KBC-R  Media Relations  KBC-R  
 

News Releases  
 
The executive director shall prepare copies of news releases approved by the executive  
 

director's office for members of the board upon request.  
 

 
 
 
Approved: 12/19/07  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
©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  
service center, organization, company or corporation without written permission from KASB.  



KG  Use of Service Center Facilities and Equipment  KG  
 

The board shall allow the use of service center buildings and service center grounds by 

community groups. Use of any service center facility or service center grounds, however, shall not 

interfere with the daily service center routine or any service center-sponsored activity.  

Fees and Rental Charges  

The board may request reasonable fees and/or rental charges for the use of any service center 

facility or service center grounds; fees and/or rental charges will cover costs of wages of service 

center personnel involved. The fee and/or rental charges shall be approved by the board and shall be 

reviewed periodically. 

Lease Arrangements  

Any lease arrangement shall have board approval.  

Equipment  

Permission must be granted from the executive director before any service center equipment is 

removed from the service center grounds.  

The executive director may establish a deposit fee for the use of service center equipment 

that is to be removed from the service center grounds. The deposit will be paid to the executive 

director and will be refunded when the equipment is returned and is in working order.  
 

 
 
 
Approved: 12/19/07  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
©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  
service center, organization, company or corporation without written permission from KASB.  



KGA  Buildings and Grounds  KGA  
 

Requests for use of the service center's personal property or equipment by outside tax-

exempt organizations shall be submitted to the executive director, or to the executive director’s 

designee. Any request shall be granted or denied pursuant to guidelines for using personal property or 

equipment developed by the executive director and approved by the board. The executive director 

may establish a deposit or requirement for the purchase of insurance for use of the service center’s 

personal property or equipment before it is removed from the building or other service center 

property. The deposit will be paid to the executive director (or/___________) and will be refunded 

when the equipment is returned in working order. 

Lost, Stolen, or Damaged Property or Equipment 

No request for use of service center personal property or equipment shall be granted until the 

requestor executes a use agreement specifying such person will agree to pay the service center fair 

market value for any equipment that has been lost, stolen, or has suffered irreparable damage while in 

the requestor’s possession. For the purposes of this policy, “irreparable damage” shall include any 

damage severe enough that the cost to repair such equipment would be more than the fair market value 

of the equipment. If service center personal property or equipment is returned damaged beyond normal 

wear and tear of acceptable use, the requestor shall be responsible for the cost to repair such personal 

property or equipment. The service center may also require the purchase of insurance. 

Personal Use 

No service center personal property or equipment shall be used by staff for personal reasons at 

school or away from its designated station without the prior approval of the executive director or 

building principal or________________. No service center personal property or equipment shall be used 

by the executive director for personal reasons at school or away from its designated location without the 

prior approval of the board of directors. 
  
Approved:  
KASB Recommendation – 3/00; 4/07; 6/12; 12/21 
Keystone Approved - 12/07; 1/22 
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KGC  Supervision of Non-School Groups  KGC  
 

A service center employee shall be on duty to see that the building and equipment are 

properly used whenever any Service Center facility is used by non-school groups or individuals.  

A service center employee may not be required to be on duty when, in the opinion of the 

director, it is not necessary.  In this case, the sponsors and the executive director accept full 

responsibility for the building's use.  
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K G D  D i s r u p t i v e  A c t s  a t  S c h o o l  o r  S c h o o l  A c t i v i t i e s  K G D  
 ( S e e  E B C ,  G A A E ,  J C D B B ,  J D D C ,  a n d  K G C )  
 
 D i s r u p t i v e  a c t s  a t  s c h o o l  o r  s c h o o l  s p o n s o r e d  a c t i v i t i e s  w i l l  n o t  b e  t o l e r a t e d .  

P e r s o n s  t h r e a t e n i n g  t h e  s a f e t y  o f  s t u d e n t s ,  s c h o o l  p e r s o n n e l ,  o r  o t h e r  p e r s o n s ;  t o  d a m a g e  

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

w i l l  b e  a s k e d  t o  l e a v e  t h e  p r e m i s e s .  

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

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

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

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

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

s e r i o u s  p r o b l e m  a t  t h e  s c h o o l .  

 P o s s e s s i o n  o f  a  F i r e a r m   

 U n l e s s  o t h e r w i s e  r e q u i r e d  b y  l a w  o r  a u t h o r i z e d  b y  b o a r d  p o l i c y ,  n o  p e r s o n  o t h e r  

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

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

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

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

e v e n t .   T h i s  p r o h i b i t i o n  i n c l u d e s  p o s s e s s i o n  o f  c o n c e a l e d  a n d / o r  o p e n l y  c a r r i e d  w e a p o n s ;  

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

e m p l o y e e ’ s  o w n  l o c k e d  v e h i c l e  o n  s c h o o l  p r o p e r t y  s o  l o n g  a s  s u c h  w e a p o n  i s  m a i n t a i n e d  o u t  

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

r e q u i r e d  b y  l a w .  

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

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

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

A p p r o v e d :    

K A S B  R e c o m m e n d a t i o n  –  6 / 9 9 ;  7 / 0 3 ;  6 / 0 6 ;  4 / 0 7 ;  7 / 1 2 ;  6 / 1 3 ;  6 / 1 5 ;  6 / 1 6  
A p p r o v e d  K e y s t o n e  B o a r d  o f  D i r e c t o r s :  6 / 1 6  
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KH  Gifts to the Service Center (See GAJ)  KH  
 

Any organization or individual making a gift to the service center shall have the prior approval  
 

of the board. All gifts will be regarded as service center property.  
 
 
 
Approved: 12/19/07  
 
 
 
 
 
KH-R  Gifts to the Service Center  KH-R  
 

Persons or organizations desiring to make gifts to the service center should contact the  
 

executive director.  
 

 
 
 
Approved: 12/19/07  
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KK  Public Sales on Service Center Property (See DFM)  KK  
 

Service center property will not be used for any public sales without prior approval of the  
 

board other than those sponsored by the service center to dispose of excess service center property  
 
and equipment as approved by the board.  

 
 
 
Approved: 12/19/07  
 
 
 
 
 
KK-R  Public Sales on Service Center Property  KK-R  
 

Whenever excess property of the service center is to be sold at auction, such sales shall be  
 
to the highest bidder. No credit shall be extended.  
 
 
 
Approved: 12/19/07  
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                    Keystone Learning Services/NEKESC No. 608  
Complaint Form 

 
The policies of Board of Education of Service Center #608 prohibit discrimination on the basis of race, color, national origin, disability, religion, 
genetic information, and sex in all programs and activities of the cooperative. Additionally, discrimination on the basis of age is prohibited in e m p 
l o y m e nt. Harassment of individuals on any of these grounds is strictly prohibited. Individuals who believe they have been discriminated against 
on any of these grounds may file a complaint with the following discrimination coordinators:  
 
Service Center Discrimination Coordinator: Name: ___________________ Address: ______________________Phone:___________________ 
 
Building Discrimination Coordinator: Name: ___________________ Address: _________________________ Phone: _____________________  

 
 

Title IX Coordinator: Name: ___________________ Address: _________________________ Phone: ___________________ 
 
Name of Complainant:  _________________________________________________________________________  
 
Address:  _______________________________________________________________________________________________ 
 
Email Address: __________________________________________________________________________________ 
 
Telephone Number:  ________________________________________________________________________________________________ 
 
Nature of the Complaint (select all that apply):  I believe that I have been or someone I know has been subjected to discrimination on the basis of:  

     __Race     __Color      __National Origin     ___Racial Harassment      __Sex   __Sexual Harassment               

__Disability    ___Religion      __Age      __Genetic Information __Harassment on the basis of ___________
  
 

 
Please describe the  
incident or act complained 
of: Please include 
information about:  
• Who was the person  

engaging in the  
conduct?  

• What was the nature  
of the conduct?  

•Who was the conduct 
directed toward? 
• When did it occur?  
• Where did it occur?  
• What effect did the  

incident have on  
you?  

• What effect did it have on the  
person allegedly targeted? 

 
Were there any 
witnesses to this  
incident?  
 
What action do you believe the 
school should take with regard 
to this incident?  

    ___General Complaint/Not Related to Perceived Discrimination 
     My complaint is not one of perceived discrimination or harassment but is regarding the situation described below: 

___________________________________________________________________________  
___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________  
Attach additional sheets if necessary.  

 
 
 
__Yes __No  
If yes, please indicate who the witnesses were:  
___________________________________________________________________________  
___________________________________________________________________________ 

___________________________________________________________________________  
___________________________________________________________________________  
___________________________________________________________________________ 

___________________________________________________________________________
 
If this matter proceeds to a formal or informal hearing, will you appear and testify as to your knowledge of the matter? __Yes __No 
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K M A  T o b a c c o - F r e e  S c h o o l  G r o u n d s  f o r  V i s i t o r s  K M A  

 ( S e e  G A O C  a n d  J C D A A )  

 T h e  u s e  o f  a n y  t o b a c c o  p r o d u c t  b y  p a r e n t s ,  c o n t r a c t o r s ,  v o l u n t e e r s ,  a n d  a l l  o t h e r  

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

c e n t e r / s c h o o l  o w n e d  o r  o p e r a t e d  p r o p e r t y .  

 T h e  f o l l o w i n g  d e f i n i t i o n s  a p p l y  t o  t h i s  p o l i c y .  

 “ T o b a c c o  p r o d u c t ”  m e a n s  a n y  p r o d u c t  t h a t  i s  m a d e  f r o m  o r  d e r i v e d  f r o m  t o b a c c o ,  o r  

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

w h e t h e r  s m o k e d ,  h e a t e d ,  c h e w e d ,  a b s o r b e d ,  d i s s o l v e d ,  i n h a l e d ,  o r  i n g e s t e d  b y  a n y  o t h e r  

m e a n s ,  i n c l u d i n g ,  b u t  n o t  l i m i t e d  t o ,  e l e c t r o n i c  n i c o t i n e  d e l i v e r y  s y s t e m  ( h e r e a f t e r  “ E N D S ” ) ,  

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

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

f i l t e r s ,  r o l l i n g  p a p e r s ,  p i p e s ,  c h a r g i n g  d e v i c e s ,  c a r t r i d g e s ,  a n d  a n y  s u b s t a n c e  u s e d  i n  E N D S ,  

w h e t h e r  o r  n o t  t h e y  c o n t a i n  n i c o t i n e .  T h i s  d e f i n i t i o n  d o e s  n o t  i n c l u d e  F D A - a p p r o v e d  N i c o t i n e  

R e p l a c e m e n t  T h e r a p i e s  i n c l u d i n g  t r a n s d e r m a l  n i c o t i n e  p a t c h e s ,  n i c o t i n e  g u m ,  a n d  n i c o t i n e  

l o z e n g e s .  

 “ E l e c t r o n i c  n i c o t i n e  d e l i v e r  s y s t e m ”  o r  “ E N D S ”  m e a n s  a n y  d e v i c e  t h a t  d e l i v e r s  a  

v a p o r i z e d  s o l u t i o n  ( i n c l u d i n g  n i c o t i n e ,  T H C ,  o r  a n y  o t h e r  s u b s t a n c e )  b y  m e a n s  o f  c a r t r i d g e s  

o r  o t h e r  c h e m i c a l  d e l i v e r y  s y s t e m s .  S u c h  d e f i n i t i o n  s h a l l  i n c l u d e ,  b u t  m a y  n o t  b e  l i m i t e d  t o ,  

a n y  e l e c t r o n i c  c i g a r e t t e ,  v a p e  p e n ,  h o o k a h  p e n ,  c i g a r ,  c i g a r i l l o ,  p i p e ,  o r  p e r s o n a l  v a p o r i z e r .  

 

A p p r o v e d :  

K A S B  R e c o m m e n d a t i o n  –  6 / 2 0  

K e y s t o n e  B o a r d  A p p r o v e d  –  6 / 2 0  
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K N  C o m p l a i n t s  ( S e e  B C B I ,  G A A C ,  G A A C A ,  G A A B ,  G A A F ,  I F ,  I K D  a n d  J C E )   K N  

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

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

t h e  b o a r d  a s  a  w h o l e  o r  t o  a  b o a r d  m e m b e r  a s  a n  i n d i v i d u a l ,  i t  w i l l  b e  r e f e r r e d  t o  t h e  

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

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

o r i g i n ,  s e x ,  d i s a b i l i t y ,  a g e ,  o r  r e l i g i o n  i n  t h e  a d m i s s i o n  o r  a c c e s s  t o ,  o r  t r e a t m e n t  o r  

e m p l o y m e n t  i n  K e y s t o n e ’ s  p r o g r a m s  a n d  a c t i v i t i e s  i s  p r o h i b i t e d .   H a r a s s m e n t  o f  a n  

i n d i v i d u a l  o n  a n y  o f  t h e s e  g r o u n d s  i s  a l s o  p r o h i b i t e d .  T h e  K e y s t o n e  e x e c u t i v e  

d i r e c t o r ,  5 0 0  E .  S u n f l o w e r ,  O z a w k i e  K S  6 6 0 7 0  7 8 5 - 8 7 6 - 2 2 1 4  h a s  b e e n  d e s i g n a t e d  t o  

c o o r d i n a t e  c o m p l i a n c e  w i t h  n o n d i s c r i m i n a t i o n  r e q u i r e m e n t s  c o n t a i n e d  i n  T i t l e  V I  o f  

t h e  C i v i l  R i g h t s  A c t  o f  1 9 6 4 ,  T i t l e  V I I  o f  t h e  C i v i l  R i g h t s  A c t  o f  1 9 6 4 ,  S e c t i o n  5 0 4  

o f  t h e  R e h a b i l i t a t i o n  A c t  o f  1 9 7 3 ,  t h e  A m e r i c a n s  w i t h  D i s a b i l i t i e s  A c t  o f  1 9 9 0 ,  t h e  

A g e  D i s c r i m i n a t i o n  A c t  o f  1 9 7 5 ,  t h e  P e r s o n a l  R e s p o n s i b i l i t y  W o r k  O p p o r t u n i t y  

R e c o n c i l i a t i o n  A c t  o f  1 9 9 6 ,  a n d  t h e  F o o d  S t a m p  A c t  o f  1 9 7 7 ,  a s  a m e n d e d .   

I n f o r m a t i o n  c o n c e r n i n g  t h e  p r o v i s i o n s  o f  t h e s e  A c t s ,  a n d  t h e  r i g h t s  p r o v i d e d  

t h e r e u n d e r ,  a r e  a v a i l a b l e  f r o m  t h e  c o m p l i a n c e  c o o r d i n a t o r  a t  7 8 5 - 8 7 6 - 2 2 1 4 .  

 C o m p l a i n t s  A b o u t  D i s c r i m i n a t i o n  o r  D i s c r i m i n a t o r y  H a r a s s m e n t  

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

e m p l o y e e ,  e x c l u d i n g  c o m p l a i n t s  r e g a r d i n g  d i s c r i m i n a t i o n  o r  h a r a s s m e n t  o n  t h e  

b a s i s  o f  s e x  o r  i n  c h i l d  n u t r i t i o n  p r o g r a m s ,  s h o u l d  b e  a d d r e s s e d  t o  t h e  e m p l o y e e ’ s  

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

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

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

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

i n f o r m  t h e  s t u d e n t  o f  t h e  e m p l o y e e ’ s  o b l i g a t i o n  t o  r e p o r t  t h e  c o m p l a i n t  a n d  a n y  

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

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

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

d i s t r i c t  c o m p l i a n c e  c o o r d i n a t o r .  

 C o m p l a i n t s  a b o u t  d i s c r i m i n a t i o n ,  i n c l u d i n g  c o m p l a i n t s  o f  h a r a s s m e n t ,  w i l l  

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

 I n f o r m a l  P r o c e d u r e s  

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

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

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

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

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

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

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

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

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

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

t h e  K e y s t o n e  c o m p l i a n c e  c o o r d i n a t o r .   W i t h i n  2 0  d a y s  a f t e r  t h e  c o m p l a i n t  i s  r e s o l v e d  

i n  t h i s  m a n n e r ,  t h e  p r i n c i p a l / a s s i s t a n t  d i r e c t o r  s h a l l  c o n t a c t  t h e  c o m p l a i n a n t  t o  

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

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

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

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

o c c u r r e d ,  K e y s t o n e  w i l l  t a k e  p r o m p t ,  r e m e d i a l  a c t i o n  t o  p r e v e n t  i t s  r e o c c u r r e n c e .   

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

d i s c r i m i n a t i o n ,  i n c l u d i n g  h a r a s s m e n t ;  f o r  p a r t i c i p a t i n g  i n  t h e  c o m p l a i n t  p r o c e s s ;  o r  

m a k i n g  a  c o m p l a i n t ,  t e s t i f y i n g ,  a s s i s t i n g ,  o r  p a r t i c i p a t i n g  i n  a n y  i n v e s t i g a t i o n ,   
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p r o c e e d i n g ,  o r  h e a r i n g .  

 F o r m a l  C o m p l a i n t  P r o c e d u r e s  –  d i s c r i m i n a t i o n  o r  h a r a s s m e n t  

 A  f o r m a l  c o m p l a i n t  s h o u l d  b e  f i l e d  i n  w r i t i n g  a n d  c o n t a i n  t h e  n a m e  a n d  
a d d r e s s  o f  t h e  p e r s o n  f i l i n g  t h e  c o m p l a i n t .   T h e  c o m p l a i n t  s h o u l d  b r i e f l y  
d e s c r i b e  t h e  a l l e g e d  v i o l a t i o n .   I f  a n  i n d i v i d u a l  d o e s  n o t  w i s h  t o  f i l e  a  
w r i t t e n  c o m p l a i n t  a n d  t h e  m a t t e r  h a s  n o t  b e e n  a d e q u a t e l y  r e s o l v e d ,  t h e  
b u i l d i n g  p r i n c i p a l  m a y  i n i t i a t e  t h e  c o m p l a i n t .   F o r m s  f o r  f i l i n g  w r i t t e n  
c o m p l a i n t s  a r e  a v a i l a b l e  i n  e a c h  b u i l d i n g  o f f i c e  a n d  t h e  c e n t r a l  o f f i c e .  
 

 A  c o m p l a i n t  s h o u l d  b e  f i l e d  a s  s o o n  a s  p o s s i b l e  a f t e r  t h e  c o n d u c t  o c c u r s ,  
b u t  n o t  l a t e r  t h a n  1 8 0  d a y s  a f t e r  t h e  c o m p l a i n a n t  b e c o m e s  a w a r e  o f  t h e  
a l l e g e d  v i o l a t i o n ,  u n l e s s  t h e  c o n d u c t  f o r m i n g  t h e  b a s i s  f o r  t h e  c o m p l a i n t  
i s  o n g o i n g .  

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

t h e  c o m p l a i n t  i s  a g a i n s t  t h e  s u p e r i n t e n d e n t ,  t h e  b o a r d  s h a l l  a p p o i n t  a n  
i n v e s t i g a t i n g  o f f i c e r .   I n  o t h e r  i n s t a n c e s ,  t h e  i n v e s t i g a t i o n  s h a l l  b e  
c o n d u c t e d  b y  t h e  b u i l d i n g  p r i n c i p a l ,  t h e  c o m p l i a n c e  c o o r d i n a t o r  o r  a n o t h e r  
i n d i v i d u a l  a p p o i n t e d  b y  t h e  b o a r d .   T h e  i n v e s t i g a t i o n  s h a l l  b e  i n f o r m a l  b u t  
t h o r o u g h .   A l l  i n t e r e s t e d  p e r s o n s ,  i n c l u d i n g  t h e  c o m p l a i n a n t  a n d  t h e  
p e r s o n  a g a i n s t  w h o m  t h e  c o m p l a i n t  i s  l o d g e d ,  w i l l  b e  a f f o r d e d  a n  
o p p o r t u n i t y  t o  s u b m i t  w r i t t e n  o r  o r a l  e v i d e n c e  r e l e v a n t  t o  t h e  c o m p l a i n t .  

 
 A  w r i t t e n  d e t e r m i n a t i o n  o f  t h e  c o m p l a i n t ’ s  v a l i d i t y  a n d  a  d e s c r i p t i o n  o f  t h e  

r e s o l u t i o n  s h a l l  b e  i s s u e d  b y  t h e  i n v e s t i g a t o r ,  a n d  a  c o p y  f o r w a r d e d  t o  t h e  
c o m p l a i n a n t  a n d  t h e  a c c u s e d  n o  l a t e r  t h a n  3 0  d a y s  a f t e r  t h e  f i l i n g  o f  t h e  
c o m p l a i n t .  

 
 I

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

 

 I
f  t h e  i n v e s t i g a t i o n  r e s u l t s  i n  a  r e c o m m e n d a t i o n  t h a t  a n  e m p l o y e e  
b e  s u s p e n d e d  w i t h o u t  p a y  o r  t e r m i n a t e d ,  p r o c e d u r e s  o u t l i n e d  i n  
b o a r d  p o l i c y ,  t h e  n e g o t i a t e d  a g r e e m e n t  ( a s  a p p l i c a b l e , )  a n d  s t a t e  
l a w  w i l l  b e  f o l l o w e d .  

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

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

 T h e  c o m p l a i n a n t  m a y  a p p e a l  t h e  d e t e r m i n a t i o n  o f  t h e  c o m p l a i n t .   A p p e a l s  
s h a l l  b e  h e a r d  b y  t h e  K e y s t o n e  c o m p l i a n c e  c o o r d i n a t o r ,  a  h e a r i n g  o f f i c e r  
a p p o i n t e d  b y  t h e  b o a r d ,  o r  b y  t h e  b o a r d  i t s e l f  a s  d e t e r m i n e d  b y  t h e  b o a r d .   
T h e  r e q u e s t  t o  a p p e a l  t h e  r e s o l u t i o n  s h a l l  b e  m a d e  w i t h i n  2 0  d a y s  a f t e r  t h e  
d a t e  o f  t h e  w r i t t e n  r e s o l u t i o n  o f  t h e  c o m p l a i n t  a t  t h e  l o w e r  l e v e l .   T h e  
a p p e a l  o f f i c e r  s h a l l  r e v i e w  t h e  e v i d e n c e  g a t h e r e d  b y  t h e  i n v e s t i g a t o r  a n d  
t h e  i n v e s t i g a t o r ’ s  r e p o r t ,  a n d  s h a l l  a f f o r d  t h e  c o m p l a i n a n t  a n d  t h e  p e r s o n  
a g a i n s t  w h o m  t h e  c o m p l a i n t  i s  f i l e d  a n  o p p o r t u n i t y  t o  s u b m i t  f u r t h e r  
e v i d e n c e ,  o r a l l y  o r  i n  w r i t i n g ,  w i t h i n  1 0  d a y s  a f t e r  t h e  a p p e a l  i s  f i l e d .    
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  T h e  a p p e a l  o f f i c e r  w i l l  i s s u e  a  w r i t t e n  d e t e r m i n a t i o n  o f  t h e  c o m p l a i n t ’ s  
v a l i d i t y  a n d  a  d e s c r i p t i o n  o f  i t s  r e s o l u t i o n  w i t h i n  3 0  d a y s  a f t e r  t h e  a p p e a l  
i s  f i l e d .  

 
 I f  d i s c r i m i n a t i o n  o r  h a r a s s m e n t  h a s  o c c u r r e d ,  t h e  d i s t r i c t  w i l l  t a k e  p r o m p t ,  
r e m e d i a l  a c t i o n  t o  p r e v e n t  i t s  r e o c c u r r e n c e .   K e y s t o n e  p r o h i b i t s  r e t a l i a t i o n  
o r  d i s c r i m i n a t i o n  a g a i n s t  a n y  p e r s o n  f o r  o p p o s i n g  d i s c r i m i n a t i o n ,  i n c l u d i n g  
h a r a s s m e n t ;  f o r  p a r t i c i p a t i n g  i n  t h e  c o m p l a i n t  p r o c e s s ;  o r  m a k i n g  a  
c o m p l a i n t ,  t e s t i f y i n g ,  a s s i s t i n g ,  o r  p a r t i c i p a t i n g  i n  a n y  i n v e s t i g a t i o n ,  
p r o c e e d i n g ,  o r  h e a r i n g .  

 
 U s e  o f  t h i s  c o m p l a i n t  p r o c e d u r e  i s  n o t  a  p r e r e q u i s i t e  t o  t h e  p u r s u i t  o f  a n y  

o t h e r  r e m e d i e s  i n c l u d i n g  t h e  r i g h t  t o  f i l e  a  c o m p l a i n t  w i t h  t h e  O f f i c e  f o r  
C i v i l  R i g h t s  o f  t h e  U . S .  D e p a r t m e n t  o f  E d u c a t i o n ,  t h e  E q u a l  E m p l o y m e n t  
O p p o r t u n i t y  C o m m i s s i o n ,  o r  t h e  K a n s a s  H u m a n  R i g h t s  C o m m i s s i o n .  

 
 C o m p l a i n t s  a b o u t  D i s c r i m i n a t i o n  o n  t h e  B a s i s  o f  S e x  

 Complaints regarding alleged discrimination on the basis of sex, as prohibited by Title IX of the 

Education Amendments of 1972 and other federal and state laws regulating such discrimination and discriminatory 

harassments, shall be handled in accordance with the procedures outlined in board policies GAAC and JGEC and 

shall be directed to the Director/Title IX Coordinator at Keystone Learning Services, 500 E. Sunflower Blvd., 

Ozawkie, KS 66070. 

 C o m p l a i n t s  A b o u t  P o l i c y  

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

t o  t h e  b o a r d  a t  t h e  n e x t  r e g u l a r l y  s c h e d u l e d  b o a r d  m e e t i n g .  

 C o m p l a i n t s  A b o u t  C u r r i c u l u m  

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

c u r r i c u l u m  t o  t h e  b o a r d  a t  t h e  n e x t  r e g u l a r l y  s c h e d u l e d  b o a r d  m e e t i n g .  

 C o m p l a i n t s  A b o u t  I n s t r u c t i o n a l  M a t e r i a l s  

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

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

r e c e i v i n g  t h e  c o m p l a i n t .  

 C o m p l a i n t s  A b o u t  F a c i l i t i e s  a n d  S e r v i c e s  

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

a n d  s e r v i c e s  t o  t h e  b o a r d  a t  t h e  n e x t  r e g u l a r l y  s c h e d u l e d  b o a r d  m e e t i n g .   
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K N  C o m p l a i n t s  ( S e e  B C B I ,  G A A C A ,  G A A B ,  G A A F ,  I F ,  I K D ,  a n d  J C E )  K N - 5  

 C o m p l a i n t s  A b o u t  P e r s o n n e l  

 C o m p l a i n t s  a b o u t  K e y s t o n e  p e r s o n n e l  s h o u l d  b e  a d d r e s s e d  i n  w r i t i n g  u s i n g  

t h e  f o r m  a v a i l a b l e  t h r o u g h  t h e  K e y s t o n e  e x e c u t i v e  d i r e c t o r .  T h e  e x e c u t i v e  d i r e c t o r  o r  

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

t h e  n e x t  r e g u l a r l y  s c h e d u l e d  b o a r d  m e e t i n g .  

 C o m p l a i n t s  A b o u t  E m e r g e n c y  S a f e t y  I n t e r v e n t i o n  U s e  

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

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

o u t l i n e d  i n  b o a r d  p o l i c y  G A A F .  

 

 

A p p r o v e d :   

K A S B  R e c o m m e n d a t i o n s :  9 / 9 7 ;  8 / 9 8 ;  3 / 0 0 ;  4 / 0 7 ;  6 / 1 3 ;  6 / 1 5 ;  6 / 2 0  

K e y s t o n e  B o a r d  A p p r o v e d :  1 2 / 1 6 ;  6 / 2 0  
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K N A  C o m p l a i n t s  R e g a r d i n g  C h i l d  N u t r i t i o n  P r o g r a m  K N A  

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

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

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

A g r i c u l t u r e  i s  p r o h i b i t e d .  K e y s t o n e  D i r e c t o r / c o m p l i a n c e  c o o r d i n a t o r ,  5 0 0  E .  

S u n f l o w e r  B l v d . ,  O z a w k i e ,  K S  6 0 0 7 0 ,  7 8 5 - 8 7 6 - 2 2 1 4  h a s  b e e n  d e s i g n a t e d  t o  

c o o r d i n a t e  c o m p l i a n c e  w i t h  n o n d i s c r i m i n a t i o n  r e q u i r e m e n t s  c o n t a i n e d  i n  T i t l e  V I  

o f  t h e  C i v i l  R i g h t s  A c t  o f  1 9 6 4 ,  A m e r i c a n s  w i t h  D i s a b i l i t i e s  A c t ,  S e c t i o n  5 0 4  o f  

t h e  R e h a b i l i t a t i o n  A c t  o f  1 9 7 3 ,  A g e  D i s c r i m i n a t i o n  A c t  o f  1 9 7 5 ,  P e r s o n a l  

R e s p o n s i b i l i t y  W o r k  O p p o r t u n i t y  R e c o n c i l i a t i o n  A c t  o f  1 9 9 6 ,  a n d  t h e  F o o d  S t a m p  

A c t  o f  1 9 7 7 ,  a s  a m e n d e d .  

 C o m p l a i n t s  A b o u t  D i s c r i m i n a t i o n  i n  C h i l d  N u t r i t i o n  P r o g r a m s  

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

o f f e r e d  b y  t h e  s e r v i c e  c e n t e r / s c h o o l ,  c o m p l e t e  t h e  U S D A  P r o g r a m  D i s c r i m i n a t i o n  

C o m p l a i n t  F o r m  ( A D - 3 0 2 7 )  a t :  

h t t p : / / w w w . a s c r . u s d a . g o v / c o m p l a i n t _ f i l i n g _ c u s t . h t m l ;  o r  

w r i t e  a  l e t t e r  a n d  p r o v i d e  t h e  i n f o r m a t i o n  r e q u e s t e d  i n  t h e  f o r m .   T o  r e q u e s t  a  

c o m p l a i n t  f o r m ,  c a l l  ( 8 6 6 )  6 3 2 - 9 9 9 2 .  

S u b m i t  t h e  c o m p l e t e d  f o r m  t o :  

U . S .  D e p a r t m e n t  o f  A g r i c u l t u r e  
O f f i c e  o f  t h e  A s s i s t a n t  S e c r e t a r y  f o r  C i v i l  R i g h t s  
1 4 0 0  I n d e p e n d e n c e  A v e n u e ,  S W  
W a s h i n g t o n ,  D . C .  2 0 2 5 0 - 9 4 1 0 .  
F A X :  ( 2 0 2 )  6 9 0 - 7 4 4 2  
E m a i l :  p r o g r a m . i n t a k e @ u s d a . g o v  
 
A p p r o v e d :  

K A S B  R e c o m m e n d a t i o n – 9 / 9 7 ;  8 / 9 8 ;  3 / 0 0 ;  4 / 0 7 ;  6 / 1 3 ;  6 / 1 5 ;  6 / 1 6 ;  6 / 2 0  

K e y s t o n e  B o a r d  A p p r o v e d  R e c o m m e n d a t i o n  –  6 / 2 0  
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