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BUHLER USD #313

VALUES
We believe in educating all students in a student-centered, caring
environment by educators passionate about their profession.

•
•
•
•
•

Core Values
High Level Learning is our priority
Respect is our norm
Honesty is our expectation
Collaboration is our culture
Integrity is our foundation
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LICENSED STAFF HANDBOOK
•

•
•
•
•

This handbook is not an employee contract. Further, this handbook is not to be
considered as either an express or implied agreement between the school district and
the employee
Anytime the Superintendent is mentioned in this manual, the Superintendent’s designee
is implied.
All employees shall be familiar with all policies and regulations established by the Board
of Education.
As a condition of employment, employees agree to follow rules and regulations
established by the Board.
Because the general business atmosphere of USD 313 and economic and educational
conditions are always changing, the non-negotiable contents of this handbook may be
changed at any time at the discretion of the USD 313 Board of Education. Changes that
are part of the Negotiated Agreement will not be changed without going through the
approval process of the Negotiating Team for licensed staff. Changes that are not
subject to negotiation will be given due consideration by District Administration and
Board of Education as to the mutual advantages, disadvantages, benefits and
responsibilities such changes will have on you as an employee and on USD 313.

Buhler USD 313 - Notice of Nondiscrimination
The Buhler School District, USD 313 does not discriminate on the basis of race, color, national
origin, sex, religion, disability, or age in its programs and activities and provides equal access to
the Boy Scouts and other designated youth groups. The following person has been designated
to handle inquiries or complaints regarding the non-discrimination policies including requests
for accommodations or access to a District facility to participate in a program, activity, or
service:
Mike Berblinger
Buhler USD 313
406 West 7th, Buhler, KS, 67522
(620) 543-2258
(620) 543-2510 (FAX)
mberblinger@usd313.org (EMAIL)
For further information about anti-discrimination laws and regulations, or to file a complaint of
discrimination with the Office for Civil Rights in the U.S. Department of Education (OCR), please
contact OCR at (816) 268-0550 (voice), or (877) 521-2172 (telecommunications device for the
deaf), or ocr.kansascity@ed.gov.
Approved by the Buhler USD 313 Board of Education, July 8, 2019
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GENERAL EMPLOYMENT PROVISIONS
Buhler USD 313 is an equal opportunity employer and shall not discriminate in its employment
practices and policies with respect to compensation, terms, conditions, or privileges of
employment because of such individual’s race, color, religion, sex, national origin, age or
disability. Any questions regarding the Board’s compliance with Title VI, Title IX, Section 504 or
the Americans with Disabilities Act may be directed to the District the Office for Civil Rights of
the Department of Education at 816-891-8026. The Compliance Officer (Cindy Couchman,
ccouchman@usd313.org, 620-543-2258) also can be contacted for the existence and location of
accessible services, activities and facilities. A complete copy of all compliance publications is
available for review from all district school offices.

Notification of all staff regarding newly created and vacancy positions:
As a form of best practice it was agreed with the Buhler Negotiating team that all newly created
and vacancy positions will be posted online and that notice of these open positions will be
communicated through district email to all staff.

Application for Employment and Interview
All applications must be submitted online from the district website at www.usd313.org.
Applications are kept active for one year.
An interview will be held with members of the Administrative Staff and/or the Building Principal
where the position exists. When an applicant is interviewed for a specific position, a job
description will be presented for review, and related duties will be explained by the person
conducting the interview. Different qualifications apply to various positions.
If selected for employment, the applicant will be notified by the Building Principal and/or
personnel office and a verbal offer of employment will be given. Following verbal acceptance
by the candidate, a recommendation for hire will be presented to the Board of Education for
approval. After Board of Education approval a contract will then be sent to the candidate and
the signed contract will then be returned to the District Office and the Superintendent.
Although an employee may begin work upon a provisional basis if approved by the
administration, the employment of any person is not official until the offer of employment is
approved by the Board.
Background checks are a part of the process of becoming licensed by the State of Kansas.
Therefore, the district will not perform a background check for newly licensed teachers.
However, the district will complete background checks every 5 years at the time of re-licensure
for licensed staff. Continued employment is contingent upon the satisfactory
outcome of the criminal background check. The district has the sole and absolute discretion to
determine whether the outcome is satisfactory.
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Employment Procedures
Process New Employee
All new employees will be required to furnish the Personnel Office with the following before
the first day of employment:
1. Certificate of Health for School Personnel
2. Employee’s Withholding Allowance Certificate Form W-4 and K-4
3. I-9 Immigration and Naturalization Service Form with copies of approved
identification documentation as listed on the form
4. Direct Deposit Authorization Form - with something official attached from
your bank that lists routing and account numbers
5. Driver’s License and driving record (if required for position)
6. Health Coverage Application or Waiver
7. KPERS Application (if applicable)
8. Loyalty Oath or Affirmation
9. Criminal Background Check Authorization Form (at the time of re-licensure)
10. Health Plan Eligibility Notice
The Licensed Staff Handbook is available to all staff on the district website: www.usd313.org
and an acknowledgement of receipt will be part of each years’ list of mandatory items to be
completed in the Public School Works program.
A list of job descriptions is available on the district website: www.usd313.org and a complete
list of all job descriptions is available at the District Office.
Training will be provided with appropriate orientation and continued supervision.
A working environment is to be maintained which is free from discriminatory insult,
intimidation, or harassment due to race, color, religion, sex, age, national origin, or disability.

Physical Examination Requirement
72-6266. Certification of health; form and contents; expense of obtaining; alternative
certification. (a) Every board of education shall require all employees of the school district, who
come in regular contact with the pupils of the school district, to submit a certification of health
on a form prescribed by the secretary of health and environment and signed by a person
licensed to practice medicine and surgery under the laws of any state, or by a person who is
licensed as a physician assistant under the laws of this state when such person is working at the
direction of or in collaboration with a person licensed to practice medicine and surgery, or by a
person holding a license to practice as an advanced practice registered nurse under the laws of
this state when such person is working at the direction of or in collaboration with a person
licensed to practice medicine and surgery. The certification shall include a statement that there
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is no evidence of a physical condition that would conflict with the health, safety, or welfare of
the pupils; and that freedom from tuberculosis has been established by chest x-ray or negative
tuberculin skin test. If at any time there is reasonable cause to believe that any such employee
of the school district is suffering from an illness detrimental to the health of the pupils, the
school board may require a new certification of health.
The expense of obtaining the Certification of Health at the time of hire will be borne by the
employee. Should the district require a new one the cost shall be borne by the district.

Placement on Salary Schedule
Upon hire, licensed staff will be placed on the Salary Schedule in accordance with their level of
education and qualifying years of experience. See the “Salary Schedule Placement” section of
the Negotiated Agreement for more information. Following a teacher’s initial placement on the
schedule, one year of additional experience equates to one vertical step down in accordance
with the Negotiated Agreement. All step movement must be negotiated and is not automatic.

Work Schedule (GBR)
Licensed personnel must be at their assigned area during each duty day. Any teacher who finds
it necessary to leave while supervising students shall first secure approval from the principal or
designee. Building and playground assignments shall be made by the principal.
Length of Professional Duty Day – The length of the duty day for a licensed professional covered
under the Negotiated Agreement shall include 30 minutes in addition to the posted school day
as assigned by the Building Principal.
Attendance Required – Regular attendance is required of all employees subject to leave
provisions in district policy or the negotiated agreement, as appropriate. Excessive absences or
tardiness, unauthorized leave or unexcused absences may result in disciplinary action including
termination of employment.

Supervision (GBH)
The responsibility for the immediate supervision of licensed staff members rests with each
building principal. The Superintendent and other district office administrators designated by
the Superintendent also have a right to supervise licensed staff members.

Staff Meetings (GBRD)
Staff meetings for licensed personnel shall be called by the administration.

Pay Procedures
The Board shall develop compensation guides for the district. Licensed staff will receive a
Contract for employment at the time of hire and again at the beginning of each school year.
See “Teacher Compensation Guidelines” in the Negotiated Agreement for information on

8

Original Placement, Vertical and Horizontal Movement as well as other pay related negotiated
items.
Payment of wages will be through direct deposit on or before the 15th day of each month.
Paystubs can be viewed online at www.aptafund.com, our Employee Self-Service Portal. At the
time of hire new employees will receive an email from Aptafund with a link to create an
account. The link is good for seven (7) days. The login is the email address that the invitation is
sent to. Instructions are then given on the password requirements. Once the account is set up
the employee can then easily access paystubs and other information online.
Payroll and HR information is protected and is only given to the employee (or former employee)
unless authorization is given to a specific individual/entity. Should an employee or former
employee wish for information to be released they must submit a completed Authorization to
Release Employee Information form (Appendix J) to the HR/Payroll Department.
New licensed staff whose contracts normally begin in September may elect to receive 1/24th of
their contracted salary in the August pay period and the other 1/24th in September.
Lump Sum Payment
Licensed staff may elect to receive July and August paychecks in a Lump Sum payment in June
of each year. These checks will be sent out by the end of June when possible. USD 313
reserves the right to delay the distribution of checks according to the availability of State of
Kansas funding. Changes to this Lump Sum election may be made each year in September or
March by returning a Lump Sum Payment Authorization form to the District Payroll Office.
Data Changes
1. Licensed staff must notify the District Office of any changes in name, address, or
telephone number. Name changes cannot officially be made until we receive a new
Social Security card and marriage license, divorce decree, or other official paperwork
stating the new legal name.
2. Any changes in direct deposit information, W-4 or K-4 withholding on the proper form
to the Payroll Office by the 4th of the month in order to be reflected on the next payroll.

Direct Deposit Requirements
All USD 313 payroll deposits are made electronically into the bank account(s) listed on the
employee’s Direct Deposit Authorization Form. If changes need to be made to these accounts
the Payroll Clerk must be notified by the 4th of the month in order for it to be changed on the
next payroll. A new Direct Deposit Authorization Form must be completed with something
official attached that lists routing and account numbers. If a direct deposit is returned or
rejected (usually due to a wrong account number being listed or an account being closed) the
employee will be assessed a $30 fee on the next payroll. This fee is a reimbursement for the
$30 the district is charged by its bank for returned direct deposits.
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Because of District summer payroll procedures, no changes will be possible for licensed staff
between June 1 and August 31.

Attendance
All employees are expected to be regular in attendance and to be at their assigned
workstations on time and throughout the duty day. When it is necessary for an employee to be
absent, the employee is expected to log their absence in Absence Management. Absences that
need to be entered after the cut-off time in Aesop should be reported by calling the District
Office.

Identification Badges/Key Cards/Key Fobs
All staff will be issued a new picture Identification Badge each year that is to be worn while at
work. All staff assigned to a building equipped with a card reader access system will receive
either a Key Card or Key Fob depending on their position. This will give them access to their
assigned building during the hours associated with their position. The initial key card or fob is
paid for by the district. Should a key card or fob need to be replaced the employee will be
charged a replacement fee of $7.00 which will be payroll deducted.
Key cards and key fobs are the property of the district and must be returned to the district
office when an employee is no longer employed by or working in one of the district schools.
Key cards or fobs must not be loaned to others. Lost or stolen key cards or fobs must be
reported immediately so measures may be taken to maintain safety and security and to protect
district property. Questions regarding ID badges, key cards, or key fobs should be directed to
the district office.
Physical keys will be issued by individual buildings for classrooms. No keys shall be duplicated
without permission. Keys must be returned to the appropriate supervisor when an employee is
no longer employed by the district or is assigned to another building. Keys must not be loaned
to anyone. Lost or stolen keys must be reported immediately so measures may be taken to
maintain safety and security and to protect district property.

Assignments and Transfers
The Board reserves the right to assign, reassign or transfer all personnel.
Employee Requested Transfer
An employee requesting a transfer must submit an internal online application through the
district’s website. After the application has been received by the Personnel Office, the
employee may be interviewed for a position vacancy.
The application only gives the employee the right to be considered for an interview; the
vacancy will be filled by the best qualified applicant. An employee must meet the requirements
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for the position to which transfer is requested before consideration may be given to the
request.
Vacancy Posted
Employees will be notified of vacancies by email and open positions will be posted on the
district’s website.

Public School Works
Public School Works is an online Risk Management tool that the district uses to implement,
manage, and sustain a comprehensive staff safety and regulatory compliance program. The
Staff Training System includes courses addressing workplace safety, student safety, human
resources, state and federal specific issues, and other safety topics.
The Employee Safe Suite offers online staff accident management solutions that address the
prevention side of employee accidents.
Should a workplace accident occur, the district uses the Staff Accident Management System to
ensure that appropriate steps are taken. This feature is located on the Public School Works
main screen and should be used by all staff to report all workplace accidents. As accident
reports are submitted by employees, the system notifies key administrators, supervisors and
accident investigators to address their specific responsibilities, as well as claims management
partners with First Reports of Injury and claim forms to get them involved immediately.
The injured employee will also be enrolled and notified to take training appropriate to the
incident. The Hazard Reporting System also prompts site staff to address the hazard and tracks
it back to the resolution of the issue.
The Compliance Management system automates task scheduling, notification, tracking and
completion of all required safety tasks such as drills and inspections. If a task is not completed,
the appropriate administrator or director is notified. For more information about Workman’s
Compensation, see page 26.
Mandatory Training
Employees will be notified by email of mandatory (based on State Statute or District policy)
courses they are required to complete each quarter. Optional courses are also available and can
be used to earn Professional Development points as listed in the Negotiated Agreement.

Evaluations
The Board shall adopt an approved evaluation instrument. Completed evaluation documents
shall be available to the employee, the Superintendent, Assistant Superintendent, other
administrators under whose supervision the teacher works, and others authorized by law (GAK
Personnel Records) The purpose, policy and procedures for teacher evaluation is outlined under
“Teacher Evaluation” in the Negotiated Agreement.
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Complaints (GAE)
Purpose: The purpose of this procedure it to provide for the orderly and expeditious
adjustment of complaints of individual employees of the school district at the lowest level.
Complaint – shall mean any alleged violation of the terms and conditions of an employee’s
contract of employment. (See definition in Negotiated Agreement)
Supplemental Conditions:
1. All individuals involved, and all others who might possibly contribute to the acceptable
adjustment of a complaint, are authorized and urged to testify with full assurance that
no reprisal will follow by reason of such participation.
2. Upon the final determination of the complaint, the documents, communications and
records relating to the complaint and the first adjustment thereof shall be kept and
maintained.
3. At each step of the procedure for adjusting complaints after the initial private
conference(s) with the immediate administrative superior, the grievant shall be entitled
to be accompanied by others who might contribute to the acceptable adjustment of the
complaint and/or to be represented by legal counsel.
4. All complaint hearings shall be confidential.
5. All discussions and hearings shall be conducted at times other than when school is in
session.
6. Excluded from the complaint procedure shall be employee evaluations, termination, and
other matters for which law mandates another method of review.
7. Only the employee affected may file a complaint or an appeal from Levels 1 and 2.
8. The filing of a complaint at all levels beyond the informal conference in Level 1 shall be
in writing and shall be reasonably specific as to the nature of the complaint. The
complaint should, to the extent possible, describe the alleged event or act giving rise to
the complaint including the time, date, and place of the event or act and the names and
addresses of any witnesses.
GRIEVANCE PROCEDURE – from NA
1. Purpose
The purpose of this procedure is to secure, at the lowest possible level, equitable
solutions to the problems affecting teachers which may from time to time arise. Both
parties agree that these proceedings will be kept as informal and confidential as may
be appropriate at any level of the procedure.
2. Definitions
A. Grievance: A complaint by a teacher or a group of teachers, that an alleged
violation, misinterpretation or misapplication exists between the grievant and the
employer involving the interpretation of application of this negotiated agreement
and board of education policies affecting conditions of employment.
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B. Aggrieved Person: The person, or persons, making the complaint.
C. Party in Interest: The person, or persons, making the complaint and/or any
person who might be required to take action or against whom action might be
taken in order to resolve the grievance.
3. Procedure (See Grievance Report, Appendix H)
A. Level One
The aggrieved person shall first discuss the problem with his principal or other
immediate superior. During this discussion the aggrieved person shall seek to
resolve the matter informally.
B. Level Two
i. If the aggrieved person is not satisfied with the disposition of the grievance at
Level One, or if no decision has been rendered within a maximum of ten (10)
school days or fourteen (14) calendar days after discussion of the grievance,
he/she may file the grievance in writing with the principal
ii. Within a maximum of ten (10) school days or fourteen (14) calendar days
after receipt of the written grievance by the principal, the principal will meet
with the aggrieved person in an effort to resolve the grievance. The grievant
may have present at the hearing a representative of their choosing. The
principal shall submit his decision in writing to the aggrieved person within a
maximum of ten (10) school days or fourteen (14) calendar days after the
meeting.
C. Level Three
i. If the aggrieved person is not satisfied with the disposition of the grievance at
Level Two, or if no decision has been rendered within ten (10) school days or
fourteen (14) calendar days after presentation of the grievance, he/she may
file the grievance with the superintendent or his designee.
ii. Within a maximum of ten (10) school days or fourteen (14) calendar days
after receipt of the written grievance by the superintendent, the
superintendent or his designee will meet with the aggrieved person in an
effort to resolve the grievance. The grievant may have present at the hearing
a representative of his/her choice. The superintendent shall submit his
decision in writing to the aggrieved person within a maximum of ten (10)
school days or fourteen (14) calendar days of the meeting.
D. Level Four
i. If the aggrieved person is not satisfied with the disposition of the grievance at
Level Three, or if no decision has been rendered within ten (10) school days
or fourteen (14) calendar days after presentation of the grievance, he/she
may file the grievance with the Board of Education.
ii. Within a maximum of thirty (30) days after receipt of the written grievance by
the Board, the Board will meet the aggrieved person and any representative
that he/she may elect. The Board shall submit its decision in writing to the
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aggrieved person within a maximum of ten (10) school days or fourteen (14)
calendar days of the meeting.
E. Level Five
i. The aggrieved person may seek redress in a court of law.

Complaints of Discrimination (KN)
The board encourages all complaints regarding the district to be resolved at the lowest possible
administrative level. Whenever a complaint is made directly to the board as a whole or to a
board member as an individual, it will be referred to the administration for study and possible
resolution.
Discrimination against any individual on the basis of race, color, national origin, sex, disability,
age, or religion in the access to, treatment of, or employment in the district’s programs and
activities is prohibited. Harassment of an individual on any of these grounds is also prohibited.
The Assistant Superintendent has been designated to coordinate compliance with
nondiscrimination requirements contained in Title VI of the Civil Rights Act of 1964, Title VII of
the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the
Rehabilitation Act of 1973, and The Americans with Disabilities Act of 1990.
Complaints of discrimination or discriminatory harassment by an employee should be
addressed to an employee’s supervisor, the building principal, or the district compliance
coordinator. Complaints by a student should be addressed to the building principal, another
administrator, the guidance counselor, or another licensed staff member. Any school employee
who receives a complaint of discrimination or harassment from a student shall inform the
student of the employee’s obligation to report the complaint and any proposed resolution of
the complaint to the building principal.
Complaints of discrimination will be resolved using the district’s discrimination or
discriminatory harassment complaint procedure (KN). The USD 313 Complaint of Discrimination
Form is included in this handbook (Appendix I) and on the district website.
If discrimination or harassment has occurred, the district will take prompt, remedial action to
prevent its reoccurrence. The district prohibits retaliation or discrimination against any person
for opposing discrimination including harassment; for participating in the complaint process; or
making a complaint, testifying, assisting, or participating in any investigation, proceeding, or
hearing.

Suspension (GBK)
The superintendent has the authority to suspend a licensed employee for cause with pay
pending final action by the Board of Education. If a suspension without pay is imposed, the
employee is entitled to pay until the employee has been advised of the basis for suspension and
has been given an opportunity to respond.
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Minor infractions shall normally follow the steps below prior to suspension:
1. Any breach of Board policy or other problem the immediate supervisor views as
an issue that warrants discipline shall be reviewed verbally with the employee. The
supervisor will document the verbal warning for the employee’s personnel file.
2. Should the employee again breach Board policy or have any other problems, the
immediate supervisor shall hold a conference with the employee and give the employee
a written report (see Summary of a Contact form, Appendix C) relative to the
deficiencies in the employee’s action and what is expected of the employee to correct
the problem. A copy of the written report shall be filed in the employee’s personnel file
and a copy given to the employee after it has been reviewed by the Superintendent.
3. If problems with the employee continue, the immediate supervisor shall meet with the
Superintendent to determine whether the next course of action should be another
written warning, suspension, or termination.
Major infractions may result in immediate suspension and/or termination. These shall include
but not be limited to: certain violations of law; serious job-related safety violations; and
personal behaviors that reflect negatively upon the district.
RESIGNATION - GBO
The Board shall consider the resignation of any non-administrative licensed employee which is
submitted to the Board in writing. According to K.S.A 72—2251: “A teacher shall give written
notice to a board that the teacher does not desire continuation of a contract on or before the
14th calendar day following the third Friday in May.”
Teachers will be paid a $750 stipend if they give written notice to the Board prior to November
1, a $500 stipend if they give written notice to the Board between November 1 – January 31,
and a $250 stipend if they give written notice to the Board between February 1 – March 31.
The stipend will be paid on the regular June paycheck. The stipend is further subject to a
prorated basis for job sharing and part time teachers.
A licensed employee who has signed a contract and accepted a teaching position in the district
for the coming year or who has not resigned by the continuing contract notice deadline shall
not be released from that contract to accept another position until a competent replacement
has been contracted.
In order to receive any 403(b) district paid match at the time of resignation the employee must
have 10 or more years of service at USD 313. The employee’s portion of the 403(b) investment
remains theirs regardless of years of service.
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The district will pay $25 per day for Unused Accumulated Leave upon resignation with a fifteen
(15) year vesture. Benefit amounts will be paid on the regular June paycheck. This benefit is
pro-rated based on FTE and is not allowed for terminations.

NOTIFICATION OF TERMINATION OR NONRENEWAL - from NA
According to Education Statute #72-2251: “Written notice to terminate a contract may be
served by a board upon any teacher prior to the time the contract has been completed, and
written notice of intention to non-renew a contract shall be served by a board upon any
teacher on or before the third Friday in May.”

Fair Dismissal Policy – from NA
When a non-probationary teacher is given written notice of the administration’s intention of
nonrenewal, the teacher may request a meeting with the Board. The teacher must file the
written request with the Clerk of the Board within 10 days from the date of receipt of the
written notice.
The Board shall hold such meeting within 10 days after the filing of the teacher’s request.
Once in executive session:
•
•
•

Neither party shall have legal counsel present. The teacher may have a non-verbal
representative present.
The administration shall provide documentation in support of the reason(s) for the
intention to not renew the teacher’s contract.
The teacher shall be afforded an opportunity to respond to the Board.

Following executive session:
• The Board will have 10 days to reconsider its reason(s) for non-renewal and shall make a
final decision as to the matter.
• The teacher shall be issued written notice of the Board’s final decision within 7 days.
Expired Teaching Licenses
K.S.A. 72-1390 states:

“It shall be unlawful for the board of education of any school district to issue an order for
payment of the salary of any employee required by law to be licensed who does not hold a
license which is valid in the state of Kansas for the particular kind of work to be performed.”
The Board has approved the following process regarding the enforcement of this statute:
Should a staff member allow their license to lapse, their contract would become void and
payment of salary would be stopped as of the date their license expired. They would be
replaced by a substitute until a valid license is approved by the Kansas State Department of
Education. Upon re-certification, the Board of Education would then consider the reinstatement
of the certified staff member’s contract.
Some of the other consequences of an expired license include (but are not limited to):
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•
•
•
•

Salary
Health benefits
Retirement benefits
Annual leave/ accumulated sick leave

Staff members would be replaced by a substitute teacher, unless they have obtained an
emergency sub license from the Kansas State Department of Education. Should the staff
member be hired as a long-term substitute teacher, then he/she would have the opportunity to
pay for COBRA insurance out-of-pocket until the license is renewed up to a maximum of 18
months. Staff will not be allowed to use annual leave for the time that elapses between
licensure, as the teaching contract is void.
Upon re-certification the Board will consider the reinstatement of the certified staff member’s
contract, but their re-hire is not automatic.

LEAVE BENEFITS
Annual Leave – from NA
All full time teachers will be granted 13 days of Annual Leave at the beginning of each school
year. Leave shall be pro-rated for any teacher who is contracted for less than full time or who
begins employment after the beginning of the normal contract year or ends employment prior
to the end of the contract year.
Use of Annual Leave
Annual Leave may be used for personal, sick, bereavement, or business leave. The district uses
an on-line Absence Management program to track use of leave. All leave must be entered into
the Absence Management program regardless of whether a substitute is needed or not.
Unused Annual Leave
Any Annual Leave unused at the end of the school year will be transferred into the employee’s
Unused Accumulated Leave account which shall accrue to a maximum of 80 days. Teachers
who have reached their maximum of 80 days and have unused Annual Leave at the end of the
school year shall be compensated for their unused Annual Leave at a rate equal to 2/3 the cost
of a substitute’s daily rate of pay for the district. This compensation shall be included in the
June pay check.
Use of Unused Accumulated Leave
After all Annual Leave days are used for the year, only Sick and Bereavement leave will be
granted based on the balance of days available in the employee’s Unused Accumulated Leave
account. All requests for use of Unused Accumulated Leave must be approved in Aesop by the
building principal.
Unpaid Leave
Once all Annual Leave and Unused Accumulated Leave is exhausted, the following policies go
into effect:
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•

Requests for Sick/Bereavement Leave – Teachers eligible to use the Sick Leave Bank may
apply according to the policy outlined on page 18.

•

Requests for Personal/Business Leave – Once the balance of an employee’s Annual
Leave account reaches zero, licensed staff requesting a day off for Personal or Business
reasons will incur a pay reduction at the substitute teacher rate for the first day and at a
per diem rate for each additional day used. Pay reductions shall be taken in the June
paycheck.

Requests for exceptions to the leave policy should be directed to the Superintendent.
SICK LEAVE BANK – from NA
A Sick Leave Bank for the licensed teachers of USD 313 is to be used when personal or family
illnesses result in the teacher's sick leave accumulation is exhausted. The procedures of the
Sick Leave Bank (SLB) shall be as follows: (see form, Appendix D)
1. The maximum number of days in the SLB shall be equal to the total teacher FTE in the
district. Days contributed to the sick leave bank become a permanent part of the district’s
Sick Leave Bank. The remaining days in the SLB at the end of each contract year will carry
over to the next year. If the SLB runs out of days, Buhler-NEA Executive Council will request
an additional day from each of the teachers in the district. Teachers will not be required
nor expected to comply with this request. Buhler-NEA Executive Council will notify the
payroll clerk at the BAC which teachers want to contribute an additional day to the SLB.
2. Teachers new to the district each contract year will be given the option to participate in the
district’s Licensed Sick Leave bank. Those who choose to participate in the SLB must donate
one day to the SLB at the time of their hire.
3. Each returning teacher who chooses to participate in the SLB will contribute up to a
maximum of 1 day as determined by the Buhler-NEA Council. This determination will be
based on the balance of days remaining in the SLB each year. Any teacher who does not
want to contribute to the SLB submit a Licensed Sick Leave Bank Participation form by
August 25 for any given year. (Appendix D; electronic forms are also available on Frontline
Central under “My Forms”.)
4. Only teachers who contribute to the SLB may use the bank.
5. Days drawn from the bank may be used for personal prolonged illness of the employee,
prolonged illness of a member of the employee’s immediate family, or bereavement at the
loss of a relative or close friend.
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6. The Bank may not be used for regular uncomplicated pregnancy, maternity/paternity leave,
or for well baby checks following maternity/paternity leave.
7. Grants of sick leave from the Bank shall not be made to any members on account of an
elective surgery.
8. Teachers may request days from the SLB in writing to the Buhler-NEA Executive Council.
a. Teachers may request days from the SLB only after exhausting all other leave. To
request a SLB day, the Sick Leave Bank Request Application form should be completed
and given to the Buhler NEA President on a monthly basis.
b. The maximum number of days that a teacher may withdraw from the bank will be
determined by the Buhler-NEA Council. The bank is administered by the Buhler-NEA.
c. Applications will be acted upon as received and teachers will be notified by email.
d. Denial of the application for days from the SLB may be appealed to an appeal
committee. The appeal committee shall consist of one person appointed by the BuhlerNEA, one person appointed by the Board, and one person appointed by mutual
agreement of the two appointed members. The decision of the appeal committee will
be final.
9. The BNEA Executive Board and President shall receive a sick leave bank report at the end of
each month.
MATERNITY/PATERNITY and ADOPTION Leave – from NA
Each employee may be granted up to twelve (12) weeks of leave for childbirth/bonding.
Maternity/Paternity leave begins on the date the child is born and concludes when the
employee returns to teaching. Adoption leave may begin up to one (1) week prior to obtaining
custody of the child and will conclude when the employee returns to teaching.
The Maternity/Paternity/Adoption Leave Application – Licensed form (Appendix E) must be
submitted to the Building Principal for approval and then routed to the District Office.
Employees should contact Christy Redd in Payroll to discuss the use of Annual Leave, Unused
Accumulated Leave and any days that will be unpaid.
If an employee takes more than 6 weeks maternity/paternity/adoption leave and has elected to
have a short-term disability plan, they are eligible to use short-term disability before using
Annual Leave.

Family/Medical Leave
Family and medical leave shall be granted for a period of not more than 12 weeks during a 12month period. For purposes of this policy, a 12-month period shall be defined as a fiscal year
beginning July 1 and ending the following June 30. Spouses employed by the district may only
take an aggregate of 12 weeks of leave for a birth or placement for adoption of a child, foster
care or to care for a child with a serious health condition.
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Leave is available because of:
1. the birth of a son or daughter of the employee and to care for the son or daughter;
2. the placement of a son or daughter with the employee for adoption or foster care
3. the need to care for a spouse, son, daughter or parent of the employee because of a
serious health condition; or
4. a serious health condition of the employee that prevents the employee from performing
the job functions
(Leave for reason 1 or 2 must be taken within 12 months of birth or placement.)
The leave shall normally be unpaid leave. However, if the employee has any paid leave that is
available for use because of the reason for the leave, the paid leave shall run concurrently with
the FMLA Leave. The superintendent will notify the employee prior to or during the leave
period that the leave has been designated as paid family and medical leave.
The employee is eligible for family and medical leave upon completion of 12 months of service
in the district and employed at least 1,250 hours during the preceding year.
During the period of any unpaid family and medical leave, the Board shall continue to pay the
employer’s share of the cost of group health benefits in the same manner as paid immediately
prior to leave. The employee shall pay any employee portion of the cost to the clerk of the
board on or before the payroll date or at another time as the employee and superintendent
may agree. The Board may terminate group health coverage if the employee payment is not
received within 30 days of the due date.
When leave is foreseeable, the employee shall give written notice 30 days in advance. If leave
is not foreseeable, notice will be give as soon as practicable. Notice should be given using
either the Maternity/Adoption Leave form (Appendix E) or the Long-Term Application
(Appendix F) depending on the reason for the Leave. Forms should be submitted to your
Principal or Supervisor for approval and then sent to the District Office.
Upon the employee providing notice of need for leave, the employer will notify the employee
of:
1. the reasons that leave will count as family and medical leave;
2. any requirements for medical certification;
3. employer requirement of substituting paid leave;
4. requirements for premium payments for health benefits and employee
responsibility for repayment if employer pays employee share;
5. right to be restored to same or equivalent job; and
6. any employer required fitness-for-duty certification
Family leave (reasons 1 or 2) may not be used intermittently or on a part-time basis without the
prior approval of the superintendent.
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If the leave is for a reason other than the employee’s serious health conditions, the
superintendent may require an instructional employee to continue leave until the end of a
semester, if;
1. the leave begins in the last five (5) weeks of a semester, will last more than two (2)
weeks and the return to work would occur in the last two (2) weeks of a semester;
or;
2. the leave begins in the last three (3) weeks of a semester, and lasts more than five
(5) days.

Judicial Leave – also in NA as worded in Gray
Employees of Buhler Unified School District #313 shall receive pay while serving on jury duty or
to appear in a court of law as a subpoenaed witness. The employee will be paid his/her salary
for a normal working day provided that the witness or jury duty expense check, excluding
mileage reimbursement, or subsistence reimbursement is endorsed over to the Buhler Unified
School District #313 if Jury Duty exceeds 5 contract days.

Military Leave
All full-time and part-time classified employees whose employment arises from a position
sustained on a year-to-year basis, upon written request to the superintendent, shall be granted
leave to cover the length of required service with the armed forces of the United States as
provided in policy GARID.

OTHER BENEFITS
Health Insurance
The district provides a fixed health insurance benefit that is determined each year. The benefit
is available only for payment of the health insurance premium. There is no cash, or other
option for this benefit. Any remaining premiums due will be paid through salary reduction.
Employees who work less than full-time but at least 17.5 hours per week will receive a prorated
amount of the benefit.

IRC #125 "Cafeteria" FLEXIBLE FRINGE BENEFIT PROGRAM – from NA
Unified School District #313 (hereafter referred to as Employer) has established a flexible fringe
benefit plan in order to make a wide range of benefits available to members of the Buhler-NEA
bargaining unit (hereafter referred to as Employee). This program has been established in
conformity with Section 125 of the Internal Revenue Code of 1986, as amended, and in
compliance with the applicable rules and regulations issued by the Internal Revenue Service.
This Plan shall be construed, enforced, and administered, and validity determined in
accordance with the Employee Retirement Income Security Act of 1974 (ERISA, as amended),
the Internal Revenue Code of 1986 (as amended), and the laws of the State of Kansas. Should
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any provision be determined to be void by any court or competent jurisdiction, this plan will
continue to operate and for purposes of the jurisdiction of the court only, will be deemed not
to include the provision determined to be void.
The employee may purchase the following tax exempt benefits by way of salary reduction:
1. Health Insurance
2. Dental Insurance
3. Term Life Insurance
4. Cancer Insurance
5. Vision Insurance
5. Prepaid Flexible Medical
6. Prepaid Child/Dependent Care
The employee may purchase the following taxable benefits by way of salary deduction:
1. Tax Sheltered Annuity (Exempt from Federal and State withholding, subject to KPERS
and Social Security Tax.)
2. Salary Protection Insurance
3. After Tax Term Life Insurance
Purchase of benefits by way of salary reduction or salary deduction must be from approved
companies. A list is available from the Burkholder Administration Center (BAC).
Enrollment periods are during the months of August and September and take effect October 1.
All requests to purchase, modify or discontinue benefits by salary reductions and/or deduction
must be submitted on the proper form with our 3rd party administrator. Exceptions arising from
some change in family circumstances may be considered. In order for the annuity contract or
health insurance to remain in force there must not be a lapse in payment.
Payment for all salary reductions will be divided equally between the employee’s pay periods.

Liability Insurance
The Board shall provide liability insurance coverage for all employees while acting within the
scope of their duties.
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Tax Sheltered Annuity
A non-transferable, tax-sheltered annuity program is available to all employees who qualify.
Employees wishing to participate shall complete all necessary forms with the annuity company
to implement the contribution or deduction. The district will not deduct salary for payment of
an annuity until a signed contract has been received in the Business Office.

Kansas Public Employees Retirement System (KPERS)
Eligible employees receive Basic Life and Disability Insurance at no cost to them.
Basic Life insurance provides an insured death benefit that is currently 150% of the
member’s annual rate of compensation.
Disability income benefits provide a monthly benefit based on 60 percent of your
annual salary. To qualify you must be disabled for 180 days and no longer receive
employer compensation. You must apply for Social Security benefits and complete any
appeal process.
Retirement Plans: Personnel employed by Buhler USD 313 who have established
eligibility, are required by law to participate in the Kansas Public Employees Retirement
System, beginning with the employee’s first day of employment.
Vesting
Employees must be a member of KPERS for 5 years before becoming vested. If you
leave covered employment before completing 5 years of service you may apply for a
refund of your contributions plus interest. If you are vested with five or more years of
service you are guaranteed a monthly retirement benefit even if you leave covered
employment as long as you keep your contributions in your account.
Additional information can be obtained from the District Business Office or by calling KPERS at
1-888-275-5737.
DISTRICT RETIREMENT BENEFITS – from NA
Eligibility and requirements for all retirement benefits for 2019-2020 are as follows:
•

A licensed teacher must have served at least 10 years of KPERS covered service in the
district. If a teacher has a combination of full and part-time service at any time during the
last three years of employment, the benefit will be calculated on the final average as
defined by KPERS during that period of employment.

•

An employee’s age and length of service in Kansas public schools total 85, or when the
employee reaches age 62, but prior to age 65 on or before their KPER’s retirement month
(applies to those in Group 2).
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•

In order to receive any district paid match at the time of retirement the employee must
have 10 or more years of service at USD 313. The employee’s portion of the 403(b)
investment remains theirs regardless of years of service.

Eligibility, as specified herein, shall be determined by district administration following receipt of
written notification of retirement. Upon final approval by the Board of Education, district
administration shall notify the applicant of final disposition, the date and amount of retirement
benefits to be paid.
All cash benefits shall be subject to the appropriate withholdings.
The requirements for notification contained in this program shall not be interpreted as to cause
a teacher to abdicate rights provided by state law. However, failure to provide the required
notification may result in the disapproval of the request.
Teachers meeting the criteria set forth in this section shall be eligible for retirement
benefits as specified below:
The final year for Group 1 was completed with the 2018-2019 school year as stated in previous
Negotiated Agreements.
Group 2 includes all current employees that are eligible to retire between and including the
2019-2020 and 2023-2024 school years. They can choose from Option 1 or 2 as follows:
Option 1
• 4% of their final salary for a total of 3 years or age 65, whichever is shorter. This
benefit is deposited in one annual payment (in July) to a Post Funding Retirement
Plan with Security Benefit, or the district approved company.
Option 2
• Full Health Insurance Benefit for 3 years or age 65, whichever is shorter. To receive
this benefit the employee must have been enrolled in the district sponsored health
insurance plan within the last year of their employment. They will receive a defined
benefit equal to the amount given to current employees toward single or family
insurance coverage in the district approved health insurance plan until they are
Medicare eligible or for a term not to exceed 3 consecutive years. The 3 year term
shall commence with the first month the teacher is deleted from the USD 313
payroll for the purpose of approved retirement. In all instances, the paid benefit
shall terminate on the last day of the last month before the employee’s age
eligibility for Medicare benefits.
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In the event of the retired teacher’s death, the retired teacher’s spouse may
continue to purchase a single or family district health insurance until said spouse
reaches Medicare eligibility.
No matter which above option is chosen, they would also receive the following:
•

A $125.00 match plan invested in a 403(b) for as long as employed.

Group 3 are all current employees that are eligible to retire in and after the 2024-2025 school
Year AND were hired in or before the 2007-2008 school year. They will receive the following:
•

50% of Full Health Insurance Benefit for 3 years or age 65, whichever is shorter. To
receive this benefit the employee must have been enrolled in the district sponsored
health insurance plan within the last year of their employment. They will receive a
defined benefit equal to 50% of the amount given to current employees toward
single or family insurance coverage in the district approved health insurance plan
until they are Medicare eligible or for a term not to exceed three (3) consecutive
years. The three (3) year term shall commence with the first month the teacher is
deleted from the USD 313 payroll for the purpose of approved retirement. In all
instances, the paid benefit shall terminate on the last day of the last month before
the employee’s age eligibility for Medicare benefits.
In the event of the retired teacher’s death, the retired teacher’s spouse may
continue to purchase a single or family district health insurance until said spouse
reaches Medicare eligibility.

•

A $100.00 match plan invested in a 403(b) for as long as employed.

Group 4 are all current employees hired during or after the 2008-2009 school year. They will
receive the following:
•

A $75.00 match plan invested in a 403(b) for as long as employed.

Retirees with a 10-year vesture will receive a benefit for Unused Accumulated Leave at
therate of $25 per Day. Benefit amounts that exceed $500 will be deposited into a Post
Funding Retirement Plan with Security Benefit, or the District approved company. Benefit
amounts of $500 or less will be paid on the regular June paycheck. This benefit is pro-rated
based on FTE. (In the event of the teacher’s death, payment for any unused Leave shall be
made to the designated beneficiary of the KPERS term life insurance. In the event that
there is no designated beneficiary, payment shall be made to the residual estate of the
teacher.)
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Continuation of Group Health Coverage
COBRA (Consolidated Omnibus Budget Reconciliation Act PL-99-272). An employee or their
qualified beneficiary who would otherwise lose coverage under the district’s group health
insurance plan as a result of a qualifying event (voluntary or involuntary job loss, reduction in
the hours worked, transition between jobs, death, divorce, or other life events) has the right to
elect continuing coverage. This continuation coverage is in accordance with the requirements
of Federal Law, and is commonly referred to a COBRA.
Details pertaining to continuing coverage of your health plan and your obligations are available
from the Business Office.

Unemployment Compensation
For answers to questions regarding unemployment insurance policies, benefits and claims,
contact the District Business Office.

Workers Compensation - GAOE
USD 313 is subject to the Kansas Workers Compensation Law which provides compensation for
job-related injuries.
All employees of USD 313 are covered by the district’s workers compensation insurance.
Benefits are payable under this insurance if an employee suffers bodily injury resulting from an
accident, bodily injury resulting from a disease or bodily injury resulting in death. Such disease,
injury or death must have occurred as a result of the employee performing his assigned duties.
Notice of Accidents
In the event of a job-related injury, the employee must submit an accident report in the Public
School Works online safety program. From the district website at www.usd313.org, choose
“Public School Works” from the drop-down menu under Staff Resources. Choose “Staff
Accident Management” on the homepage and then an online accident report may be
completed or paper forms may be printed. If you do not have access to a computer please call
the District Benefits Clerk for assistance (620-543-5622). Employees must notify the
designated employer’s workers compensation coordinator, or if the coordinator is unavailable,
their Supervisor within twenty (20) days of an accident or injury. Failure to do so may result in
the claim being barred. Additional information about your rights and responsibilities under
workers compensations may be obtained from your supervisor or the District Office.
The employee must keep copies of all doctor’s orders and provide a file copy to the district
central office. The employee must inform the doctor or hospital that they are covered by the
district’s workers compensation plan.
Coverage
Benefits are for personal injury from accident or occupational disease arising in the course of
employment with the district. Injuries which occur during recreational or social events under
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circumstances where the employee is under no duty to attend, and where the injury did not
result from the performance of tasks related to normal job duties are not covered under
workers compensation.
Any employee who is off work and drawing workers compensation shall be required to provide
the Business Office with a written doctor’s release before the employee is allowed to return to
work. In addition, should the employee be released to return to work by a doctor and fail to do
so, all benefits under sick leave shall be ended and those benefits under workers compensation
shall be restricted as provided by current statute.
Coordination With Leave Benefits
The workers compensation plan will provide coverage for medical expenses and wages to the
extent required by statute to those employees who qualify. Whenever an employee is absent
from work and is receiving workers compensation benefits due to a work-related injury or is
receiving district paid disability insurance, the employee may use available paid leave to
supplement the workers compensation or district paid disability insurance payments. Workers
compensation benefits and FMLA benefits provided in a board approved plan shall run
concurrently if both are applicable.
In no event shall the employee be entitled to a combination of workers compensation benefits
and salary in excess of their full salary. Available paid leave may be used for this purpose until
1) available paid leave benefits are exhausted
2) the employee returns to work
3) employment is terminated. Leave shall be deducted on a prorata amount equal to the
percentage of salary paid by the district.
The board shall have the right to choose a designated health care provider to provide medical
assistance to any employee who suffers an injury while performing their job. For more
information about Workers Compensation rules or use of paid leave, contact the Benefits Clerk
at the District Office.

Reimbursement/Travel Expenses (GAN)
The board shall provide reimbursement for expenses incurred in travel related to the duties of
the district’s employees when approved in advance by the superintendent. Mode of travel will
be based on, but not limited to, the availability of transportation, distance and number of
persons traveling together.
Requests for reimbursement shall have the following attached: receipts for transportation,
parking, hotels, meals and other expenses for which receipts are ordinarily available. These
claims must be submitted on a district approved travel expense claim for reimbursement. This
form can be accessed on our website under “Staff Resources”. Claims for reimbursement may
be made up to, but should not exceed, the following amounts: The daily in-state allowance is a
total of $30.00 (for full day events). Partial days are reimbursed using the following guidelines:
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$7.00 for breakfast, $8.50 for lunch and $14.50 for dinner. The daily out-of-state allowance for
meals during out-of-state conference shall be a total of $40.00 ($8.00 for breakfast, $12.00 for
lunch, and $20.00 for dinner). In addition, tips up to 15% of the meal cost are allowable for
satisfactory service. The district will not reimburse any claims for alcoholic beverages.
Transportation will be by district vehicle when available. Individuals who decline available
district transportation will provide their own transportation. If district transportation is not
available, the employee will be reimbursed at the mileage rate established by the State of
Kansas. Required in-district travel between buildings or in the district in conjunction with
official assignments will be reimbursed at the mileage rate established by the State of Kansas.
Reimbursement requests must be submitted on a regular basis and before June 30th of the year
in which travel occurred.

Activity Passes – from NA
The Board of Education will issue a pass to each licensed staff member and family for
admittance to all district sponsored activities for which admission is charged with the exception
of specified athletic tournaments and KSHSAA events. The pass will be valid for the employee,
spouse, and children through 12th grade to attend all home activities.

CONDUCT
Employee Dress Codes
Appropriate dress is required for all employees. Requirements will vary based on job
responsibilities.

Drug Free Schools (GAOB)
The unlawful possession, use, sale, distribution or being under the influence of controlled
substances or alcohol by school employees at school; on, in, or while utilizing school property;
or at school sponsored activities, programs, or events is prohibited.
As a condition of continued employment in the district, all employees shall abide by the terms
of the Board policy on drug-free schools.
Employees shall not manufacture, distribute, dispense, possess, use or be under the influence
of illicit drugs, controlled substances, or alcoholic beverages at school; on, in, or while utilizing
school property; or at school sponsored activities, programs, or events. Compliance with the
terms of this policy is mandatory.
Employees who are found violating the terms of this policy will be reported to the appropriate
law enforcement officers and the district Suspension Policy will be followed. Any employee
who is convicted under a criminal drug statute for a violation occurring at the workplace must
notify the Superintendent of the conviction within five (5) days after the conviction. Within
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thirty (30) days after the notice of conviction is received, the school district will take
appropriate action that may include any or all of the following sanctions:
•
•
•
•

Short term suspension with pay
Long term suspension without pay
Required participation in a drug and alcohol education, treatment, counseling, or
rehabilitation program (the cost of which will be borne by the employee)
Termination or dismissal from employment

Prior to applying sanctions under this policy, employees will be afforded due process rights to
which they are entitled under the provisions of Kansas law.

Use of Tobacco Products and Nicotine Delivery Devices (GAOC)
The use of tobacco products in any form or of any nicotine delivery device is prohibited for staff
members in any district facility; in school vehicles; at school sponsored activities, programs or
events; and on school owned or operated property. A “nicotine delivery device” means any
device that can be used to deliver nicotine or nicotine salts to the person inhaling from the
device. This includes, but is not limited to any electronic cigarette, cigar, cigarillo, pipe or
personal vaporizer.

Sexual Harassment (GAAC)
Sexual harassment is unlawful discrimination on the basis of sex under Title IX of the Education
Amendments of 1972, Title VII of the Civil Rights Act of 1964, and the Kansas Act Against
Discrimination. All forms of sexual harassment are prohibited at school, on school property,
and at all school-sponsored activities, programs or events. Sexual harassment against
employees or students of the district by board members, administrators, licensed and classified
personnel, students, vendors, and any others having business or other contact with the school
district is strictly prohibited, whether or not the harassment occurs on school grounds.
Sexual harassment shall include, but not be limited to, unwelcome sexual advances, requests
for sexual favors, and other verbal or physical conduct of a sexual nature when:
• submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment;
• submission to or rejection of such conduct by an individual is used as the basis
for employment decisions affecting such individual; or
• such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile or offensive
working environment.
No district employee shall sexually harass, be sexually harassed, or fail to investigate or refer a
complaint or sexual harassment for investigation. Complaints of sexual harassment by
employees will be promptly investigated and resolved. Initiation of a complaint of sexual
harassment will not adversely affect the job security or status of an employee, nor will it affect
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his or her compensation or work assignment. Violation of district policy shall result in
disciplinary action, up to and including termination.
Any employee who witnesses an act of sexual harassment or receives a complaint of
harassment from another employee or a student shall report the incident to the building
principal or administrator. Employees who fail to report complaints or incidents of sexual
harassment to appropriate school officials may face disciplinary action.
Employees who believe they have been subjected to sexual harassment should discuss the
problem with their immediate supervisor. If an employee’s immediate supervisor is the alleged
harasser, or if the employee is uncomfortable discussing the issue with their supervisor, the
employee should discuss the problem with the District Coordinator of Federal Compliance, the
building principal or the Superintendent.
Employees who do not believe the matter is appropriately resolved may file a written complaint
under the district’s discrimination complaint procedure. (See the Complaint of Discrimination
Form, Appendix I) Confidentiality shall be maintained throughout the complaint procedure.
Complaints received will be investigated to determine whether, under the totality of the
circumstances, the alleged behavior constitutes sexual harassment under the definition
outlined above. Unacceptable conduct may or may not constitute sexual harassment,
depending on the nature of the conduct and its severity, pervasiveness and persistence.
Behaviors which are unacceptable but do not constitute harassment may also result in
employee discipline.
Initiation of a complaint of sexual harassment in good faith will not adversely affect the job
security or status of an employee, nor will it affect his or her compensation. Any act of
retaliation against any person who has filed a complaint or testified, assisted, or participated in
an investigation of a sexual harassment complaint is prohibited. Any person who retaliates is
subject to immediate disciplinary action, up to and including termination of employment.
To the extent possible, confidentiality will be maintained throughout the investigation of a
complaint. The desire for confidentiality must be balanced with the district’s obligation to
conduct a thorough investigation, to take appropriate corrective action or to provide due
process to the accused.
False or malicious complaints of sexual harassment may result in corrective or disciplinary
action against the complainant.

Racial and Disability Harassment (GAACA)
The board of education is committed to providing a positive and productive working and
learning environment, free from discrimination, including harassment, on the basis of race,
color, national origin, or disability. Racial and disability harassment will not be tolerated in the
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school district. Racial or disability harassment of employees or students of the district by board
members, administrators, certified and support personnel, students, vendors, and any others
having business or other contact with the school district is strictly prohibited.
Racial harassment is unlawful discrimination on the basis of race, color or national origin under
Titles VI and VII of the Civil Rights Act of 1964, and the Kansas Acts Against Discrimination.
Disability harassment is unlawful discrimination on the basis of disability under Section 504 of
the Rehabilitation Act of 1973 and the Americans with Disabilities Act. All forms of racial and
disability harassment are prohibited at school, on school property, and at all school-sponsored
activities, programs or events. Racial or disability harassment against individuals associated
with the school is prohibited, whether or not the harassment occurs on school grounds.
It shall be a violation of this policy for any student, employee, or third party (visitor, vendor,
etc.) to racially harass or harass on the basis of disability any student, employee, or other
individual associated with the school. It shall further be a violation for any employee to
discourage a student or another employee from filing a complaint, or to fail to investigate or
refer for investigation, any complaint lodged under the provisions of this policy.
Violations of this policy by any employee shall result in disciplinary action, up to and including
termination.
Harassment prohibited by this policy includes racially or disability-motivated conduct which:
• Affords an employee different treatment, solely on the basis of race,
color, national origin, or disability, in a manner which interferes
with or limits the ability of the employee to participate in or benefit
from the services, activities or programs of the school;
•

Is sufficiently severe, pervasive or persistent so as to have the
purpose or effect of creating a hostile working environment;

•

Is sufficiently severe, pervasive or persistent so as to have the
purpose or effect of interfering with an individual’s work performance or employment opportunities.

Racial or disability harassment may result from verbal or physical conduct or written or graphic
material.
The district encourages all victims of racial or disability harassment and persons with
knowledge of such harassment to report the harassment immediately. Complaints of racial or
disability harassment will be promptly investigated and resolved.
Employees who believe they have been subjected to racial or disability harassment should
discuss the problem with their immediate supervisor. If an employee’s immediate supervisor is
the alleged harasser, the employee should discuss the problem with the building principal or
the district compliance coordinator. Employees who do not believe the matter is appropriately
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resolved through this meeting may file a formal complaint under the district’s discrimination
complaint procedure in policy KN.
Complaints received will be investigated to determine whether, under the totality of the
circumstances, the alleged behavior constitutes racial or disability harassment under the
definition outlined above. Unacceptable conduct may or may not constitute racial or disability
harassment, depending on the nature of the conduct and its severity, pervasiveness and
persistence. Behaviors which are unacceptable but do not constitute harassment may also
result in employee discipline.
If discrimination or harassment has occurred, the district will take prompt, remedial action to
prevent its reoccurrence.

Bullying (GAAE)
The board of education prohibits bullying in any form by any student, staff member, or parent
towards a student or a staff member on or while using school property, in a school vehicle or at
a school-sponsored activity or event. The term “bullying” shall have the meaning ascribed to it
in Kansas law.
Staff members who bully others in violation of this policy may be subject to disciplinary action,
up to and including suspension and/or termination. If appropriate, staff members who violate
the bullying prohibition shall be reported to local law enforcement.

Gifts (GAJ)
The giving of gifts between students and staff members is discouraged. Unless approved by the
principal, staff members shall not give gifts to any student or class of students when the gifts
arise out of a school situation, class or school-sponsored activity.
Staff members are prohibited from receiving gifts from vendors, salesmen or other such
representatives. Premiums resulting from sales projects sponsored by the school shall become
the property of the school

Conflict of Interest (GAG)
District employees are prohibited from engaging in any activity which may conflict with or
detract from the effective performance of their duties. No employee will attempt, during the
school day or on school property, to sell or endeavor to influence any student or school
employee to buy any product, article, instrument, service or other items which may directly or
indirectly benefit the school employee. No school employee will enter into a contract for
remuneration with the district other than a contract for employment unless the contract is
awarded on the basis of competitive bidding.

Solicitation (GAI)
All solicitations of and by staff members during the duty hours are prohibited without prior
approval of the appropriate supervisor.
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Any agent or business representative calling on school personnel about school matters, such as
textbooks, publications of the school, class insignia, athletic equipment, music instruments,
school equipment, school supplies, building and custodial supplies, etc., will first obtain
permission from the superintendent or principal. It is the duty of the school employee to
ascertain if the representative has such permission.

Distribution of Information
Materials from sources outside of the district may not be distributed on school grounds without
prior permission from the Superintendent. Examples of outside materials include, but are not
limited to, political materials, special interest materials and advertisements.

Visitors
Adult guests from other districts are welcome to our schools as well as patrons from our
district. All visitors to any building are required to check in at the office.
Children or relatives from other districts are discouraged from visiting the schools unless special
permission is received from the administration.

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

Political Office (GAHB)
Staff members elected or appointed to a public office which restricts the employee’s ability to
complete contractual obligations may be required to take unpaid leave for a period of time
determined by the board or may be terminated.
Staff members holding a public office, which in the judgment of the Board is less than full-time,
shall request unpaid leave from the Superintendent at least one week in advance. An
employee who must be absent from school to carry out the duties of a public office must take a
leave of absence without pay for the duration of the public office.
Staff members shall not use school time, school property, or school equipment for the purpose
of furthering the interests of any political party, the campaign of any political candidate, or the
advocacy of any political issue.
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Employees are not eligible to serve on the Board of Education in the district they are employed.

Participation in Activities
Employees are encouraged to participate in community activities and organizations, insofar as
those activities do not infringe upon time on the job. Prior permission must be obtained from
the superintendent for participation in any community activity that takes place during the
workday.

Outside Employment
School employees may not accept employment or carry on business or activity for profit that
interferes with the complete discharge of responsibilities to the school district. Provided there
is no interference with school duties, school employees may engage in occasional business
transactions for profit outside of school hours or on holidays.

Tutoring for Pay (GBRGB)
Teachers shall not receive pay for tutoring or private instruction at school or on school property
during the contracted day or during extended contracted days.

Criminal Convictions (GAOA)
Any employee convicted of a felony or driving under the influence, or who enters a plea of
guilty or enters into a diversion agreement, must notify the Superintendent within five (5) days
after the conviction or court approval of the diversion agreement. Within 30 days after the
notice of conviction is received, the district will take appropriate action with the employee.
Such action may include the initiation of termination proceedings, suspension, placement on
probationary status, or other disciplinary action. Alternatively, or in addition to any action
short of termination, the employee may be required to participate satisfactorily in an approved
drug abuse assistance or rehabilitation program as a condition of continued employment. The
employee shall bear the cost of participation in such program.

Staff and Student Relations (GAF)
Staff members shall maintain professional relationships with students, which are conducive to
an effective educational environment. Staff members shall not submit students to bullying,
harassment, or discrimination prohibited by board policy. Staff members shall not have any
interaction of a romantic and/or sexual nature with any student at any time regardless of the
student’s age or consent.
All employees are expected to maintain relationships with members of the student body which
are conducive to an effective, professional education environment. Social fraternization
between employees and students is generally prohibited. All employees share the responsibility
for the regulation of student conduct at school and at school-sponsored events not on school
property.
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Interrogation and Investigations (JCAC)
Building administrators, school security officers, and/or others designated by the
Superintendent may conduct investigations and question students about violation of school
rules, the student conduct code, and/or law. Unless otherwise provided herein, such
investigators shall not be required to contact the student’s parent, guardian, or representative
prior to questioning and may request law enforcement, school resource officer(s), and/or
school security officer(s) for assistance in conducting the investigations.
If there is reason to believe a violation of a criminal law has been committed, the building
administrator, the Superintendent’s designee, and/or school security officer with authorization
of the or the Superintendent’s designee shall notify the appropriate law enforcement agency of
criminal conduct as provided in law and/or Board policy and may request further investigation
of the alleged violation.

Searches of Property (JCAB)
If a staff member believes there is a need to search property, they shall contact the principal.
Principals are authorized to search property if there is reasonable suspicion that district
policies, rules, or directives are being violated. In addition, all lockers shall be subject to
random searches without prior notice or reasonable suspicion. All searches by the principal
shall be carried out in the presence of another adult witness.
Whenever the principal is mentioned in this policy, it shall be construed to include the
Superintendent or “designated representative”.
Any person other than the principal who wishes to search a student’s locker or property shall
report to the principal before proceeding. In no event shall any person be permitted to search
a student’s locker or property without the principal’s consent unless the person has a valid
search warrant authorizing a search.

Searches of Students (JCABB)
Principals are authorized to search students if there is reasonable suspicion that district
policies, rules or directives are being violated. Strip searches shall not be conducted by school
authorities. All searches by the principal shall be carried out in the presence of another adult
witness.
If law enforcement assistance is present, further search of the student shall be with
cooperation and assistance of law enforcement officials. The principal shall remain with the
student and be present during any search of the student made by law enforcement officials on
school property. The principal shall receive and file a receipt for items turned over to law
enforcement officials.
If the principal believes a student is in possession of an object which can jeopardize the health,
welfare or safety of the student or others, the student shall be removed to a safe location. This
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determination may be based on any information received by the principal or any member of
the faculty or staff.

Administration of Medicine (JGFGB)
The supervision of any medications shall be in strict compliance with the rules and regulations
of the Board. District employees may not dispense or administer any medications, including
prescription and non-prescription drugs, to students except as outlined in Board policy JGFGB.

OTHER
Family Night
Wednesday night is set aside as family night in Buhler USD 313. The local school will schedule
no school activities of any kind after 6 p.m. The only exceptions that are made to this policy will
be activities over which the school has no control. Any deviations must receive specific approval
from the building principal and the Superintendent or the Board of Education.

Personal Property
The district is not responsible for employees’ personal property and does not provide insurance
on employees’ personal property. If an employee’s personal property is broken, damaged or
stolen while the employee is on the job, repair or replacement is the employee’s responsibility.

Leadership Cadre
The Leadership Cadre of Buhler USD 313 is composed of the following:
• Superintendent
• Assistant Superintendent of Learning and Instruction
• Director and Assistant Director of Finance
• Building Principals
• Assistant Principals
• Technology Director
• Director of Operations
• Food Service Director
• Technology Integration Specialist
• Powerschool Administrator
• Human Resources Clerk
• Clerk of the Board
The Cadre is set up to provide involvement and assistance to the superintendent of schools and
the Board of Education for the purpose of establishing policy, procedures and future plans.

Board of Education
The Buhler USD 313 Board of Education is comprised of seven members who meet once a
month at the Burkholder Administrative Center, 406 West 7th, in Buhler. These meetings are
held on the 2nd Monday of each month so that business of the district may be legally
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transacted. Visitors are welcome to all regular meetings. Detailed information concerning the
Board of Education’s functions and operations may be found in Section B of the Board of
Education Policy manual.

HEALTH
Asbestos
Federal and state regulations require annual notification to the public that friable asbestos has
been detected in Buhler USD 313 buildings.
An operations and management plan was developed in compliance with federal and state
regulations regarding friable asbestos and is on file at the Burkholder Administrative Center. A
copy of the plan is available in each school building.
The three-year inspection, required by federal and state laws, has been completed by Reliable
Environmental Agency. No significant changes were found. Any questions may be addressed to
the USD 313 Director of Buildings and Grounds.

Hazardous Waste
When hazardous waste material is located in the district, its disposal shall be in accordance with
state and federal laws, rules and regulations.
No employee shall bring hazardous material to school without prior approval of the supervisor.
Such material shall be in an appropriate container and properly labeled. If an employee
discovers waste material that is, or may be hazardous, they should notify their supervisor
immediately.
Hazardous wastes include, but are not limited to, wastes that are flammable, corrosive,
infectious, highly reactive or toxic.
Hazardous waste must be placed in an appropriate container affixed with a hazardous waste
label that lists the specific contents. Unlabeled containers containing undetermined contents
which may contain hazardous substances shall not be put in trash containers.
All hazardous wastes must be properly labeled and stored appropriately until they can be
disposed of properly. Placing them in trash containers or the sewer system is not an acceptable
disposal method.

Bloodborne Pathogens (GARA)
The exposure control plan for bloodborne pathogens is available for review from school nurses.
All staff shall receive the training and equipment necessary to implement the plan. All staff
receive Bloodborne Pathogen training materials through Public School Works and sign the
necessary documentation annually.
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Communicable Diseases (GAR)
Whenever an employee has been diagnosed by a physician as having a communicable disease
as defined in current regulation, the employee shall report the diagnosis and nature of the
disease to the Superintendent (or the Superintendent’s designee) so that a proper report may
be made as required by current law.
An employee afflicted with a communicable disease dangerous to the public health shall be
suspended from duty for the duration of the contagiousness in order to give maximum health
protection to other district employees and to students.
The employee shall be allowed to return to duty upon recovery from the illness, or when the
employee is no longer contagious as authorized by the employee’s physician.
The Board reserves the right to require a written statement from the employee’s physician
indicating the employee is free from all symptoms of the communicable disease.
No information regarding employees with communicable diseases shall be released by school
personnel without the employee’s consent except to comply with state or federal law.
If at any time the Board has reason to believe that an employee is suffering from an illness
detrimental to the health of pupils, the Board reserves the right to require such employee to
provide the Board with a new certificate of health in order to protect the health, safety and
welfare of the school’s students.
USD 313 nurses will follow KDHE/CDC recommendations, regulations, and guidelines for
communicable disease to promote health and safety for all students and staff as they are
presented throughout the school year.

SAFETY
Inclement Weather
In case of power failure, snowstorms or any other emergency resulting in a condition that
would endanger the health of students, school shall be dismissed and students delivered to
their respective homes as soon as possible, provided the emergency cannot be corrected that
day. Buhler USD 313 will attempt to accommodate all situations regarding the student’s best
interests.
If in the judgment of school officials it seems wise not to have school because of storm
conditions or other circumstances, Buhler USD 313 will notify the parents/guardians, students,
and employees using our district's automated notification system. In addition, the district will
also notify local newspaper, radio and television stations with any cancellations or emergency
announcements.
Important information about receiving calls sent through Alert Solutions:
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•
•

Caller ID will display the school’s main number when a general announcement is
delivered.
Alert Solutions will leave a message on any answering machine or voice mail.

A decision to cancel school will be made prior to 7:00 a.m. so that the appropriate
announcements can be made. If the announcement is not made by 7:00 a.m., it may be
assumed that school will be in session and buses will run.

Safety Drills
Safety drills are required by State Law. Schools must conduct at least two (2) tornado drills
(one in September and one in March), three (3) crisis drills, and four (4) fire drills per school
year. Procedures for each drill are discussed with students before the drill.

Accidents
Any school employee who discovers a medically related accident on school property shall
report the accident to the building principal or designated representative.
If the person requires medical treatment, the employee shall:
• Send for medical help;
• Make the individual as comfortable as possible while waiting for competent
medical assistance to arrive; and
• Notify the principal or designated representative
Emergency Care
At the scene of an emergency or accident when medical help is not readily available to
assist in the care of an injured student, an employee may render emergency care or
assistance, including, but not limited to, first aid, as deemed reasonably necessary until
medical help arrives. Kansas law provides protection from civil liability for any person
who, in good faith and without compensation, renders emergency care or assistance to
any person, including a minor without first obtaining the consent of the parent or
guardian of such minor, at the scene of an emergency or accident. However, this
protection does not extend to individuals whose acts or omissions in rendering
emergency care in these circumstances were grossly or wantonly negligent.

Security
Any district employee who believes any of the following has occurred at school, on school
property or at a school-sponsored activity shall immediately report this information to local law
enforcement:
• An act which constitutes the commission of a felony or a misdemeanor; or
• An act which involves the possession, use or disposal of explosives, firearms or
other weapons as defined in current law
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Firearms on District Property – KGD
Unless otherwise required by law or authorized by board policy, no person other than a law
enforcement officer shall possess a firearm on any district owned or operated property, within
any district owned or operated building or facility; in a school vehicle or an employee’s personal
vehicle being used to transport students, or at any school sponsored activity, program, or
event. This prohibition includes possession of concealed and/or openly carried weapons;
however such prohibition shall not apply to the secured storage of a handgun in a district
employee’s own locked vehicle on school property so long as such weapon is maintained out of
plain sight.
Appropriate signs shall be conspicuously posted as directed by the board and required by law.
Anyone in violation of this policy shall be directed to leave the premises immediately and not
return without prior approval from the building administrator or Superintendent. Failure to
comply with such order will result in a report to law enforcement.

Child Abuse (GAAD)
Any district employee who has reason to know or suspect that a child has been injured as a
result of physical, mental or emotional abuse or neglect or sexual abuse, shall promptly report
the matter to the local Department of Children and Families (DCF) office or to the local law
enforcement agency if the DCF office is not open. Employees may file a report of suspected
abuse anonymously to either DCF by phoning 1-800-922-5330 or to local law enforcement
officials. It is recommended, but not required, that the building administrator also be notified
after the report is made.
District employees shall not contact the child’s family or any other persons to determine the
cause of the suspected abuse or neglect. It is not the responsibility of school employees to
prove the child has been abused or neglected.
State law provides that anyone making a report in good faith and without malice shall be
immune from any civil liability that might otherwise be incurred or imposed.

Crisis Management Plans
A District Crisis Intervention Team has been designated, and the superintendent of schools is
responsible for this team.
Buhler USD 313 also participates in and supports the Crisis Intervention Team training
sponsored by ESSDACK (Educational Services and Staff Development Association of Central
Kansas). Staff have received extensive training and are authorized to assist other school districts
if called upon to provide counseling and other crisis intervention support. Buhler USD 313
schools also have access to additional expertise and support through this program.
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Threats of Violence Policy and Procedures
To provide a safe and respectful environment for all students and staff, Buhler USD 313 will
take steps to deter incidents of violence or threats of violence in our schools. Therefore,
students and parents/guardians must be aware that all threats (verbal, written, implied or
physical) will be taken seriously by school personnel and each and every threat will carry a
consequence.
We request parent/guardian and community support in this effort to let our students know that
no threat is “just joking,” and no threat will be ignored. We must work together to teach our
youth better ways to deal with conflict and frustration. We must also establish the
understanding that our community is united in the belief that violence or threats of violence in
our schools is intolerable.
Procedures to Respond to Threats of Violence:
1. All threats will be reported to school staff immediately by anyone who sees or hears it
without regard for interpretation. If it is a threat, report it.
2. Administration and staff will investigate to determine the seriousness and
circumstances surrounding the threat.
3. Any necessary disciplinary action will follow current Board of Education policy, including
notification of parents/guardians and law enforcement officials.

FACILITIES/SUPPLIES/EQUIPMENT
Purchasing/Requisitions
The procedure for purchasing is as follows:
1. According to individual building procedure, requests for supplies/equipment are either:
a. Placed with the building secretary, who will complete a requisition and forward it on
to the building principal for approval, OR
b. Submitted personally by the licensed staff member in the Aptafund requisition
module where it will be sent to the secretary and building principal for approval.
2. If approved, the requisition will be forwarded to the business manager with the
appropriate account number to which the purchase is to be charged.
3. If the funds are available in the designated account, the business manager will instruct
the accounts payable clerk to issue an approved purchase order. At this time, and not
before, a purchase may be made.
4. Supplies and materials will be purchased in a manner which is economical, efficient and
which takes into consideration the goals and objectives of the educational process.

Reporting Technology Issues and Maintenance Work Orders
School Dude is the website we use to create help tickets for technology issues and work order
requests. Access is available from the district website (usd313.org) under “Staff Resources” at
the top of the page. Click on “School Dude Work Orders” to find the link for the School Dude
website as well as a Quick Step Guide for Requesters. Once you have set up your account you
will see tabs at the top for Maintenance Requests or IT Requests. Complete requests as
needed.
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Care of Facilities and Equipment
All personnel have the authority and responsibility to help take care of the grounds and
buildings and their contents. Damage and/or accelerated wear and tear to school property due
to abuse, neglect or other misuse may be cause for disciplinary action.
When leaving a building at night, all doors and windows should be closed and locked. All lights
and other equipment should be turned off as appropriate.

Energy Management Conservation Policy
The following is the Buhler USD 313 Energy Management Conservation Policy:
As the School Board of the Buhler USD 313, we believe it to be our responsibility to ensure that
every effort is made to conserve energy and natural resources while exercising sound financial
management.
The implementation of this policy is the joint responsibility of the Board members,
administrators, teachers, students and support personnel and its success is based on
cooperation at all levels.
The Buhler USD 313 will maintain accurate records of energy consumption and cost of energy
and will provide information to the local media on the goals and progress of the energy
conservation program.
The principal will be accountable for energy management on his/her campus with energy audits
being conducted and conservation program outlines being updated. Judicious use of the various
energy systems of each campus will be the joint responsibility of the principal and head
custodian to ensure that an efficient energy posture is maintained on a daily basis.
To ensure the overall success of the energy management program, the following specific areas
of emphasis will be adopted:
1.
Every student and employee will be expected to contribute to energy
efficiency in our Buhler. Every person will be expected to be an “energy saver”
as well as an “energy consumer.”
2.
Effective immediately, all unnecessary lighting in unoccupied areas will be
turned off. All lights will be turned off when students and teachers leave
school. Custodians will turn on lights only in the areas in which they are
working.
3.
Energy management on his/her campus will be made a part of the principal’s
annual evaluation.
4.
The head custodian or designee at each school will be responsible for a
complete and total shutdown of the facility when closed each evening.
5.
Within sixty (60) days, administrative guidelines will be adopted that will be
the “rules of the game” in implementing our energy program.
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6.
7.
8.
9.
10.

Meet published standards in ASHRAE 62, Ventilation for Acceptable Indoor Air
Quality, and keeping current on the standard.
Ensure proper preventative maintenance of HVAC units.
Prevent and respond to water intrusions within Buhler USD 313 buildings.
Maintain proper drainage around buildings.
Monitor and maintain appropriate relative humidity levels.

Whereas the School Board bears responsibility for the best use of tax dollars, and
Whereas public education can provide leadership in developing a realistic energy ethic and
awareness if energy needs and costs,
Therefore, the School Board of Buhler USD 313 directs the superintendent and/or his/her
agents to develop short and long range strategies in the areas of facilities management and
curriculum development dealing with energy awareness and conservation.
(For more detailed guidelines contact the Burkholder Administrative Center.)

Use of Facilities (KG)
The board may allow use of school buildings and school grounds by community groups outside
the school day. Use of any school facility or school grounds shall not interfere with daily school
use or any school-sponsored activity.
The scheduling of school facilities must be done through the office of the respective building
principal during the school year, and through the central office during the summer months.
Application for the use of school facilities must be made on the Building Use form (found under
the “Services” heading on the district website). The applicant assumes all responsibility for the
group using the facility, including any fees or payments due.
Please refer to Board of Education Policy (KG) for complete details.

Use of School Facilities/Grounds for Memorials/Funerals (FC)
Requests to use district buildings and/or facilities for displaying permanent memorials, or
hosting funeral or memorial services shall be considered in accordance with the following
provisions.
Memorials – As places designed primarily to support learning, school sites should not
serve as the main venue for permanent memorials for students or staff. Permanent memorials
for deceased students or staff shall be limited in form to perpetual awards or scholarships for
district students through the Buhler Education Foundation. Any permanent memorials in
existence before the adoption of this policy can only be removed by board action.
Funerals – Use of school facilities for funerals is discouraged. If requests are made to
hold funeral or memorial services at district facilities, such requests will only be considered if
any services are scheduled after school has dismissed for the day or on weekends. The
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Superintendent shall handle requests for funeral and memorial services and shall report the
disposition of those requests to the board.

Equipment Use
Use of equipment and supplies is for the performance of official and approved assignments
only. Use of district equipment or supplies for personal projects is prohibited without prior
permission of the Superintendent; Building Principal; or designee.

Use of Telephone
No staff member or student will be called from their duties/class unless it is an emergency. A
message slip will be made of incoming calls and the message will be delivered when it is
possible to deliver. If the message cannot be taken, the number of the party calling will be
relayed so that the staff member/student may call back at the earliest convenient time. In case
of emergency, the teacher or student will be called to the phone immediately.

Printing and Duplicating Services (ECH)
The copyright laws of the United States make it illegal for anyone to duplicate copyrighted
materials without permission. Severe penalties are provided for unauthorized copying of all
materials covered by the act unless the copying falls within the bounds of the “fair use”
doctrine. Any duplication of copyrighted materials by district employees must be done with
permission of the copyright holder or within the bounds of “fair use.” The legal or insurance
protection of the district shall not be extended to school employees who violate any provisions
of the copyright laws.

Technology Policy
District issued computer systems and electronic devices (including, but not limited to,
Smartboards, iPads, iTouches, iPhones, eReaders, and eBooks) are for educational and
professional use only. All information created by staff or stored thereon shall be considered
district property and shall be subject to unannounced monitoring by district administrators.
Unauthorized access to and/or unauthorized use of the district server or security system
(including, but not limited to, surveillance footage) is also prohibited. The district retains the
right to discipline any student, up to and including expulsion, and any employee, up to and
including termination, for violation of this policy.
Copyright
Software acquired by staff, using either district or personal funds, and installed on district
computers or electronic devices must comply with copyright laws. Proof of purchase (copy or
original) for software must be filed in the district office.
Installation
No software, including freeware and shareware, or other applications may be installed on any
district computer or electronic device until cleared by the network administrator. The
administrator will verify the compatibility of the software or application with existing software,
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hardware, and applications and prescribe installation and de-installation procedures. Program
files must have the superintendent’s approval to be installed on any district server or computer.
Hardware
Staff shall not install unapproved hardware on district computers or make changes to software
settings that support district hardware.
Audits
The administration may conduct periodic audits of software and applications installed on
district equipment to verify legitimate use.
E-mail Privacy Rights
Employees and/or students shall have no expectation of privacy when using district e-mail or
other official communication systems. Any e-mail or computer application or information in
district computers, computer systems, or electronic devices is subject to monitoring by the
administration.
Ownership of Employee Computer and Device Materials
Computer materials, devices, software, or applications created as part of any assigned district
responsibility or classroom activity undertaken on school time shall be the property of the
Buhler USD 313.
Lost, Stolen, or Damaged Computers and/or Equipment
Students and staff members shall be responsible for reimbursing the district for replacement of
or repair to district issued computers or electronic devices which are lost, stolen, or damaged
while in the students' or staff members' possession.
Acceptable Use Policy
Students and staff members will be responsible for abiding by the Acceptable Use Policy. A
signed copy of this Agreement will be contained in each staff members Personnel File. (See
Acceptable Use Agreement, next page.)
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District Technology Acceptable Use Agreement
(Reference Board Policy HBG)
District technology, email, and network resources are intended for educational and
professional use. When using these USD 313 resources, you agree to follow the rules for
acceptable use outlined below.
• Use all technology safely, appropriately, and responsibly.
• Keep your data safe and backed up. USD 313 is not responsible for lost data.
• Bring school technology that is checked out to you to school and charged every day.
• Report any mechanical or technical issues with district technology as soon as it
happens or you notice it.
• Keep account usernames and passwords private. Do NOT share authentication
credentials with anyone.
• Use good digital citizenship by avoiding inappropriate websites and online
conversations, and reporting anything you see that is NOT appropriate or that you feel
is bullying toward you or others.
• No software or hardware shall be installed on any district computer or electronic
device unless cleared by administration
• Do NOT remove identification labels on any district issued technology.
• Do NOT add stickers, labels, or markings to district technology.
• Do NOT attempt to change settings on your district issued device that have been set
by the district technology department
• Do NOT attempt to “hack” the district network or another student or a teacher.
• Do NOT engage in illegal activity, such as copyright violations, distribution or
possession of obscene content, or identity theft.
• Understand that if you bring a personal device to school, the same internet and
technology use expectations apply. (USD 313 is not responsible for any damaged,
lost, or stolen devices.)
• Students and staff members are responsible for reimbursing the district for
replacement or repair to any technology device which is lost, stolen, or damaged
while in students’ or staff members’ possession.
• Return any district technology device checked out to you when requested.
Individuals using district technology, communication, and network resources
should be aware that they have no expectation of privacy when communicating over the
district network or when using district communication software, such as email or cloud
services.
Staff Name _________________________________________ ID # _____________
Signature __________________________________________ Date _____________
Board Approved March 2019
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Personnel File Access Policy

All employees, former employees, and representatives of employees may view certain contents of their personnel
file with advance notice to Human Resources staff. Documents in the Basic, Payroll and Medical files may be
viewed.
Documents that the employee may not review include: references or reference checks, records of any
investigation undertaken by administration, correspondence related to Workman’s Comp claims, documents
related to a judicial proceeding, any document that would violate the confidentiality of another employee, and
documents used for employee planning. Documents that include protected information are also kept in a
Confidential file and are only accessible by HR staff.

Procedure

An employee who wants to review the allowable contents of their personnel file should contact Human Resources
with 24 hours notice. Former employees, or people unknown to the Human Resources staff, must present
identification and/or proof of permission to access the personnel file.
Personnel files are kept in a secure electronic management system called Yellow Folder. The employee requesting
access to records would receive an email from Yellow Folder with a link that would give them access to the
allowable parts of their Personnel File. Access would be limited to a 3-day period. Each document has a
watermark across it showing that it is an electronic copy.
Photocopies of the file, or portions of the file, may be requested by the employee. Within reason, the HR staff
person will provide photocopies. For extensive copying, the employee will pay for the photocopies.
If the employee is unhappy with a document in his or her personnel file, the employee may write an explanation or
clarification and it will be electronically attached to the disputed document.

Who has access to Personnel Files?

Records Management Officer = Business Manager (has access to all files)
Record Series Administrator = HR Clerk (has access to all files)
Administrator = Superintendent and Asst Superintendent (have access to all files)
Benefits Clerk = (has access to Medical and Benefits files)
Payroll Clerk = (has access to Payroll files)
Transportation Secretary = (has access to driving certifications, KDOT physicals, Drug Testing results and CDL
licenses)

Others with access as noted below:
Basic Personnel File
Employee – Current/Former
Supervisor with a need to know
Medical File
Employee – Current/Former
Supervisor as needed for reasonable accommodation
Government agencies conducting investigation relevant to medical issues (e.g. ADA)
Payroll Files
Employee – Current/Former
Auditing/investigating agencies
Confidential Files
Human Resources
Auditing/investigating agencies
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Basic

Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic
Basic

Application
Job Description
Employee Contracts
Classified Job Information
Oath of Affirmation
Resume and Cover Letter
Personnel Checklist
Verification of Prior Employment
Responsible Use Agreement
Employee Handbook/Job Description Receipt
Offer of Employment
Recommendation Email
New Hire / Status Change Forms
Transcripts
PDC points
Licenses and Certifications
Sick Leave Bank Election
Sick Leave Bank Requests
Evaluations
Staff Development documents
Disciplinary Documentation
Blood Borne Pathogen
First Aid and CPR
Defensive Driving
Trans Miscellaneous
Correspondence
Termination Documentation
COBRA notification
Resignation-Retirement
Exit Interview
Plan of Assistance
File Miscellaneous

File Architecture
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Replace
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Replace
Replace
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates
Duplicates

Operations1
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds

RSA
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds
Read/Adds

Administrator
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
Read/Adds
Read/Adds
Read/Adds
No Access
No Access
No Access
No Access
No Access
No Access
No Access

Transpt.

No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
Read/Adds
No Access
No Access
No Access
No Access

Benefits

Access Roles2
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
Read/Adds
No Access
No Access
No Access
Read/Adds
Read/Adds
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access

Payroll

Yellow Folder File Architecture, Access & Retention Plan - Buhler USD 313

Separation Date + 6 Years
Permanent
Permanent
Permanent
Permanent
Separation Date + 6 Years
Separation Date + 6 Years
Separation Date + 6 Years
Separation Date + 6 Years
Separation Date + 6 Years
Separation Date + 6 Years
Separation Date + 6 Years
Separation Date + 6 Years
Separation Date + 6 Years
Permanent
Permanent
Separation Date + 6 Years
Separation Date + 6 Years
Permanent
Permanent
Permanent
Separation Date + 6 Years
Separation Date + 6 Years
Separation Date + 6 Years
Separation Date + 6 Years
Permanent
Permanent
Permanent
Permanent
Separation Date + 6 Years
Permanent
Separation Date + 6 Years

Retention3
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$37,540

$38,052

$38,565

$39,077

$39,590

$40,102

$40,614

$41,127

$41,639

$42,152

$42,664

$43,176

Step

2

3

4

5

6

7

8

9

10

11

12

Initial BA Placement

25+

22-24

21

19-20

17-18

16

15

13-14

11-12

10

6-9

0-5

BA+15

$47,910

$47,052

$46,195

$45,338

$44,480

$43,623

$42,766

$41,909

$41,051

$40,194

$39,337

$38,479

Initial BS+15 Placement
27+

26

24-25

22-23

20-21

18-19

16-17

14-15

12-13

10-11

6-9

0-5

BA+30
$51,376

$50,291

$49,207

$48,122

$47,038

$45,954

$44,869

$43,785

$42,700

$41,616

$40,532

$39,447

Initial BS+30 Placement
27+

23-26

22

21

19-20

18

16-17

14-15

12-13

10-11

6-9

0-5

BA+45
$53,424

$52,267

$51,111

$49,954

$48,797

$47,640

$46,484

$45,327

$44,170

$43,013

$41,857

$40,700

Initial BS+345 Placement
27+

23-26

22

20-21

19

18

16-17

14-15

12-13

10-11

6-9

0-5

MA
$56,356

$55,078

$53,799

$52,521

$51,243

$49,964

$48,686

$47,407

$46,129

$44,851

$43,572

$42,294

Initial MA Placement
27+

25-26

23-24

21-22

20

18-19

16-17

14-15

12-13

10-11

6-9

0-5

$59,146

$57,728

$56,310

$54,891

$53,473

$52,055

$50,637

$49,219

$47,801

$46,383

$44,964

$43,546

MA+15

MA+30
25-26
27+

$61,309
27+

23-24

20-22

19

18

16-17

14-15

12-13

10-11

6-9

0-5

$59,808

$58,307

$56,806

$55,305

$53,805

$52,304

$50,803

$49,302

$47,801

$46,300

$44,799

Initial MS+30 Placement

26

24-25

22-23

20-21

18-19

16-17

14-15

12-13

10-11

6-9

0-5

MA+45
$63,473

$61,889

$60,305

$58,721

$57,138

$55,554

$53,970

$52,386

$50,803

$49,219

$47,635

$46,051

27+

24-26

22-23

20-21

19

18

16-17

14-15

12-13

10-11

6-9

0-5

Initial MS+45 Placement

MA+60/Spec
$64,611

$63,038

$61,464

$59,891

$58,318

$56,744

$55,171

$53,597

$52,024

$50,451

$48,877

$47,304

Initial MS+60/Spec Placement
27+

24-26

22-23

20-21

19

18

16-17

14-15

12-13

10-11

6-9

0-5

EdD/PhD
$65,864

$64,290

$62,717

$61,144

$59,570

$57,997

$56,423

$54,850

$53,277

$51,703

$50,130

$48,556

27+

24-26

22-23

20-21

19

18

16-17

14-15

12-13

10-11

6-9

0-5

Initial EdD/PhD Placement

* Following a teacher's "Initial Placement" on the schedule, one year of additional experience equates to one vertical step down in accordance
with the negotiated agreement.

* New hires to USD 313 are placed according to their qualifying years of experience found in the "Initial Placement" column in red.

* PLEASE NOTE: On this schedule, years of experience DO NOT automatically equate to STEP.

BA

1

Initial MA+15 Placement

Buhler USD 313
2019-2020 Salary Schedule
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Appendix C
SUMMARY OF A CONTACT
__________________________________
Employee

__________________________________
Work Site

__________________________________
Position

__________________________________
Date of Observation (if applicable)

__________________________________
Appraiser

__________________________________
Date of Conference

1. Facts – What did the employee do (or fail to do)?

2. Rule – What was not followed – or should have been followed?

3. Impact – What was the impact or possible impact of the employee’s conduct on the district,
other employees, students, etc?

4. Suggestions/Directives – Clearly states future expectations

__________________________________
Employee Signature

__________________________________
Date

__________________________________
Appraiser Signature

__________________________________
Date

Signatures on this form indicate the receipt of the document but do not necessarily indicate
agreement with the statements or ratings. The employee has the right to submit additional
written comments regarding process or content of the evaluation within two weeks. A copy of
additional comments submitted will be attached to this form.
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Appendix D

Sick Leave Bank Application - Certified

Buhler U.S.D. 313

Employee Name ________________________________________________
Building _____________________________

Date ______________

My sick leave days were exhausted as of __________________

.

I wish to apply for __________ day(s) from the Sick Leave Bank.
Dates for which these day(s) will be used. __________________________
Reason for Request
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
Employee Signature ___________________________________________
BNEA Executive Council Signature ________________________________
Request is:____________

Approved

___________Denied

Date ________________________
Applications should be submitted to the District Office on a monthly basis.
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Appendix E

Maternity/Paternity/Adoption Leave Application - Licensed Buhler U.S.D. 313
Each employee may be granted up to twelve (12) weeks of leave for childbirth/bonding.
Maternity/Paternity leave begins on the date the child is born and concludes when the employee returns
to teaching. Adoption leave may begin up to one (1) week prior to obtaining custody of the child and will
conclude when the employee returns to teaching.
The Maternity/Paternity/Adoption Leave Application – License form (Appendix E) must be submitted to
the Building Principal for approval and then routed to the District Office.
If an employee takes more than 6 weeks maternity/paternity/adoption leave and has elected to have a
short-term disability plan, they are eligible to use short-term disability before using Annual Leave.
Contracted employees paid a salary must contact Christy Redd in Payroll before the start of the
Maternity/Paternity/Adoption Leave to discuss the use of Annual Leave, Unused Accumulated Leave and
any days that will be unpaid.
Employee Name _________________________________________________________
Building _____________________________
Type of Leave: _____ Maternity
Date of the start of leave

Date __________________

_____ Paternity

_____ Adoption

____________________________ (Approximate)

Number of weeks requested __________________________
Date of anticipated return ____________________________
Long-term Substitute Needed:

_____ Yes

_____ No

Name of Long-term sub requested __________________________________________
Employee Signature ________________________________________________________
Superintendent Signature ________________________________________________
______ Approved

______ Denied

Date ________________________

Director of Finance Signature ________________________________________________
Business Office Only
Actual Start Date:

Actual End Date:

Annual Leave available:

Short-term Disability Plan

Yes _____ No _____

FMLA eligible

Yes _____ No _____

Unused Accumulated
Leave Available:
Unpaid Days
Estimated Amount of Dock
Actual Amount of Dock
HR _____

Benefits _____

FMLA start date:
FMLA end date:

Payroll _____
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Appendix F

Long-term Leave Application – Certified or Classified Staff
For serious illness of employee or family
Family and medical leave shall be granted for a period of not more than 12 weeks during a 12-month period. For
purposes of this policy, a 12-month period shall be defined as a fiscal year beginning July 1 and ending the
following June 30.
The leave shall normally be unpaid leave. However, if the employee has any Annual or Unused Accumulated Leave
or Vacation that is available for use, the paid leave shall run concurrently with the FMLA Leave.
When leave is foreseeable, the employee shall give written notice 30 days in advance. If leave is not foreseeable,
notice will be given as soon as practicable.
Upon the employee providing notice of need for leave, the employer will notify the employee of:
1. the reasons that leave will count as family and medical leave;
2. any requirements for medical certification;
3. employer requirement of substituting paid leave;
4. requirements for premium payments for health benefits and employee responsibility for repayment if
employer pays employee share;
5. right to be restored to same or equivalent job; and
6. any employer required fitness-for-duty certification

Please contact Christy Redd in Payroll before the start of the Long-term Leave to discuss the use of
Annual Leave, Unused Accumulated Leave, any days that will be requested from the Sick Leave Bank,
or days that will be unpaid.
Employee Name _________________________________________________________
Building _____________________________

Date __________________

Type of Family/Medical Leave (this form is for Non-Maternity/Adoption Requests only)
_____ The need to care for a spouse, son, daughter or parent of the employee because of a
serious health condition
_____ A serious health condition of the employee that prevents the employee from performing
the job functions
Date of the start of leave

____________________________

Number of weeks requested __________________________
Date of anticipated return ____________________________
Long-term Substitute Teacher Needed: _____ Yes

_____ No

Name of Long-term sub requested __________________________________________
Employee Signature ________________________________________________________
Principal/Supervisor Signature ________________________________________________
Business Manager Signature ________________________________________________
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Appendix G
Association Leave Application

Buhler U.S.D. 313

Employee Name ________________________________________________
Building _____________________________

Date ______________

BNEA office/position ____________________________________________
I wish to apply for __________ day(s) of Association Leave.
Dates for which these day(s) will be used. __________________________
Reason for Request
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

Employee Signature ___________________________________________
BNEA Executive Council Signature ________________________________
Request is: ___________ Approved

__________ Denied

Date ________________________
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Appendix H

Grievance Report

Date filed __________________

_________________________________________
____________________
Name of Aggrieved Person
School or Work Station
Level Two:
A. Date grievance occurred (or was discovered) ________________________________
B. Section(s) of contract, policies, regulations, etc., involved in this grievance
(be specific).
_______________________________________________________________
________________________________________________________________
C. Statement of grievance *
________________________________________________________________
______________________________________________________________________
______________________________________________________________________
____________________________________________________
D. Relief sought*_________________________________________________________
______________________________________________________________________
__________________________________________________________
___________________________________ ____________________________
Signature
Date
E. Written response by Principal or immediate supervisor.*
______________________________________________________________________
______________________________________________________________________
____________________________________________________
___________________________________
Signature
Level Three:
A. ______________________________
Signature of Aggrieved
Superintendent

___________________________
Date
____________________________
Date Received by

Written response by Superintendent or his designee *
______________________________________________________________________
______________________________________________________________________
____________________________________________________
Level Four:
A. _______________________________
___________________________
Signature of Aggrieved
Date Received by Board of
Education
B.

B.

Written response by Board of Education or its designee*
______________________________________________________________________
______________________________________________________________________
____________________________________________________
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Appendix I
KN COMPLAINTS

U.S.D. No. 313
Complaint of Discrimination Form
The policies of Board of Education of U.S.D. No. 313 prohibit discrimination on the basis of race, color, national origin, disability, religion
and sex in all programs and activities of the district. Additionally, discrimination on the basis of age is prohibited in employment.
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:
District Discrimination Coordinator:
Name: Asst. Superintendent Address: 406 W. 7th, Buhler KS 67522 Phone: 620-543-2258
Building Discrimination Coordinators: Name: Building Principal
Address: _________________________ Phone: _____________________
Name: ___________________ Address: _________________________ Phone: _____________________

Name of Complainant:

__________________________________________________________________________

Address:

__________________________________________________________________________

Telephone Number:
Nature of the Complaint:

I believe that I have been subjected to discrimination on the basis of:
! Race
! Sex
! Age

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?
• When did it occur?
• Where did it occur?
• What effect did the
incident have on
you?

Were there any
witnesses to this
incident?

! Color
! National Origin !Racial Harassment
! Sexual Harassment
! Disability
!Religion
! Harassment on the basis of ____________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
Attach additional sheets if necessary.
! Yes ! No
If yes, please indicate who the witnesses were:
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

What action do you
believe the school
should take with regard
to this incident?

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

If this matter proceeds to a formal or informal hearing, will you appear and testify as to your knowledge of the
matter? ! Yes ! No
©KASB. This material may be reproduced for use in the district. 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.
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Appendix J

Payroll and HR Information is protected and is only given to the employee (or former employee)
unless authorization is given to a specific individual/entity. Should an employee or former
employee wish for information to be released they must submit a completed Authorization to
Release Employee Information form to the HR/Payroll Department.
Current or Former Employee Information (Please print clearly)
First Name ______________________ Middle Initial______ Last Name___________________
Last 4 digits of Social Security Number ________________________

Authorization to Release Information
I hereby grant the USD 313 HR/Payroll Dept employees my written consent to release personal HR
and/or payroll information concerning me to the party named below. I have informed this party of the
use(s) for which I have given consent. I specifically grant consent for the following:
Information to be disclosed:
1. ___ Payroll information such as salary and payroll information (including copies of pay stubs)
2. ___ Copies of tax forms or information included on tax forms.
3. ___ Information concerning or relating to my employment with the school district. This may
include material contained in my basic personnel file (such as academic information, salary,
performance, personal history, disciplinary records, and employment information)
4. ___ Other (please specify _________________________________________________)
I hereby release any individual providing reference or employment information under this
authorization including record custodians from any and all liability for damages of whatever kind or
nature that may at any time result to me on account of compliance, or any attempts to comply, with
this authorization.
Name of Person or entity to receive the information _________________________________
Address _____________________________________________________________________
Telephone number __________________________
E-Mail Address

__________________________

HR/Payroll is authorized to submit this requested information to the above named person/entity by:
E-mail _____ Verbally (by phone or in person) _____ U.S. mail _____
Expiration Date ________________________
(If left blank, the expiration date will be the day the information is provided.)

Signature: _____________________________________ Date: __________________________
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Oﬃce Staﬀ
Custodians
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